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Creating Captions with YouTube

This guide will walk you through how to create and edit captions with YouTube, as well
as some basic information about captions and transcripts.

Why Caption?

Captioning isn’t just for students who are deaf and/or hard of hearing. It helps students
who don't speak English as their first language, those who may need to watch videos
with the sound muted, and those who learn best by seeing and hearing the material. It
also helps viewers learn new vocabulary. If a student doesn’t have a good internet
connection, a transcript is very useful. Content in multiple mediums helps everyone
learn better; it's a principle of Universal Design for Learning. In a 2016 study by the
Oregon State University Ecampus Research Unit, most students report using closed
captions for maintaining focus, comprehension, and retention. Transcripts are often used
as study aids.

Legally, multi-media needs to be accessible.

Updated: 8/23/2021 Page 1] 19


https://ecampus.oregonstate.edu/research/projects/3playmedia-student-research-study/

Contents

Creating Captions With YOUTUDE .....oiiiiiii i e e 1
L4 212 =T o) o o 17 PP 1
@0 ) /=] o | P 2
(@r=] o1 u [0 1 T I I = o 0 1P 3
YOUTUDE @NA ACCUIACY 1ttt ittt sttt et et et e et s et s e e e saa e e s e st e ean e s et e saneesaneesaneaanes 3
C =l T I = (=T PP 3
RV 4 o 1o T 1 = PP 4

I =1 1= ol 1 o 4
L= o)1 o i T | 4
(€] o Yoo | LT ANl ] U] o | S P 4
Sign into YouTube and set up a YouTube Channel........ccooiiiiiiiiiiiiii i 4
Privacy and Community GUIEIINES ...ttt i i e a e e as 5
@(o ] 0 o[« | 5
YouTube Account VerifiCation .....cuiieeiii i e e raneenas 6
(6] 0] o F=T BNV Zo 18 | sV T [T o T 6
YouTube Privacy Settings .oociiiiiiii i s 10
Add Automatic Captions/Subtitles......ccviiiii 11
Disable automatic CaptioNs ....cviiriiii 13
(@) o 1= o] o1 o o 1= PP 13
Using automatic captions to create a transCript .....covviiiiiiiiiiii i s 14

RV A= A Lo 18 1 gl or=1 o 1 o] o 1= 17
Interactive TranSCriPES cori i e e a e aaans 18
Use your captions created with YouTube elsewhere (optional)........ccocevviiiiiiiiiinnnns 19
Create a Playlist (Optional) ..uviviiiiiiiii i i e e e e 19

2|19



COLORADO MESA

VERSITY

Captioning Terms

e Subtitles are transcript files with time codes (aka a time-stamped transcript).
These tell the computer when to display the text on the screen. Technically,
YouTube creates subtitles.

e Transcripts are just text - where all spoken words from the audio are presented
textually. An audio-only clip will only have a transcript or a time-stamped
transcript.

e True Captions display all sounds from the audio (spoken words, background
noises/music, etc.) in text form synced to display with the video and have
standards for sizing, color, etc. Captions are typically professionally produced.

e Video Description (aka Audio Description) is used in order provide access for
users who are visually impaired. This is where all meaningful content that is
provided visually (which is not also provided in the dialog) is described. Think of
video description like a screenplay.

YouTube and Accuracy

You may wonder, "Why not just use the Automatic Captions in YouTube?” YouTube’s
Automatic Captions create a somewhat accurate time-based transcript. It used to be
very inaccurate; however, it's been improving greatly. With clear, moderately spaced
speakers, automatic captions may give you about 80% accuracy, but right now they
provide no punctuation. The meaning needs to be the clear for all users. To be
accessible, everyone should have equal access to your communication, and you’ll want
to make sure your students have an accurate account of what you're saying. It doesn’t
look good on your part to have lots of errors, especially on new vocabulary!

YouTube Help offers up-to-date, step-by-step guidance on how to Add your own
subtitles & closed captions.

