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How to Meet Captioning Requirements using YouTube 

Step 1: Record in Zoom and Export 

To record video in Zoom and then export it, complete the following: 

1) Go to Google or your preferred search engine and type in “TAMU Zoom” or 

access it directly from this link: TAMU Zoom. 

2) Sign into your account using the sign in button. 

3) Once you have signed in, select “host a meeting” (located in the top right 

corner of the page), then “screen share only” from the drop-down menu. 

4) Select a screen or a web window to share. 

5) A green menu bar will appear at the bottom of the window that says “you are 

screen sharing”. Select or hover over this bar. A separate menu bar will 

appear. Select the “more” option (the last option on the right indicated by 

https://tamu.zoom.us/
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three dots). This will bring up another list of options. From there, select either 

“record on this computer” or “record to the cloud”. 

6) After you select your recording option, there will be a blinking icon on the 

green menu bar that indicates you are recording. Note: Please make sure your 

microphone has turned on before you start recording. 

7) To stop recording, select or hover over the green menu bar at the bottom of 

the window. Again, select the “more” option. Then, select “stop recording”. 

8) The recording will now be available either on your computer or in your Zoom 

cloud, based on the recording option you selected. 

If you need help, reach out by emailing ade@ag.tamu.edu.  

Step 2: Upload to YouTube for Auto Captioning 

To upload a video to YouTube for audio captioning, complete the following: 

1) Go to Google or your preferred search engine and type in “YouTube” or 

access it directly from this link: YouTube. 

2) Sign into your account using the sign in button. 

3) Once you have signed in, select “create” (located in the top right corner of the 

dashboard page), then “upload videos” from the drop-down menu. 

4) Drag and drop or select your file or files to upload by selecting “select files”. 

5) The next four page allows you to edit the video’s details. Once you are done 

with a page, select “next”. You can track the upload status of the video in the 

bottom left-hand corner of the page. 

6) For audience, we recommend selecting “no, it’s not made for kids”. Below this 

option (on the same page), select “show more”. Scroll or key down the page 

to locate video language. Choose your video’s language from the drop-down 

menu. By default, the language is set to English. Select “next”. 

7) On the third page, confirm there are no copyright issues. Select “next”. 

mailto:ade@ag.tamu.edu
https://www.youtube.com/
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8) On the fourth page, choose your visibility settings. Select “save”. 

9) It may take some time before your auto captions are ready. Check back in 

your YouTube channel later after giving it some time to load. Please note that 

auto captions must be reviewed and edited to meet accessibility requirements. 

If you need help, reach out by emailing ade@ag.tamu.edu.  

Step 3: Edit Auto Captions in YouTube 

To edit automatic captions in YouTube, complete the following: 

1) Go to Google or your preferred search engine and type in “YouTube Studio” 

or access it directly from this link: YouTube Studio. 

2) Sign into your account using the sign in button. 

3) Select “subtitles” from the menu on the left-hand side of the page. It is 

located between “comments” and “copyright”. 

4) Select the down arrow in the “languages” column of the video you want to 

work on. Then, select “duplicate and edit”. 

5) Make edits to the text in this window. You can review the captions in live time 

using the timeline at the bottom of the window. Note: Remember, automatic 

captions must be reviewed and edited to meet accessibility requirements. 

6) Select “save draft” to continue editing later or select “publish” once your 

captions are ready to go. Note: If you need to remove captions from a video, use 

“unpublish” to remove but keep the file, or “delete” if you no longer need the file. 

7) Your edited captions are ready for use! 

If you need help, reach out by emailing ade@ag.tamu.edu.  

mailto:ade@ag.tamu.edu
https://studio.youtube.com/
mailto:ade@ag.tamu.edu
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How to Meet Captioning Requirements using Otter 

Step 1: Record in Zoom and Export 

Note: This is the same Step 1 listed in the ‘How to Meet Captioning Requirements using 

YouTube’ section of this document. 

To record video in Zoom and then export it, complete the following: 

1) Go to Google or your preferred search engine and type in “TAMU Zoom” or 

access it directly from this link: TAMU Zoom. 

2) Sign into your account using the sign in button. 

3) Once you have signed in, select “host a meeting” (located in the top right 

corner of the page), then “screen share only” from the drop-down menu. 

4) Select a screen or a web window to share. 

5) A green menu bar will appear at the bottom of the window that says “you are 

screen sharing”. Select or hover over this bar. A separate menu bar will 

appear. Select the “more” option (the last option on the right indicated by 

three dots). This will bring up another list of options. From there, select either 

“record on this computer” or “record to the cloud”. 

6) After you select your recording option, there will be a blinking icon on the 

green menu bar that indicates you are recording. Note: Please make sure your 

microphone has turned on before you start recording. 

7) To stop recording, select or hover over the green menu bar at the bottom of 

the window. Again, select the “more” option. Then, select “stop recording”. 

8) The recording will now be available either on your computer or in your Zoom 

cloud, based on the recording option you selected. 

If you need help, reach out by emailing ade@ag.tamu.edu.  

https://tamu.zoom.us/
mailto:ade@ag.tamu.edu
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Alternate Step 2: Upload Video to Otter for Captions 

To upload video to Otter, an automatic captioning service, complete the following: 

1) Make sure your videos are available on your local computer. If you recorded 

video to the cloud, download your videos onto your computer now. 

2) Go to Google or your preferred search engine and type in “otter.ai” or access 

it directly from this link: Otter.ai. Note: Otter.ai is a paid service. If you do not 

have an account, you can use YouTube for auto captions. 

3) Sign in with your email address and password. 

10) Select “import audio/video” on the right side of the page. Drag and drop or 

select your file or files to upload by selecting “browse files”. 

