Using YouTube to Caption Office Mix Videos
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Captioning an Office Mix Video

Overview of Office Mix Captioning Process:

1. In Office Mix, download an MP4 of your mix.
2. Upload the MP4 to YouTube.
3. Caption the YouTube video by either:
e uploading a transcript or
e transcribing the video.
4. InYouTube, download the captioned video’s .srt file.

5. Convert the .srt file to a .ttml file (Rev Caption Converter: rev.com/captionconverter)

6. In Office Mix, upload the .ttml file to mix.
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Captioning an Office Mix Video

Phase I: Downloading a Video from Office Mix and
Uploading it to YouTube

In the first phase of captioning your Office Mix video, you will need download the MP4, or video file, of
your Mix. You will then upload the video to YouTube.

How to Download a Video from Office Mix

1. Sign in to officemix.com, and locate the mix you wish to caption. Near the video’s thumbnail,
click Video.

M Ofﬁce M!X Gallery My Mixes

Watched Mixes

Uploaded Mixes &4 Office Mix Captioning Demo 8/8/2017 &

Created today | Duration (:0027 @ 0

= Detaits Ml Anaiytics &7 piscussion L Presentation | % v\iac Delete

The video loads. Right-click on the video, and select Save video as.

[, pplication for thisa

_ ~ lern ipsum dolor sit amet, |
Right-click and select  [ERUERSRPIEES
Save video as leo pretium mauris, necul

ttis pellentesque tortor

7? Lorem ipsum dolor sit 4
jnaat
Loo|
B ipsury
v/ Show controls
Open video in new tab he
Save video as... Ctrl+S —
Copy video address —_—
Cast...
Inspect —
L?will be contacted within 3
[1g Er the form
» 0:06/027 &
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Captioning an Office Mix Video

3. You computer’s File Manager appears. Select a location for the video, give it a descriptive file
name, and click Save.

¢ savess

&« v P <« Docum.. » My Office Mixes v @ Search My Office Mixes 2

Organize ~ New folder

; Downloads ”~ Name Date modified Type

5 Documents Mo items match your search. g
= Pictures fetet]
== InstrComp (V :::
#& OneDrive for Busii ==
[ This PC o
[ Desktop E_l
|| Documents :;z
4 Downloads pest{
J’! Music wlz >l |
DWW
File name: | Overview-Office-Mix-Captioning v| b |
Save as type: | VLC media file (mp4) ~ :
=]
=
~ Hide Folders Cancel -
= |
4. The video is downloaded.
How to Upload a Video File to YouTube
1. Signinto youtube.com, and click the Upload button.
e - [} x
B YouTube x
& C | @ Secure | https://www.youtube.com @ | i L]
= YoulL[3 Search 1, 0
Upload
Home Trending Subscriptions
ad »

2. To ensure the video remains unavailable until you are ready for it to be public, click the Public
drop-down menu, and select Unlisted.

Yuu Search

Select files to upload

Or drag and drop video files

Public >

: Public
Private

Scheduled
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Captioning an Office Mix Video

3. Click Select files to upload.
Y[)u Search

Select files to upload

Or drag and drop video files

4. Your computer’s File Manager appears. Locate and select the video you wish to upload. Click

Open.
s
€ Open X
1+ <« Docum.. * My Office Mixes v | O Search My Office Mixes 2 o
Organize « New folder = ~ [H o -
”~
[ This PC
[ Desktop
| Documents = F— ?
‘ Downloads n
J, Music Overview-Office-
Mix-Captioning
&=/ Pictures
= PCTech (L)
= InstrComp (V1)
= v
File name: | Overview-Office-Mix-Captioning  ~ |__All Files ~
Open Il Cancel

5. YouTube’s video editor appears and indicates that the video is processing. If you wish to change
the video's title or add a description, you may, otherwise, click Done.

D 0 of 1 uploaded - YouTu! X

€« C | @ Secure | hitps//www.youtube.com/upload @ ¥r| @ m
(11l Tube Search . * Q0

PROCESSING 95%

B click "Done” to confirm , All changes Subred.