Getting Started

These directions assume you have the following items:

1. Video file you would like to caption

2. Transcript that matches the audio in the video (optional)
3. Google account

4. Text editor
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Video File

In order to upload a video to YouTube, you’ll need to have a video in one of these
supported formats.

The video file also needs to be no longer than 15 minutes (and no larger than 2 GB.) If
you have a verified YouTube account, you will be allowed to upload longer videos.
However, it’s really best to break up longer lectures into smaller segments.

If you must upload videos longer than 15 minutes, YouTube provides directions for
Computer, Android, and iPhone & iPad.

Transcript

This guide will walk you through the steps for using an existing transcript and creating a
transcript using YouTube.

Transcript files need to be in .txt format to work with YouTube. If you have the text in
another document format, you’ll just need to convert/save it to plain text.

Caption File

If you happen to already have a caption file (time-stamped transcript), you can upload it
to YouTube as well.

Supported YouTube subtitle and caption file formats

Google Account

If you don’t have a Google account, navigate to Google Accounts
https://myaccount.google.com/ and choose Create an Account.

Sign into YouTube and set up a YouTube Channel

Note: Due to recent changes with how Google allows its applications to work (or not
work) in other browsers, Chrome may provide a better experience when working with
your YouTube channel.

1. Go to YouTube: http://www.youtube.com/
2. Click on the Sign In button - it will be on the upper right corner.
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3. Use your Google account credentials to Sign In.

Google

4. Set up your Channel on YouTube. (Check out the directions on creating a new
channel. Option: If you wish to use a business or other name, check out options
for Brand Accounts.)

YouTube offers additional guidance on signing up managing your account and channels

Privacy and Community Guidelines

Depending on your personal privacy preferences, you’ll want to check out Google’s
protecting your identity information.

Please be aware that identity/privacy features may be updated from time to time, so pay
attention to any updates in the same way you would for any other social media.

You may have seen stories in the news about issues with censorship in how YouTube
applies how it holds content creators to allegedly vague and/or unevenly applied
Community Guidelines. Keep this in mind when posting content. For example,
YouTube has in the past blocked or age-restricted what is seemingly clear fair use of
copyrighted material for education purposes, as well as educational material about
controversial figures and topics. All content creators should become familiar with the
Community Guidelines.

Copyright

YouTube provides helpful information on copyright, fair use and creative commons,
including protecting your own copyrighted content.

Remember that you can only post video that you have the rights to post. YouTube
explains what’s going on if you’ve ever had a video removed with a Takedown Notice or
an automatic Content ID Match.

5]19


http://www.youtube.com/create_channel
https://support.google.com/youtube/answer/1646861
https://support.google.com/youtube/answer/1646861
https://support.google.com/youtube/topic/3024173?hl=en&ref_topic=3024169
https://support.google.com/youtube/answer/2801895?hl=en
https://www.youtube.com/yt/about/policies/#community-guidelines
https://www.youtube.com/yt/about/copyright/#support-and-troubleshooting
https://support.google.com/youtube/answer/7002106?hl=en
https://support.google.com/youtube/answer/7002106?hl=en

YouTube Account Verification

To verify your YouTube account, go to: https://www.youtube.com/verify. Or, you can
navigate to the Status and features area in your Channel settings. Verifying your
account allows you to upload videos longer than 15 minutes if needed. The maximum
file size is 128GB.

Upload your video

1. Click on the Add Video (webcam) icon and choose the Upload video option at the
top right of the screen.

O = 0 G
om Upload video N

(ts)) Golive
- m
Alternately, if you are already in your channel, click Create (webcam) icon and
choose the Upload videos option at the top right of the screen.

“ EXN CREATE

‘l‘ Upload videos

([-J} Go live

2. Select Files to upload. (You have the option browse your computer for the file or
drag and drop the file.)

Uplead videos | ox

|=

3. Once you've uploaded your video, YouTube needs some time to process the video.
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4. Add a Title and Audience (required) and any optional details such as applicable
Description, Thumbnail selection, Playlist selection, etc. Click on Show More to
access additional options such as Tags.

