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Instructions for Uploading Captions to YouTube

Recommendation: Use a prepared script when developing a video. Use the script as a
transcript for captions.

Usi

ng a Prepared Script (Recommended) or Typing Transcripts in YouTube.

1. Loginto your YouTube account.
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2. Click on your account icon in the upper right corner.
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3. Click on “Creator Studio.”
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4. There you will see a list of videos on your dashboard.
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5. To the right of the video you will see an “Edit” button;
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click the down arrow next to it;
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6. Click “Add new subtitles or CC.”
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7. Select video language — English.

Search

2 YouTube

CREATOR STUDIO /' infossetings /7 Enhancements d sudio  WE Endscreen & Annatations

DASHBOARD

Manage subtitles and closed captions
= VIDEO MANAGER

= testvideo
Playlists
Instructions for Uploading Captions to YouTube
() LIVE STREAMING v
Log in 1o YouTube account
Go to "My Channel”
COMMUNITY v

Click on “Video Manager”
Look for video in the list

e CHANMNEL v Undermeath the video you will see an “EAI” bunion, Chck the Gown amow next 1o
#.and a drop down menu will appear-cick *Subtities and CC”

Select video language-English

il Anacrmies v Click “add sublties of CC”

6
7
8. Clck Transcribe and auto-sync”
a9

Copy and pasie ranscript into the text box
10.Clek “sé timinas™

? TRANSLATIONS & -
A" TRANSCRIPTIONS

0:00/0:07

M creaTE v

Page 3 of 10

=

Q

O cas

B3 subtitles/cC -

Add new subtitles or CC ~

English

Search 187 other languages

Community contributions: Off Turn on
Video language: English Change language

Q,

=

O cans

3 subtitles/cC hal

Add new subtitles or GC ~

English

Search 187 other languages

Community contributions: Off Turn on
Video language: English Change language



8. Click “Transcribe and auto-sync.”
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a. If you do not have a script prepared beforehand, type in captions manually in
the text box or see page 8 of this document with additional instructions.

b. If you do have a script, see step 9, and move onto next step.

9. Copy and paste transcript into the text box.
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10. Click “Set timings.”

&3 YouTube
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11. Wait for it to sync.
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Instructions for Uploading Captions to YouTube
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Select video language-English
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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.

Sample captions. Sample captions. Sample captions)
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12. Refresh the page and the text you uploaded will appear under “MY DRAFTS”
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13. Click on the box under “MY DRAFTS.”
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14. Then listen through to make sure the timing and captions are correct; you can change
time stamps if needed. If you’re satisfied with the sync, then click on the blue “Save

Changes” button in the upper right corner.

Transcribe and set timings: English
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Looking for a faster way to enter subtitles? Try the Transcribe
and set timings option,
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15. The captions will publish by clicking on the “Save Changes” button.

Q L [a

ds BB subtitles/CC “

+" Subtitles published.

Add new subtitles or CC

PUBLISHED

@ English (Automatic)

@ English
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Captioning YouTube videos without a script.

1. Upload the video into your YouTube channel. Wait several moments to allow YouTube
to create its own captions for the video and then click on Edit Video.

23 YouTube Search Q + m o Q

This video is still being processed. Video quality may improve once processing is complete.

AutoCaptions
Unlisted
No vie!
|
m ’.‘:?I%.Lj—i.v“.f 1,2017 EDIVIDED
Category Howto & Style
License Standard YouTube License

2. Click on Subtitles/CC. If asked which language to use, select English and then click on
English (Automatic). If you are asked about overwriting existing subtitles, click the
Overwrite button.
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3. Click on Edit. If asked about overwriting existing subtitles, click the Overwrite button.
Review the automatic captions for accuracy. Remember, spelling, punctuation, context
cues and timing are all important. Get as close to 98% accuracy as possible.

23 YouTube

I»
=]

CREATOR STUDIO Z wausmngs /7 Ennancemens & soms B Endscreen & Amonavons

View published subtitles and CC: English (Automatic)

Overwrite existing subtities?

A. If the corrections are minimal or easy to fix, you may want to correct them directly in
the caption area.

Actions ¥

Keyboard shortcuts

Help

Type subtitle here then press Enter

In Access, [.'ou can design a query to
compute statistics on one or more fields.

To uple let's create a query.io
display the average minimum and
maximum

0:15.6 GPA of all students I'll click create a
0:25.3 quick query design I'll add the students
0:25.3 table to the query and then what I'll do
0:33.7 is I'll add the GPA field to the query

> 1 o) 005/333

0:33.7 three times so I'll double click once
0:43.0 twice three times when | then I'm going

In Access, you can design a query to for examj
0:43.0 to do is click on the totals button in compute statistics on one or more fields. display th
0:48.4 the sort of upper right portion of the

|Z Pause video while typing
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B. If the corrections are more complex, you may want to create a . TXT file of the
captions to edit and upload to replace the automatic captions. From the Actions drop-
down menu, Select Download. This will create a .SBV file that can be opened using
Notepad or WordPad. Save that .TXT file on your hard drive for editing and then
upload to be synced.

/‘ Info & Settings /‘ Enhancements J- Audio B8 End screen & Annotations o Cards B3 subtitles/cC -
Transcribe and set timings: English Allchanges saved inDrafts  Deletedraft | [CEURmeurres
Actions =

Keyboard shortcuts | Help

Auto-generate | then press Enter
Upload & file +

Download

258 you can design a query to
ute statistics on one or more fields.

0:10.2 for example let's create a query to
0:15.6 display the average minimum and
maximum

File pdme: captions

“ Hide Folders

See steps 9 through step 15 on pages 4 through page 7 for information regarding uploading
and synching edited or new captions.
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