Basic info Translations Advanced settings
Overview Office Mix Captioning Unlisted -
Upload status:
Description

+Add to playlist

6. The video is uploaded.
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Captioning an Office Mix Video

Phase II: Captioning a Video in YouTube

The second phase of captioning your Office Mix video is to create the captions in YouTube. YouTube
provides several captioning options; however, two methods are widely practiced: uploading a transcript
and transcribing.

These instructions provide information on how to prepare and upload a transcript, transcribe a video,
and format captions.

What is a Transcript?

If you used a script to record your Office Mix presentation, it is likely that your script can also serve as
the video’s transcript and can be used to caption the video. The main difference between a script and a
transcript is that a script contains all of a video's dialog and is used during the production of your video.
A simple transcript contains all of a video’s dialog and is typed after a video has been created. Ideally,
the transcript should also include important visual cues/actions appearing on screen that were not
already part of the narration, but are important for comprehension.

Converting Your Script into a Transcript

Check your script for accuracy by playing your video and reading the script. Type any omitted words, and
make any necessary corrections to spelling, punctuation, and capitalization. Include important visual
cues/actions that were not already part of the narration.

It is important to save the transcript in a text format that is easy for YouTube to process. YouTube does
not recognize Word documents, so you will need to save the document as a plain text file.

How to Save a Word Document as a Plain Text file

1. Click File and then Save As. Select a location to save the file. We suggest saving this file near the
original script. The File Manager appears. Click the drop-down menu next to Save as type and
select Plain Text.

[ Save As x

Save As

<« © 4 ||« Desktop 5 Videos » Sakai » Instructors 5 Forum_CreateTopics > Transcripts v & | Search Transcripts r)

Organize v New folder = -

6 OneDrive - -
netzeh3560( g5 OneDriveforbusi P Date modified Type Size

Ve ipt-fo Topic-REVISED 4/3/2017 2:36 PM Microsoft Word D. 16 KB
) o This BC ranscript-forumTopic: ) icrosoft Wor
Sites - Durh

@ netzela3556@h - E=Ep Select a location for the file,
- 5] Documents rename it, and then click the
9

OneDrive & Downlozds A— Save as type drop-down

= InstructionalTecl and select Plain Text
Browse
e = [TSD Share (S)
= PC Tech (U)
Options = InstrComp (V)
v
File name: | transeript-forumTopic-REVISED ’ o
Save as type: | Word Document | | v

Authors: |Word Document
Word Macro-Enabled Document

Word §7-2003 Document

Word Template

Word Macro-Enabled Template

Word 87-2003 Template

A HideFolders  |PDF

XPS Document

Single File Web Page

Web Page

Web Page, Filtered

Rich Text Format

‘Word XML DUMEHt

Word 2003 XML Document
Strict Open XML Document
OpenDocument Text
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Captioning an Office Mix Video

2. Click Save and the File Conversion dialog box appears. Under Text encoding, select Other
encoding and in the list of other encoding options, scroll down and select Unicode (UTF-8). Click
OK.

File Conversion - transcript-forumTopic-REVISED ¢t ? x

‘Warning: Saving as a text file will cause all formatting, pictures, and objects in your file to be lost.
Text encoding:

(O windows [Defaulty () MS-DOS (8 Other encoding: |Unicode (Big-Endian) ~

Options: Unicode (UTF-
[ Insert line breaks \ / U nscil

Vietnamese (Windows)

End lines with: CR/LF |~
Wang Taiwan b

[] Allow character substitution

Select Other
encoding and
then Unicode
(UTF-8)

w

oK Cancel

3. The plain text file is created.
How to Use a Transcript to Create Captions
1. Signin to youtube.com. Click your account icon and open Creator Studio.

1+ al BA

ptions

Durham Technical Community Co...
Creator Studio IQ

Duirham Tach Inctrintinnal T

2. Locate the video you wish to caption. Click the drop-down arrow next to Edit and select
Subtitles/CC.

Y[)u Search

CREATOR STUDIO
VIEW CHANNEL

-
BE DASHBOARD

VIDEOS
BB \pEg MANAGER v

Overview Office Mix Captioning
WMo MO %0 #0
v 2
(te)) LIVE STREAMING o ] -

28 communIT o Info & Settings

End screen & Annotations

Cards
O cHanneL v

Promote !

il AnaLyTIcs v

Page 7 of 21



Captioning an Office Mix Video

3. Anew screen appears, click Add new subtitles or CC, and select English (if the video’s language
is not English, type the appropriate language in the search box).