April 2021 OTE Intro default sawdasoat A X
Detsis Viden eleme Checks
o] L]
Details
EP—

April 2021 OTE lrrirg defauie

b 33RO D

April 2 - OTE g, cefauit mpd

1) Yees, it's made for kids

() Mo, its not made for kids

w Ape restriction (advanced)

+ @ @ Creszoomoms o isma fn EI
5. Click the Next button once you’re finished.
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6. In the Video elements dialog, you have the opportunity to Add subtitles, end
screen, and cards. If you already have a transcript, caption file or wish to type
your own captions, click ADD to Add subtitles. (If you want to use or start with
YouTube’s automatic captions, click NEXT instead.)

April 2021 OTE Intro default swvedasdatt A X
Detadls Video slements Checks it
&————0 L
Video elements
Use cards and an end streen 1o show viewers related videos, websites, and calls 1o action. Learr L
€ M @ chctscomioe noresn fcns o [

7. By default, your language will most likely be English; you may click Edit video
language if you need to change this.

E2 English (United States)

&+  upl ! @
, @
= Iy @

fea i3 set o English (Unkted States). Cdit

8. Then, select how you want to add captions yourself:

o Upload file (with timing or without timing) A subtitle or closed caption file
contains the text of what is said in the video. It also contains time codes for
when each line of text should be displayed. Some files also include position
and style info, which is especially useful for deaf or hard of hearing viewers.

o Auto-sync Type or paste in a full transcript of the video and subtitle timings
will be set automatically.

o Type manually Create subtitles and closed captions by typing them in as

you watch the video.
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9. If you skipped creating your own captions, you’ll advance to Checks. Click NEXT.

April 2021 OTE Intro default savedasdraft X
Details Video elements Checks Visibility
9 o o
Checks

We'll check your video for issues that may restrict its visibility and then you will have the
opportunity to fix issues before publishing your video. Learn more
Copyright

No issues found

Remember: These check results aren't final. Issues may come up in the future that
impact your video. Learn more

Send feedback

1 m o Checks complete. No issues found BACK m

10. In Visibility, choose when to publish and who can see your video. Click

Save once you've made your selections. (Refer to the following Privacy section for
more details.)

April 2021 OTE Intro default Savedasdait X
Details video elements Checks visibility
L @ O

visibility

Chase when to publish and wha can see your video

(® Save or publish

Mzke your video public, unlisted, or private
() Private

L\\) Only you and peaple you choose can watch your video
(®) unlisted

Anyone with the video link can watch your video

April 2021 OTE Intro default

Videa link 0

https:/youtu be/eauSW7nbATI

(O) schedule

Select a date to make your video public

Before you publish, check the following:

+* m a Chacks complate. No issues found BACK m
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11. Once the video is published, you have the opportunity to Share a link if you

wish or just click Close.

Video published

Share a link

WhatsApp  Facebook Twitter Email FEte

Video link %

https://youtu.be/eauSW7nbATI

000s¢€

reddit

D

CLOSE

YouTube Privacy Settings

Videos are private until you publish them.

Your choices are: Public, Unlisted, Private, or Scheduled. (You are able to adjust these
settings as you wish later in the Video Manager, too.)

e Public: Anyone anywhere with web access can see your video.

e Unlisted: Only people with the link to your video can see it. They don’t need to
have a Google account to access it, just the link. Unlisted videos won't show up in
searches or on your channel page. However, people who you’ve shared the link
with can share it with others, so it may become more public than you intended.

e Private: Only people you specifically add can view your video. These people must
have a Google account in order to view your view, and you’ll need to add them to
the Share video privately area once you’ve chosen to post your video as Private.

Share video privately

You can invite others to view your private videa by entering in their e
Invitees must sign in to their Google Account to view your private video.

mail addresses below.

nvitees

s

Notify via email

CANCEL DONE

e Scheduled: You may use this option to schedule a private video to go public at a
specific time. (For more details, check out YouTube’s directions on scheduling

video publish time.)
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YouTube offers more information on Video Privacy Settings.

