Adding, Editing, and Downloading Captions in Microsoft Stream

You can add captions to your Microsoft Teams or Zoo, videos via Microsoft Stream. Make sure the video you are trying
to work with was recorded by you, shared with you or saved in your OneDrive account. You can also upload individual
videos to Stream.

Generating, Replacing and Uploading Captions

Note: You will not be allowed to upload a caption file if you have selected to autogenerate captions. Also, you will not be
allowed to autogenerate captions if you have already uploaded a caption file. When uploading a caption file, Stream
only supports WebVTT (.vtt).

Step 1. Go to https://www.uaptc.edu/myapps and login with your credentials when prompted.

Step 2. Select the Stream icon in the app dashboard as pictured below. If the Stream icon is missing, type Stream
in the search bar at the top of the app dashboard.
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Step 3. Select the desired video from the Stream main screen. If you are uploading a video, upload your video.
After uploading, select the video from the Stream main screen.

Step 4. Select the Video Setting option from the menu on the right as pictured below.
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Step 5. Select the Transcript and Captions option as pictured below.
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Step 6. If caption has not been generated, Generate and Upload buttons will appear as pictured below. To
autogenerate captions, select the Generate and proceed to Step 7. If you are uploading a caption file, select
Upload.
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Step 7. After selecting the Generate button, a language screen will appear as pictured below. Select the
language spoken in the video and click Generate. Depending on the length of the video, time may vary when
completed.
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Step 8. When the caption has finished being generated, select options as pictured below.
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Step 9. After selecting options, you will be prompted to download a transcript of your caption in Word,
download a .VTT caption file, replace the generated caption or delete what was generated/captioned as
pictured below. If downloading, select the format and save the file to your computer. Please keep in mind, these
files are not compliant when downloading as it’s generated content. If replacing the generated caption with a
compliant .VTT caption file, select Replace and upload the new .VTT file. If deleting the generated content, select
delete and captioning for this video will be deleted.
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Step 10. When completed, your work will automatically save and it will be safe to close out. If you would like to
manually edit the generated caption, close out and open the video back up from the main Stream screen.
Instructions for manually editing generated captions and downloading complaint files are provided on the next
page. If you selected to delete the caption in Step 9, you will need to repeat Steps 1-8 prior to manually editing
the generated caption.



Editing and Downloading Captions

Important notes to be aware of prior to captioning:

e Does your video have music? Please caption with: » MUSIC PLAYING J or » SOFT MUSIC PLAYING 2 (as long as
notes appear and the type of music is referenced when music starts playing, Ally will accept the video).

e Each line should be no more than 37 characters in length and no more than two lines.

e The reading speed should not exceed 180 words per minute (3 words per second).

To proceed with editing the generated caption, follow these steps:

Step 1. Open the desired video from the Stream main screen.

Step 2. When your video opens, the generated closed caption will automatically appear in the Transcript
window on the right as pictured below.

Step 3. You can edit the caption by selecting the desired line and clicking the Edit option as pictured below.
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Step 4. After making your changes, click the Done option as pictured below. This will save your work.
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(Complete Steps 3-4 for editing any additional lines of the caption.)

Step 5. After the video has been properly captioned and you selected the Done option for each line edited, your
video is complete and changes were automatically saved. Now, it’s safe to download a transcript in Word or a
.VTT file since the generated caption has been updated, please proceed to Step 6.

Step 6. At the top of the Transcript window, select the Download option. You will be prompted to download a
transcript of your caption in Word or download a .VTT caption file as pictured below. Select the desired option
and save the file to your computer.

Transcript

i Download ~

@=| Download as .docx

Download as .wit

Note: If you are uploading this video to YouTube, .VTT files are supported. Upload the .VTT file you downloaded from
Stream to YouTube when prompted during the upload process. Instructions for uploading are providing on p. 4 of this
handout: Captioning Videos in YouTube. By adding this file, your YouTube video will be properly captioned and will be
ready for the web.



https://mediaserver.uaptc.edu/content/accessibility/Captioning-Videos-in-YouTube.pdf