Cards Subtitles/CC -

Add new subtitles or CC ~

Search 186 other languages

4. Select Upload afile.

) Cards Subtitles/CC =

SELECT METHOD

Choose how you want to add subtitles or closed captions to this

video:
. Upload a file @ [7]
Transcribe and auto-sync [7]
Create new subtitles or CC (7]

5. A dialog box appears. Click Choose File.

Upload afile

Upload a text transcript or timed subtitles file. Learn more
@ uploading a file will overwrite this version of English
File type

®  Transcript
Subtitles file

Na file chosen

Choose File

I Mo file chosen

Cancel

Page 8 of 21



Captioning an Office Mix Video

6. Locate the video’s transcript. Click Open.

@ Open *
<« v <« My Office Mixes » Transcript v O Search Transcript o
Organize « Mew folder S | o |
[ This PC ~ MName . Date moedified Type
; Desktop D transcript-MixDemo 8/9/2017 9:11 AM Text Docu
Documents
| * Downloads
| J! Music
[&=] Pictures
m Videos
‘i Local Disk () w = >
File name: | transcript-MixDemo ~ | All Files ~
Cancel
T T TSODTES TIE >

7. Click Upload.

Upload afile

Upload a text transcript or timed subtitles file. Learn more
@ uploading a file will overwrite this version of English
File type

® ) Transcript
Subtitles file

Choose File | transcript-MixDemo.txt

Cancel Upload

8. The Transcribe and auto-sync screen appears. The transcript text appears in the Video Transcript
box. Chunk the text (see Tips on Formatting Captions), and then click Set timings.

Actions =

VIDEQ TRANSCRIPT @

Type everything that's spoken in the video here, then click "Set
timings" to automatically line up your text with the speech in the

video
Slide four: first bullet, Chunk the text
second bullet, third bullet ‘h and then click

Slide five; circling the website. Settimings
I need to test to see if

| can get to that
with the keyboard]| :
.:_\. > [¥] Pause video while&ing
.

Exit Set timings
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Captioning an Office Mix Video

9. YouTube begins synchronizing the captions with the video. After a few moments, click the
English (setting timings...) button.

O cons Subtitles/CC =

Add new subtities or CC ~

PUBLISHED

@ English (Automatic)

MY DRAFTS

(¥

@ English (setting timings...) @

10. The Transcribe and set timings screen appears. Fine-tune the caption timings so that they
appear only when there is corresponding audio. Locate the caption boxes under the video. Play
the video and click a caption box to modify the length of time it appears onscreen. A smaller
box appears for a shorter period of time and a wider box appears for a longer period of time.

0.08.1 TTITATawWIng arr arrow.
This is slide one.

g 001/027 [cc I 4

0:08.1 Circling my dialog box
0:12.0

| 3

0:12.0 Slide three; poin
0:15.0

Use the sliders to
adjust the captions’
synchronization

Slide two; Circling my dialog box.

0:15.0 Slide four: first by I'm drawing an arrow.

0211 second bullet, thil

n211 Clide five: circlinn the wahsite

11. Click Save changes.

earch
/. Info & Settings ):‘ Enhancements J' Audio B End screen & Annotations o Cards B3 subtitles/CC e
Transcribe and set timings: English All changes saved in Drafts  Delete draft
Actions ¥ Keyboard shortcuts | Help

Type subtitle here then press Enter - - —
I Overview Office Mix Captioning

12. The video is captioned.
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Captioning an Office Mix Video

What is Transcribing?

Transcribing is the process of converting a video’s audio into a text document. Audio may include
spoken word, music, animal sounds, and sound effects. Often, important visual elements are included in
a transcript; however, when using YouTube, it is recommended that you transcribe spoken words and
then later edit the captions to include additional audio context.

How to Transcribe a Video to Create Captions

1. Signin to youtube.com. Click your account icon and open Creator Studio.

1+ ol | B

tions

Durham Technical Community Co...