For instructional videos, we suggest choosing the Unlisted setting unless you want
others to have access to your lecture.

Think about others’ privacy, too! If anyone appears in the video besides you, be sure
that you have permission from those shown to post the material.

Add Automatic Captions/Subtitles

1. Once your video is in your channel, click on the Subtitles icon.
= ustudiu Search across your channe @ CREATE 8

3 Channel content

Uploads Live
=X Visibility Restrictions Date J Views Col|
@ | April 2021 OTE Intro default @ unlisted Made for kids Aug 20, 2021 0
dd description Uploaded
o

™

2. In Channel subtitles, find your video, click on the link under Languages to
expand it, and then select the English (Automatic) option.

3 Channel subtitles
.-
=5 All Drafts Published
I'—, Video Languages Modified on Title & description Subtitles
o m April 2021 OTE Intro default o 2 A Aug 20, 2021 - -
E English (Automatic) o I"Utlllshed DUPLICATE AND EDIT
Automatic
= Published
English (United States) (video | : ADD
nglish (United States) (video a%uagE] by Creator
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3. Use the editor to review your automatic captions and adjust as needed. By default,
you're in the Edit as Text option. Click the Edit Timings option if you find that
format easier to edit.

\ EDIT TIMINGS
I

hello and welcome to online teaching essentials i'm liz parquet

B3 English

and i will be your facilitator for this ote session 'm excited to
join you over the next three weeks as we learn tools and
strategies that will assist you as you begin or continue :
| B it 4
this ote session i'm excited to join you over the
next three

-
> H @ H) 008/047

teaching an online or hybrid course here at cmu if you have
any questions during or after ote please feel free to contact
me or one of our instructional designers at distance education
this course will go quickly but i'm confident that you'll have

time to get to know each other d2I and a few online teaching
and learning strategies if you encounter something during this Enter subtitles faster with keyboard shortcuts.
course or in conversation with each other about your courses

that you'd like to try let us know we can assist you with [ Pause while typing

08:03 K~ UNDO ~ REDO Q —eo - Q@
06:00 08:00 10:10
-] this ote session i'm excited to join you over the next three weeks as we learn tools and strategies

You’ll notice that there is no punctuation or capitalization. You can add proper
punctuation and capitalization and correct meaningful spelling/wording errors.

Note: If there are meaningful sound effects or non-dialog sounds that you want to be
sure someone who is unable to hear the audio has access to, you can include these in
the text, too, with brackets around them. Examples:

e [Sneezes]
e [Door slams]
e [Explosion]

You can Save Draft if you need to finish editing later. Once your edits are complete,
remember to click the Publish button. When you save the draft or publish the edits, this
creates a new English subtitles file.
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Disable automatic captions

If you do not want the automatic option to pop up for viewers, you may Unpublish or
Delete it in the View subtitles area by clicking on the 3-dot menu beside the
Published Automatic track and then selecting the Unpublish or Delete option from the
dropdown menu.

Video subtitles

Language Modified on Title & description Subtitles
English Aug 23,2021 ADD Efaffnm EDIT  PUBLISH
y Cre
English (Automatic) Aug 20, 2021 ﬁ Unpublish p
[ ¥ Download =
English (United States) (video language) Aug 20,2021 TUEI‘I:P::? i‘ Delete

Other options

You may want to skip the automatic captions option if you have a text transcript, or a
captions file already. If you have a brief video and are used to the editor, you may
prefer typing your own captions.

1. Click the ADD button by the English option (not the automatic option).

Video subtitles

Language Modified on Title & description Subtitles

English (Automatic) Aug 20, 2021 Published 1\ o1 |G ATE AND EDIT
\ Automatic

English (United States) (video language) Aug 20,2021 Fublished ADD

by Creator

2. In Select a how you want to add captions, you’ll have three choices: Upload a
file, Auto-sync, or Type manually.

B English (United States)

Select how you want to add captions

Q 4 Uploadfile

@

e 4+, Auto-sync @
e B Typemanually @
Auto-tra & @
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a. Upload a file: Use this option if you already have a caption file. Check out
YouTube Help’s Supported subtitle and closed caption files page. You’'ll need
to select With timing or Without timing.

