
Captioning Videos in YouTube 

LOGIN 

To start using YouTube services, you must have a Google account. If you don’t have a Google account, create one at 

https://accounts.google.com. 

If you have a Google account, sign in to YouTube Studio at http://studio.youtube.com.  

UPLOAD VIDEO 

YouTube supports the following video file formats: MOV, MPEG-1, MPEG-2, MPEG4, MP4, MPG, AVI, WMV, MPEGPS, 

FLV, 3GPP, WebM, DNxHR, ProRes, CineForm, HEVC (h265) 

How to upload videos in YouTube demonstration: https://youtu.be/y9Dk6wMc8UM  

Step 1. In YouTube Studio, select the top-right corner, click CREATE    

Step 2. Select Upload videos  

Step 3. An Upload videos box will appear as pictured below. You can drag your video into the upload videos box 

area or click the Select Files button. 

  

Step 4. If you chose the Select Files button option, a File Upload screen will appear. Usually, it will be the 

desktop on your computer (it is suggested to save your video to the desktop prior to uploading). If the video you 

are trying to upload is not on the desktop, locate it on your computer. After you have located the video, select 

the video and click open. The video will begin uploading. YouTube allows you to upload 15 videos at a time.  

Step 5. From here the details screen will appear as pictured below, you will be asked to add a title , 

description , and thumbnail for your video. YouTube will automatically generate thumbnails if you don’t have 

a custom thumbnail. 

  

https://accounts.google.com/
http://studio.youtube.com/
https://youtu.be/y9Dk6wMc8UM


Step 6. Under the Audience heading, select No, it’s not made for kids as pictured below.  

 

Step 7. Select Next. 

Step 8. Video elements screen will appear as pictured below. Nothing is needed on this screen, proceed by 

selecting Next. 

Please note: It’s not required at this stage but optional. If you choose to manually add captioning, you can while 

the video is still uploading. Select Add Subtitles, and see page 3 in this handout for if instructions are needed. If 

you prefer to wait until the video is done uploading, proceed by selecting Next.  

  

Step 9. Checks screen will appear as pictured below. YouTube will check your video making sure no copyright 

content appears. If any copyright material is found, YouTube may mute the section, decline the video, or allow 

it. After everything checks, proceed by selecting Next. 

 

Step 10. Visibility screen will appear as pictured below. Choose the Unlisted option and select Save.  

 

Step 11. A YouTube link for your video will appear as pictured below. Copy it (click square icon in the URL box) 

and paste it in a doc or save the URL as you wish. Don’t publish the link until your video has finished processing. 

Most times, the video is complete by this step. If not, under the Channel content page, you can see if your video 

is still processing or complete.  

 



ADD SUBTITLES AND CAPTIONING 

How to add subtitles and captions to YouTube videos demonstration: https://youtu.be/rB9ql0L0cUQ  

Does your video have music? Please caption with: ♪ MUSIC PLAYING ♪ or ♪ SOFT MUSIC PLAYING ♪ (as long as notes 

appear and the type of music is referenced when music starts playing, Ally will accept the video). 

Step 1. In YouTube Studio, select Subtitles from the left menu as pictured below. 

 

Step 2. Click the video from your list that you would like to edit. 

Step 3. The Video subtitles screen will appear as pictured below. YouTube automatically captions videos and you 

should see two language subtitles appearing. If your video is in English, it should appear as: English (video 

language) and English (automatic captions). If nothing appears, click ADD LANGUAGE and select your language.  

  

Step 4. It’s time for captioning! YouTube provides the following four options for captioning:  

• Edit automatic generated captions 

• Manually add captions 

• Add a transcript 

• Uploading a caption file 

 

The next few pages are steps for captioning videos for each of these options. 

 

 

 

 

 

https://youtu.be/rB9ql0L0cUQ


Option 1:  Edit Automatic Generated Captions 

After completing steps 1-3 under the Add Subtitles and Captioning heading in this handout (page 3), proceed with the 

following steps: 

Step 1. Under English (automatic captions), select the edit icon  by hovering your mouse over the published 

date as pictured below. 

 

Step 2. The automated text will appear as pictured below. Automated text is not compliant and needs to be 

corrected. 