'S Creator Studio IQ

- . -

Disrham Tarh Inctriintinnal T

2. Locate the video you wish to caption. Click the drop-down arrow next to Edit and select
Subtitles/CC.

\(iT'] Tube Search

CREATOR STUDIO
VIEW CHANNEL

B DASHBOARD
-

VIDEOS
B3 VIDEO MANAGER v
l Overview Office Mix Captioning
0 M0 %0 %0
IVE STREAMING v r— :
Ged L — edit]l ~
Info & Settings
-2 COMMUNITY v 9
End screen & Annotations
Cards
O cranne v m
Promote
il AnawTics v
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Captioning an Office Mix Video

3. Anew screen appears, click Add new subtitles or CC, and select English (if the video’s language
is not English, type the appropriate language in the search box).

Cards Subtitles/CC -

Add new subtitles or CC ~

Search 186 other languages

4. Click Transcribe and auto-sync.

Cards Subtitles/CC -

SELECT METHOD

Choose how you want to add subtitles or closed captions to this

video:
Upload a file (7]
Transcribe and auto-sync {I:J (7]
Create new subtitles or CC [7]

5. The Transcribe and auto-sync screen appears. Play the video, and in the Video Transcript box,
type the video’s audio content. Chunk the text (see Tips on Formatting Captions), and then click
Set timings.

Actions =

VIDEO TRANSCRIPT @

Type everything that's spoken in the video here, then click "Set
timings" to automatically line up your text with the speech in the

video.
Slide four: first bullet, Chunk the text
second bullet, third bullet h and then click

Slide five; circling the website Set tlmmgs
I need to test to see if
| can get to that
with the keyboard)| P

._?. > [ Pause video whila&ing
|

Exit Set timings
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Captioning an Office Mix Video

6. YouTube begins synchronizing the captions with the video. After a few moments, click the
English (setting timings...) button.

O canos Subtitles/CC =

Add new subtitles or CC ~

PUBLISHED

@ English (Automatic)

MY DRAFTS

(4

@ English (setting timings...) @

7. The Transcribe and set timings screen appears. Fine-tune the caption timings so that they
appear only when there is corresponding audio. Locate the caption boxes under the video. Play
the video and click a caption box to modify the length of time it appears onscreen. A smaller
box appears for a shorter period of time and a wider box appears for a longer period of time.

0:08.1 TTIT OTEW T ST aTTow.

0:08.1 Circling my dialog box

0:12.0 This is slide one.
0:12.0 slide three; poin ' » o 001/027
0:15.0 Use the sliders to
adjust the captions’
N . synchronization I po 3 Slide two; Circling my dialog box.
o150 igg;_:gitl?éfttﬁ y underlining % I'm drawing an arrow.
0:211 ’

n211 Slide five circlinn the weheite

8. Click Save changes.

earch
/' Info & Settings /" Enhancements d  hudio BB End screen & Annotations O caus BB subtitles/cC =
Transcribe and set timings; English All changes saved in Drafts Delete draft
FETR < Keyboard shortcuts | Help
Type subtitle here then press Enter . - —
. Overview Office Mix Captioning

9. The video is captioned.
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Captioning an Office Mix Video

Tips on Formatting Captions

e Break a caption line at a logical point where speech normally pauses.

e Do not break a prepositional phrase.

e Do not break a line after a conjunction.

e A caption line should end at a period or a comma.

e Do not start a new sentence on the same line.

e Captioning numbers:
o Spell out numbers from one to ten. Use numerals for numbers over ten
o Spell out any number that begins a sentence

o Numerals with four digits can have a comma or not (whichever option you choose, be
consistent)

o Numerals with five or more digits require a comma

For additional information, visit Described and Captioned Media Program’s Captioning Key
[http://www.captioningkey.org/about_c.html].
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Captioning an Office Mix Video

Phase lll: Downloading and Converting the Caption File

Office Mix accepts a special type of caption file called a .ttml file. A .ttml file contains all of the caption
timings. In this phase, you’ll download YouTube’s .srt caption file and convert it to a .ttml file.

How to Download YouTube’s Caption File

1. Signinto youtube.com. Click your account icon and open Creator Studio.

r Q2

tions

— Durham Technical Community Co...