Sekéct subtitle file type

@ witntming
(O without timing

CANCEL CONTINUE

Then, select the file you wish to upload from your device. Depending on the
length of the video, it will take a few minutes for the captions to process.
Once they are available, you’ll want to disable automatic captions.

b. Auto-sync: This option allows you to type or paste a full transcript of the
video and YouTube will create the subtitle timings automatically.

B English (United States)

c. Type manually: This option allows you to type or edit your subtitles/CC as
in YouTube as you watch the video.

B2 English (United States)

+ CAPTION EDIT ASTEXT 3

I
00:00

[ ]
01:14

Using automatic captions to create a transcript
You may use this option as soon as YouTube provides automatic captions for your video.

1. Click Edit on the English automatic transcripts track.
2. Review the time-stamped transcript for your video. You’ll probably notice some
errors right away. You have two options to edit the transcript. 1) You can click on
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the text and/or time stamps to edit them directly in YouTube. Or, 2) you can
download a copy of the time-stamped transcript and use a text editor to fix the

transcript.

e Take a look at the errors. If they are minimal, such as no punctuation or a
few spelling mistakes, it's probably easiest to edit directly in YouTube. If the
timing is off and there is lots of incorrect text, it's probably best to edit in

another program.

e If there are no Automatic Captions, possible problems may be: the video is
too long, the file is too large, the sound quality is too poor, there is a long
silence at the start of the video, or the audio may be jumbled due to too
many speakers with overlapping dialog.

3. Text: If you only want text (transcript.txt file), use the Options (3-dot menu)
beside Edit Timings to select Download subtitles.

B English

hello al%d welcome to online teaching essentials 'm liz parquet ar
i will be your facilitator for this ote session im excited to join you
over the next three weeks as we learn tools and strategies that wi

EDITTI Download subtitles

Clear text

Upload file

Timestamped: If you want text with time-stamps (captions.sbv file), use the
Options (3-dot menu) beside Edit Timings to select Download subtitles.

B3 English
<+ CAPTION L}

hello and welcome to online teaching
essentials

i'm liz parquet and i will be your facilitator for

this ote session i'm excited to join you over the
next three weeks as we learn tools and
strategies

EDITAST Download subtitles

Clear subtitles
01:0!

Upload file
06:0t—

06:06

12:01

I 1
!

4. Save the file or choose which program to use to open the file. (By default, the file
will be named transcript.txt or captions.sbv.) Note: For most browsers, the file
download will go to the Downloads folder by default.

5. Open the transcript.txt or captions.sbv file with Notepad.
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6. Edit your time-stamped transcript in Notepad.
7

File Edit Format View Help
©:00:00.030,0:00:04.770

hi I'm Liz Burkett I serve as a next
generation learning specialist with our

©:08:04.770,0:00:09.870
distance education team I'm here to help
you with your online hybrid and web

Note: If you have Notepad++ on your computer, you can use it instead of Notepad. You
can edit your transcript directly in Notepad++ and save it as a .srt file. (Notepad only
allows you to save as a .txt file.)

7. If you prefer editing your transcript in Word: select all (CTRL+A) and copy
(CTRL+C) all of the text from Notepad.

8. Open a new Word document

9. Paste (CTRL+V) the transcript into Word.

10. Edit the transcript.

Note: A quick way to fix proper names, course specific vocabulary or other common
errors in Word is to use the Find and Replace feature (CTRL+F).

? X

Find and Replace

Find Replace GoTo

Find what: intro o

Replace with:

M Repl Replace All Cancel
11. Save your transcript as a plain text file (.txt), or .sbv file if you want to keep

the timestamps.

Note: If the time stamps make the editing process difficult, you may delete them and
work with just the text of the transcript. YouTube is able to create time stamps with

your transcript once you upload it back to YouTube. Also, if you plan on posting the
transcript in D2L or Panopto at some point, go ahead and save an accessible PDF copy of
the transcript you edited in Word, too.
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Add your caption file or transcript
1. Navigate to your video in the Video Manager.

