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Enabling Zoom Closed Captioning/Live Transcription

E

nabling Settings for All Meetings

® Open a browser and go to http://zoom.lynn.edu
® Click on the "Sign In" button

LY NN

UNIVERSITY

m Configure your account
Connact to a masting in progress
m Start a meeting

Made with Zoom

® Sign in with your Lynn University email address and password.

® Once in the Zoom portal, click on the "Settings" option on the left-hand side.

LYNN

UNIVERSITY

Sign i with your Lynn amail account.

Make surs to include your full email addrass
jdoe@email lynn.edu (For Students) or
jdee®lynn.edu (For Staff/Faculty)

PERSONAL
Meetings Andrew Vermes
Department Support Services
JWebinars Job Title IT Support Technician II
Change Delete " .
Recordings Company Lynn University
Location Lynn Library
Settings AccountNo. 56522671

® Once in settings, click on the "In Meeting (Advanced)" option.
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http://zoom.lynn.edu
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Meeting Recording Telephone Collaboration Devices

Security Security

Schedule Meeting

Require that all meetings are secured with one security option C)

In Meeting (Basi
I Require that all meetings are secured with one of the following

security options: a passcode, Waiting Room, or "Only
authenticated users can join meetings". If no security option is
Email Notification enabled, Zoom will secure all meetings with Waiting Room. Learn

maore

In Meeting (Advanced)

Other

® Scroll down until you see the option for "Closed Captioning”
® Click the switch to the right to enable Closed Captioning.
© Once enabled, an option to "Enable live transcription” will appear. Click the check box next to that
option to enable it.
© Under that option, there is an option to allow "Save Captions". Click the switch next to that option to
enable it.

Security scheduling

Schedule Meeting

In Meeting (Basic) Remote support
Allow meeting host to provide 1:1 remote support to another
In Meeting (Advanced) participant

Email Notification

Other Closed captioning

Allow host to type closed captions or assign a participant/third
party device to add closed captions

Enable live transcription service to show transcript on the side
panel in-meeting

Save Captions

Allow participants to save fully closed captions or transcripts

Language Interpretation

Allow host to assign participants as interpreters who can interpret
one language into another in real-time. Host can assign
interpreters when scheduling or during the meeting.

® For any future meetings you have, this option will now be activated.

Enabling within an existing meeting (Must go through steps above for option to appear)

® Start a Zoom meeting
® Once in the meeting, click on the "Live Transcript" icon in the middle of the control bar
© Depending on your screen size, you may need to click the "More" button to the right to see the option.
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Mute Stop Video Security Participants Sha Polling Record Live Transcript  Breakout Rooms Reactions More

* |n the small window that appears, click the "Enable Auto-Transcription" button at the bottom to enable it.
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Assign someone to type

Assign a participant to type I will type

Use a 3rd-party CC service

Copy the API token
b

en and paste it in a 3rd-party Closed

Live Transcript

Enable Auto-Transcription

® Once that is done, the live transcription will begin to appear below the video image of the presenter.

Additional Zoom Resources

zoom Help Center

Getting Started Guide

Audio, video, recording and sharing
Sharing Computer Sound
Download Zoom

How-To Videos

Zoom Training

Meeting/Webinar Comparison
Zoom Privacy Policy
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https://support.zoom.us/hc/en-us/articles/360034967471-Quick-start-guide-for-new-users
https://support.zoom.us/hc/en-us/categories/201137166-Audio-Video-Sharing
https://support.zoom.us/hc/en-us/articles/201362643-Sharing-Computer-Sound-During-Screen-Sharing
https://lynn-edu.zoom.us/download
https://www.youtube.com/playlist?list=PLKpRxBfeD1kEM_I1lId3N_Xl77fKDzSXe
https://support.zoom.us/hc/en-us/articles/360029527911-Live-Training-Webinars
https://support.zoom.us/hc/en-us/articles/115005474943-Meeting-and-webinar-comparison
https://zoom.us/privacy
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