4
V
‘ Creator Studio
4 - = 5 -
&
M. ichoos Toch Inctrintinnal T

2. Locate the desired video. Click the drop-down arrow next to Edit and select Subtitles/CC.

You Search

CREATOR STUDIO
VIEW CHANNEL

BE DASHBOARD
s

VIDEOS
KB pEO MANAGER v

Overview Office Mix Captioning
0O M0 40 %0
| T v -
((#)) LIVE STREAMING = Edit

-

Info & Settings

-, COMMUNITY v
End screen & Annotations
Cards

© e ’ s Do
Promote

thl AnawTIcs v

3. Click English (or the language by which the video was captioned).

/’ Info & Settings /' Enhancements J Audio M End screen & Annotations 0 Cards Subtitles/CC -

Manage subtitles and closed captions

Add new subtitles or CC v

PUBLISHED

@ English (Automatic)

@ English

OfficeMix Demo U]
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Captioning an Office Mix Video

4. The View published subtitles and CC: English appears. Click Actions and select .srt.
You Il Search

/' Info & Settings /" Enhancements 4 audio M8 End sc

View published subtitles and CC: English
Subtitles/CC source: Amy M.

Actions *

Rename l
Delete

Download
Original format
it

.51t

.sb\.rQj

5. The file downloads to your computer’s Downloads folder [http://bit.ly/2vnim3p]. We
recommend moving the file [http://bit.ly/2uHnMUF] from your Downloads folder to your Mix’s

video folder and renaming the file [http://bit.ly/2vOFr14] with a descriptive name.
I & = | Transcript

Home Share

View
=1 & cut B x EII [ New item - ‘; “open - FHsetectan
= w-| Copy path « -T_:] Easy access = T Edit Select none
Pin to Quick Copy Paste Maove Copy Delete Rename New Properties
acc d Paste shortcut tow tow - folder - &£ History DE‘ Invert selection
Clipboard Organize Mew Open Select
« v > ThisPC » Documents » My Office Mixes > Transcript
Mame Date modified Type Size
7+ Quick access .
| transcript-MixDemd| 8/9/2017 1:26 PM SRT File 1KB
[ Desktop * - - - :
|=] transcript-MixDemo 8/9/2 Text Document TKE
; Downloads *
| Documents #+
=/ Pictures *
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Captioning an Office Mix Video

How to Convert an .srt Caption File into a .ttml Caption File

1. Visit Rev Caption Converter [rev.com/captionconverter] and click the Select .srt files button.
e

R Rev.com - Caption Conv: X

&« C | & Secure | httpsy//www.rev.com/captionconverter ¥

Rev Caption Converter

Convert caption file formats - for free!

1. Select Caption Files

You can se[e{pmmc-pxe files

2. Anew screen appears. Click the Choose files button.

Choose fles

My Computer

Dropbox

Lok |

o=

ey

3. You computer’s File Manager appears. Locate the video’s .srt caption file. Click Open.

Choose files

] My Computer

$3 Dropbox
A | > ThisPC > Documents » My Office Mixes > Transcript v @ | Search Transcript »
box Bo Organize v New folder = m @
3 This PC * Name Date modified Type Size
[ Desktop ] transcript-MixDemo Iy 126PM SR File 18

%11AM  Text Document 1kB

= Documents 5] transcript-MiDemo

& Downloads
D Music
=] Pictures
|8 Videos
i Local Disk (C)
File name: | transcript-MixDemo v | | AllFiles v
Open Cancel
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Captioning an Office Mix Video

4. The .srt file appears on the Rev Caption Converter page. Click Upload.

Upload 1

5. Under Select Output Formats, place a check next to Timed Text (.ttml). Under Convert Caption
Files, type your email address and click Convert.

Rev Caption Converter

Convert caption file formats - for free!

3. Convert Caption Files!

Scenarist (:scc) Enter your email to receive the
transcript MixDemosrt  x i T

MacCaption (mcc)
| Timed Text (ttmi) my-email-address@durhamte

) Quicktime Timed Text (.qt.txt)

Vou can select multiple files
Transcript (:txt)

WebVTT (vtt)

DFXP (.dfxp) share your infc

6. Check your email for a message from system@rev.com. Open the email. It should contain a
zipped file attachment. If using Outlook, click the zip file’s down arrow and select Open.