2. Click Edit on the English automatic transcripts track.

3. In Select how you want to add captions, choose Upload a file.

4. Choose With timing for captions.sbv file or Without timing for transcript.txt
file.

5. Browse for your file.

6. Once the timings are set, you'll be able to view the scrolling transcript and the CC.

7. You may make changes as needed.

8. Once you are happy with your captions, be sure they are saved and click Publish.

9. YouTube will let you know that the Subtitles have been published. Once subtitles

have been published, you’ll need to return to the editor to make any changes.

- Channel subtitles

Video subtitles

Language Modified on Title & descri ption \

English Aug 23,2021 ADD P“b"f:[‘d EDIT

View your captions

Depending on the length of the video, it may take a few minutes for the transcript to
sync with the video. Once the transcript syncs, an English (or other language) track will
be added.

Now, when you go to the video, you should be able to see captions!

for this OTE session. I'm excited to join you
over the next three weeks as we learn tools

Il » o) oo09/04s

If you don’t see captions, click on the CC button and make sure that the English captions
are on. (The English automatic captions track is the track automatically created by
YouTube. These will be your only two options unless you've uploaded additional tracks,
such as another language translation.)

English ™

Click = for settings |
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If you still don’t see captions, you may need to check your YouTube Playback settings
under Account Settings. In the Captions area, check the box for Always show captions
and click Save.

SETTINGS
Playback and performance
Account A . . .
Control your video viewing experience
Notifications Playback settings apply to this browser only

Playback and performance

Privacy
Annotations and in-video notifications

Connected accounts Show annotations and in-video notifications @
Watchon TV Captions
- Always show captions/
Billing & payments
Show automatic captions by speech recognition (when available)
Advanced settings m

Note: Viewers will still have the option to toggle captions on or off while viewing. This
just displays captions automatically when the video starts.

Interactive Transcripts

In addition to captioning, YouTube also offers an interactive transcript feature.
Viewers may view the transcript by clicking on the 3-dot menu and then selecting
Open Transcript. This menu is located below the video along with the other interactive
options where viewers can Like, Share, Save, etc. You have the option to view the
automatic transcript (if you didn’t unpublish it) or the English transcript (the one you've
just created.)

R Report

ng 0 CJo 2 SHARE@—+°

ANALYTICS EDIT\h_ =J

=] Open transcript
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Viewers can view the captions and transcript at the same time, just captions, or just the
transcript. Viewers can also click on a line of text in the interactive transcript and the
video will jump to that section of the video.

Transcript X

— MEHTL!

for this OTE session. I'm excited to join you | Englich
. over the next three weeks as we learn tools

Note: The interactive transcript feature only works when the video is played within the
YouTube player. It will not be visible if the video is embedded (i.e., embedded in D2L) or
if you are using the captions you created with YouTube elsewhere (e.g., VoiceThread,
Panopto, etc.). Panopto has its own version of an interactive transcript.

For more information on the Impact of Closed Captioning and Interactive Transcripts,
check out the research by the University of South Florida, St Petersburg.

Use your captions created with YouTube elsewhere (optional)

Maybe you don’t want to share your videos with students as YouTube videos. You still
have the option to use the captions you’'ve created in other programs that use a .srt file
format. The .srt file doesn’t need YouTube to play, but you do need to have the .srt file
named the same as the video file to play properly in most instances.

If your program requires another file format, you'll need to use a conversion tool. One
such free conversion tool is 3Play Media’s Captions Format Converter, which converts
.srt and/or .sbv file formats (outputs from YouTube) to other captioning formats.

You can also download a text transcript (.txt) from YouTube.

Create a Playlist (optional)

If you have multiple videos, you may want to create a Playlist. This allows you to group
videos together.

e YouTube Help’s Create & manage playlists
e YouTube Creators Academy provides lessons, including one on Playlists
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