 

You can edit the text as it currently appears or edit the text by using the timings option. To edit using the timings 

option, select Edit Timings as pictured below. The timings option is recommended. This option is easier to edit 

captions, allows you to correct the caption if too much text is appearing at once (each line should be no more 

than 37 characters in length and no more than two lines), and you can extend the time if the sentence is 

appearing too fast. The reading speed should not exceed 180 words per minute (3 words per second). 

 

Step 3. After you have finished making your changes, select Publish at the top right on the caption screen as 

pictured below. Your changes will be saved to the English (video language) version and not the English 

(automatic captions) version.  

 

Step 4. If you have to make any future edits repeat these steps. Except for step 1, select English (video 

language). DO NOT select English (automatic captions). Selecting English (automatic captions) will overwrite 

your previous edits. If you want to start over again, proceed with selecting English (automatic captions). 



Option 2: Manually Add Captions 

After completing steps 1-3 under the Add Subtitles and Captioning heading in this handout (page 3), proceed with the 

following steps: 

Step 1. Under English (automatic captions), select the edit icon  by hovering your mouse over the published 

date as pictured below. 

 

Step 2. A dialogue box may appear informing you that the changes you are about to make will overwrite your 

existing English caption.  If this appears, select continue. If the dialogue box does not appear, a caption screen 

will appear with generic text.  

Step 3. Delete the text. After deleting the text or if no text appears, select the Edit timings option as pictured 

below. 

 

Step 4. Select the + Caption option at the top left of the caption screen as pictured below.  

 

You can now start manually adding captions to your video. Repeat this step (step 4) for each line you include. 

Remember, each line should be no more than 37 characters in length and no more than two lines. The reading 

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

Step 5. When complete, select Publish at the top right on the caption screen as pictured below. 

 

 

 

 

 

 

 

 

 

 



Option 3: Add a Transcript  

After completing steps 1-3 under the Add Subtitles and Captioning heading in this handout (page 3), proceed with the 

following steps: 

Step 1. Under English (automatic captions), select the edit icon  by hovering your mouse over the published 

date as pictured below. 

 

Step 2. A dialogue box may appear informing you that the changes you are about to make will overwrite your 

existing English caption.  If this appears, select continue. If the dialogue box does not appear, a caption screen 

will appear with generic text like in option 1.  

Step 3. If any text appears, delete the text. After deleting the text or if no text appears, copy and paste your 

transcript inside the caption screen. The text does not have to be formatted and can appear as one big 

paragraph.  

 

Step 4. After the text has been copied and pasted, select the Edit timings option. 

Step 5. Review the timings making sure everything was captioned properly as pictured below.  

 

Remember, each line should be no more than 37 characters in length and no more than two lines. The reading 

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

Step 6. When complete, select Publish at the top right on the caption screen as pictured below. 

 



Option 4: Upload Caption File 

YouTube supports the following caption file types: .srt (Only basic versions of these files are supported. No style info 

(markup) is recognized. The file must be in plain UTF-8.), .sbv or .sub (Only basic versions of these files are supported. No 

style info (markup) is recognized. The file must be in plain UTF-8.), .mpsub ("FORMAT=" parameter is supported.), .lrc 

(No style info (markup) is recognized, but enhanced format is supported.), .cap (This file type is primarily used for 

Japanese subtitles.) 

Additional information about using caption file types in YouTube is available at 

https://support.google.com/youtube/answer/2734698?sjid=16160988799891562130-NC  

After completing steps 1-3 under the Add Subtitles and Captioning heading in this handout (page 3), proceed with the 

following: 

Step 1. Under English (automatic captions), select the edit icon  by hovering your mouse over the published 

date as pictured below. 

 

Step 2. A dialogue box may appear informing you that the changes you are about to make will overwrite your 

existing English caption.  If this appears, select continue. If the dialogue box does not appear, a caption screen 

will appear with generic text. 

Step 3. If any text appears, delete the text. After deleting the text or if no text appears, select options. (this is 

the two dots icon : appearing after edit timings as pictured below) 

 

Step 4.  Select upload caption file from the menu as pictured below. 

 

Step 5. When complete, select Publish at the top right on the caption screen as pictured below. 

 

 

https://support.google.com/youtube/answer/2734698?sjid=16160988799891562130-NC

