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Video Captioning with My Media 

Once you have created videos with the My Media program within eLearn, it is important 
to provide a Closed Captioning (CC) option to students should they warrant it. This 
handout focuses on both parts of the captioning process: ordering captions to an 
existing video and editing captions to correct errors. 

Please Note: It is the responsibility of the faculty members that upload media to order 
captions and ensure they are 100% accurate. 

To get started, you will need to access the ‘My Media’ link through the ‘Course Tools’ 
link through a course inside eLearn as shown below to perform captioning tasks: 
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Part 1 
Ordering Captions To Existing Content Within My Media 

Once the video you have uploaded is processed, you’ll need to order the mechanical captions. 
To do that, follow these steps: 

1.   Open up the video from ‘My Media’. 
2.   Click the ‘Actions’ button on the lower right hand corner of the video which will present a 

drop-down menu similar to what is shown: 

 
Under the actions menu, click the second ‘+’ sign with the phrase ‘Order Captions’ next 

to it. 
3.   Upon choosing the language, click ‘Order Captions’ button. A confirmation screen will 

pop up as shown below once the button is pushed: 

 
4.   Once you’ve done this, text will populate below the video showing the request. It will 

remain in pending status until the captioning has been completed. 
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Important Notes 

•   Closed captioning should only be requested once per video, as multiple requests will 
likely yield similar results. 

•   Accuracy rates for mechanical captioning are approximately 70.00%-80.00%. It is 
important to remember that edits will likely have to be made to captioning provided. For 
more information on this, see Part 2 – Editing Captions in My Media for instructions on 
how to do this. 

Part 2 
Editing Captions In My Media 

Up to this point, videos have been uploaded and captions have been ordered. Notification was 
received that the captions are ready to be reviewed and edited. This is an important part of the 
Closed Captioning (CC) process because any captioning done must duplicate what was being 
said: 

1.   Click on a video that you ordered captions for and would like to edit. 
2.   Next, click on the ‘Actions’ drop down menu and choose the ‘+ Edit Captions’ option. 

 
3.   From here, ordered captions are located below the video. Click the ‘Complete’ link 

located to the right of any caption order you want to edit to continue. A new tab/window 
will appear with the video and captions as seen below: 
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4.   When the window above in Step 3 opens, the video will begin playing. Select ‘Play Until 
End of Sentence’ instead so the video will stop after the first sentence. 

 
5.   Adjust the captioning to match the words that are said for that particular sentence.  
6.   When finished with a sentence, click the next line on the left or use the keyboard 

shortcuts that are listed on the right side of the window. 
7.   Click the green ‘Save’ button to save all captioning work up to that point. 
8.   To finish caption edits, click on the green ‘Approve’ button once satisfied. A pop-up will 

appear similar to what is shown below to confirm your choice to approve the edits. Click 
it and you will return to the ‘My Media’ screen where your videos are stored. 

 
9.   Once the ‘Approve’ button is clicked a second time, a confirmation will appear that the 

video has edited and you can close the window. 

Important Notes 

•   The caption-editing program will default to ‘Playing Until End of Video’ when opened. 
You must change it to the alternate option to edit by sentence. 

•   Text that is broken up into different sentence blocks on the left can be merged as 
needed to match sentences spoken during the video. 

•   It is important to save the edits periodically to ensure progress has been made. If the 
window is closed out for any reason, changes up to that point will not be saved and will 
have to be done over. 

•   You may go in any order that you see fit when editing captions, as sequential captioning 
is not required. 