P | Current Mailbox - 5 Reply 2 Reply All £} Forward
Date ™ Mewest & Wed 8/9/2017 4:00 PM
S}’Ste m@rev.com

] [Possibly SPAM] Your converted caption files
2:01 PM

o Click here to download pictures. To help protect your privacy, Outlook prevent

S I ConvertedFiles.zip .
1KB
b Preview
ns 956 AM
Open
] = . .
fi = Quick Print
9:55 AM l._,". Save As

_”a Save All Attachments...

014 AM X Remove Attachment
' s for using Rev to convert your .srt filg

By Copy
2 Lopy message.

Elp Select All

Page 18 of 21



Captioning an Office Mix Video

7. Your email client may ask if you wish to Open or Save the file. Select Open.
Bl

Opening Mail Attachment bt

0 You should only open attachments from a trustworthy source.

Attachment: ConvertedFiles.zip from Inbox -
netzela@durhamtech.edu - Cutlook

Would you like to open the file or save it to your computer?

| Open !}y‘J | Save Cancel

Always ask before opening this type of file

fo
T

tn thic moccano

8. The .ttml caption file appears. We recommend moving the file [http://bit.ly/2uHnMUF] from
this location to your Mix’s video folder.

| |ﬂ = | Transcript
Home Share View

= = 4 cut = x @ B New item + @ [3] open = FHselectan
W Copy path * ﬂEasy access v Edit Select none
ck Copy Paste _ Maove Copy Delete Rename Mew Properties
E Paste shortcut tow to- - folder - £ History DDIn\rertselect\on
Clipboard Organize Mew Open Select
« v » ThisPC » Documents » My Office Mixes » Transcript
~
Mame Date modified Type Size
7 Quick access .
_| transeript-MixDemo g SRT File TKE
[ Desktop o = -
| | transeript-MixDema.ttml I,\\g 8 TTML File 2KB
Download = . .
* ewnioads * |Z] transcript-MixDeme 8 Text Document 1KB
| Documents b g
&= Pictures *
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Captioning an Office Mix Video

Phase IV: Uploading a Caption File to Office Mix

1. Sign in to officemix.com, and locate the mix you wish to caption. Click Details.

ixes x

Secure | https://mix.office.com/MyMixes/Uploaded?page=1

M Oﬂ:|ce M!)g Gallery My Mixes

Watched Mixes

Uploaded Mixes B Office Mix Captioning Demo 8/8/2017 &

of

Created 1 day age | Duration 0:00:227 & 0

Il Anatytics  §7 Discussion L presentation - Video Il pelete

2. A new screen appears. Click Upload TTML file. Your computer’s File Manager appears. Locate
the Mix’s .ttml file and click Open.

i Office Mix

Office Mix Captioning Demo 8/8/2017

@ Open X
* Title < © 4 ||+ TisPC 5 Documents > My Office Mixes » Transcript v ® | Search Transcript »
Organize New folder i |
offig " ) e
I This PC A Name Date modified Type Size
Des| I Desktop [ transcript-MixDemo.ttml 8/9/2017404PM  TTML File 2k8
[£ Documents emo
4 Downloads
here: Amy
B Music
&= Pictures
B videos
*Cat€ i LocalDisk(c) |,
Othl File name: transcript-MixDemottmi \ | [TTML File it v
\ W 0j8y
Perrmssrorrer sTrarmy N - )8y

__—

Office M
learn more.

Limited & orts closed captioning. Visit our Knowledge Base to

Anyone with a link must sign-in to view. More Info

Let others modify and share under Creative Commons L pownload Videofl T Upload TTML File

¥ Allow comments.

Email Share Embed
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Captioning an Office Mix Video

3. Your mix is captioned. To check the captions, click the Mix’s play button.

|

L
Oﬁlic emno

/.
The préser. herg: Amy

’ https://mix.office.com/watch/1qa137vjs0j8y

Closed Captioning

Office Mix supports closed captioning. Visit our Knowledge Base to
learn more.

L pownload Video I Upload TTML File

The closed caption file has been successfully uploaded!

4. A new screen appears. Click the CC button to toggle the captions on and off.

Wednesday

Click the CC button
to toggle the
captions on and off

P & = [ et
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