4) Once captions are ready, you will receive an email notification. In Otter, the 

video progress bar will indicate that it is complete with the text “import 

success”. 

If you need help, reach out by emailing ade@ag.tamu.edu.  

Alternate Step 3: Download SRT files from Otter 

To download SRT caption files from Otter, an automatic captioning service, 

complete the following: 

1) Go to Google or your preferred search engine and type in “otter.ai” or access 

it directly from this link: Otter.ai. Note: Otter.ai is a paid service. If you do not 

have an account, you can use YouTube for auto captions. 

2) Sign in with your email address and password. 

3) Select the file that you want to work on from the list of available files. 

4) Review the captions for accuracy before exporting the SRT file. 

5) When you are ready to export, select the three dots in the top-right corner of 

the page, then select “export” from the drop-down menu. 

https://otter.ai/
mailto:ade@ag.tamu.edu
https://otter.ai/
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6) Select “SRT” as the export format from the drop-down menu and leave the 

other settings as default (include speaker names, add line breaks, max 

number of lines is 2 and max characters per line is 32). Then, select 

“continue”. An SRT file will be downloaded to your local computer. 

If you need help, reach out by emailing ade@ag.tamu.edu.  

Alternate Step 4: Upload Video with an SRT file to YouTube 

To upload a video to YouTube with an SRT file from an automatic captioning 

service, complete the following: 

1) Go to Google or your preferred search engine and type in “YouTube” or 

access it directly from this link: YouTube. 

2) Sign into your account using the sign in button. 

3) Once you have signed in, select “create” (located in the top right corner of the 

dashboard page), then “upload videos” from the drop-down menu. 

4) Drag and drop or select your file or files to upload by selecting “select files”. 

5) The next four page allows you to edit the video’s details. Once you are done 

with a page, select “next”. You can track the upload status of the video in the 

bottom left-hand corner of the page. 

6) For audience, we recommend selecting “no, it’s not made for kids”. Select 

“next”. 

7) On the second page, add your subtitles by selecting “add”, then “upload file”. 

Select “with timing”, then “continue”. Select the SRT file that you downloaded 

from Otter or other captioning service. Select “done”. 

8) On the third page, confirm there are no copyright issues. Select “next”. 

9) On the fourth page, choose your visibility settings. Select “save”. Your video 

with captions is now available on your YouTube channel. 

If you need help, reach out by emailing ade@ag.tamu.edu.  

mailto:ade@ag.tamu.edu
https://www.youtube.com/
mailto:ade@ag.tamu.edu
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Best Practices for Editing Captions 

Best Practices for General Captions 

When editing automatic captions or transcribing them manually, keep the following 

general best practices in mind:  

• Log in to YouTube, Otter, or wherever your automatic captions are located. 

Note: Watch our Captioning Tutorials to see how to get automatic captions from 

YouTube or Otter. 

• Identify speakers: Use the speaker’s full name the first time it is mentioned 

and first name or last name only in later incidences, depending on how 

formal the tone of the video is (i.e., “Samuel” or “Dr. Jefferson”). If you do not 

know their name, use something generic like “instructor”, “teacher”, or 

“student”. 

• Try to keep captions to one or two lines and under 32 characters per line. If 

breaking up a sentence into multiple segments, try to break at a logical place 

or phrase. 

• Do not change, edit, or add text. Transcribe what is said accurately, even if 

that means leaving grammatical errors. For educational or informative 

content, things like “umm” and “ahhh” can be removed.  

• Put unspoken sounds in brackets. Make them lowercase and in italics (i.e., 

“[tortilla sizzles in pan]”). Include non-relevant speech in the same format (i.e., 

“[students talk amongst themselves while the teacher writes]”). 

• Only capitalize words when you want to indicate yelling (i.e., “STOP! Get a 

parent or guardian at first.”). 

• Use “unintelligible” in brackets if you cannot understand what the speaker is 

saying (i.e., [unintelligible]). 

If you need help, reach out by emailing ade@ag.tamu.edu.  

https://vimeo.com/showcase/8878796
mailto:ade@ag.tamu.edu
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Best Practices for Captions with Numbers 

When editing automatic captions or transcribing them manually, keep the following 

general best practices in mind for numbers:  

• Log in to YouTube, Otter, or wherever your automatic captions are located. 

Note: Watch our Captioning Tutorials to see how to get automatic captions from 

YouTube or Otter. 

• Spell out single-digit numbers (i.e., “one”, “three”, “nine”). 

• Use numerals for all other numbers and fractions (i.e., “11”, “39”, “1 1/2”), 

unless they start a sentence (i.e., “Eleven students were selected”). 

• Numerals with four digits can either have a comma (i.e., 4,000) or not (i.e., 

4000). Be consistent. For numerals with over five digits, a comma is 

necessary (i.e., 50,000). 

• Spell out all units of measurement (i.e., “inch”, “gram”, “meter”). 

• Use the percent sign unless the percentage starts the sentence (i.e., “Only 

25% of participants answered.” or “Twenty-five percent of participants 

answered.”). 

• Use the dollar sign and the numeral for amounts less than one million (i.e., 

“average of $12”, “recommended budget of $25,000”, “estimated $10 

million”). 

• Captions for math or science content need to be looked at extra closely. 

Common miscaptions can include things like: “for” for 4, “one too” for 1, 2, 

“38” for 30, 8. Please refer to Captioning Key - Numbers for more 

information. 

If you need help, reach out by emailing ade@ag.tamu.edu. 

https://vimeo.com/showcase/8878796
https://dcmp.org/learn/606-captioning-key---numbers
mailto:ade@ag.tamu.edu
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