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Introduction: 

In this guide, we will cover how to utilize the Live Transcription service in ZOOM to support students 
with disabilities and those who want a “searchable” text of a class session. 

Closed Captions vs Live Transcriptions: 

By definition, Closed Captions must match the spoken words in the dialogue, in their original language 
(English or Spanish), to the fullest extent possible including any sounds or studders. Live Transcription 
(sometimes referred to as Live Captions) are not held to the same accuracy standards as Closed Captions 
and must clearly relay the meaning and intent of the spoken content. 

Using ZOOM Live Transcriptions: 

There is no special configuration or setup needed in ZOOM when scheduling a call that will use Live 
Transcriptions. The call is scheduled as a normal call in ZOOM. 

Once the call is started, press the “Live Transcript” button in the call control bar. 

 

On the pop-up screen, press the “Enable Auto-Transcription” button to turn on the auto captions. 

 

At this point, the transcript will begin to appear at the bottom-center of the screen as traditional 
captions. The Live Transcription captions will automatically appear for both the host and all call 
participants. 

IMPORTANT NOTE: If the host does not enable auto-transcription, the live captions will not be 
generated. This must be enabled for each call as the default setting is for it to be turned off. 
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Adjusting Captions (Call Participants): 

If a call participant is distracted by the captions, the user can click the “Live Transcript” button to access 
options that allow for the captions to be hidden. 

 

In addition, a full transcript can be viewed, searched, and saved from the pop-up options as well. 

Adjusting Captions (Call Host): 

If a call host is distracted by the captions, the host can click the “caret” next to the “Live Transcript” 
button to access options that allow for captions to be hidden. 

 

In addition, a full transcript can be viewed, searched, and saved from the pop-up options as well. 

 

The full transcript will show to the right of the viewing window. The save button is located at the bottom 
of the transcript and will create a plain text file of the transcript. Also notice that the transcript is 
searchable from the search bar above the transcript. 
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Auto-Transfer to Panopto: 

When ZOOM cloud-recorded calls are automatically transferred to Panopto, the captions that were 
generated will be transferred as a separate VTT file for captions in the archived Panopto recording. 

The captions can easily be edited in Panopto by following the process outlined in the printable resource 
guide entitled Panopto – Editing Captions. 

https://dlit.untdallas.edu/sites/default/files/qsg_panopto_-_editing_captions.pdf

