
 
 

Creating Accessible Audio and Video 
Productions 

 
Below you will find instructions for creating captions in YouTube, Camtasia, and Kaltura. For audio 
productions, create a transcript. 

Captioning with YouTube 
Adapted from YouTube’s captioning pages linked below. 
 

Use automatic captioning in YouTube 
When you upload your video to YouTube, captions will be automatically created (for some languages), 
but they may take some time to process depending on the length and complexity of the video. These 
captions won’t be perfect, so they should be reviewed to make sure that you haven’t misrepresented 
what you meant to say. 
 

Here's how you can review automatic captions and make changes, if needed: 

1. Go to your Video Manager by clicking your account in the top right > Creator Studio > Video 
Manager > Videos. 

2. Next to the video you want to add captions or subtitles to, click the drop-down menu next to 
the Edit button. 

3. Select Subtitles and CC. 
4. If automatic captions are available, you'll see Language (Automatic) in the "Published" section to 

the right of the video. Click on Published.  
5. The subtitles and your video will appear. Click on the Edit button. You will then be able to listen to the 

sound and edit your captioning. 
6. When you are done, click Save Changes 
7. Go to YouTube’s Help page for more help with Editing or Removing Captions or Use Automatic 

Captioning.  
 
Creating or uploading your own captions in YouTube 

You can also create your own subtitles or captions, upload a file, and sync your captions with the video. 
YouTube provides current help at Add your own subtitles & closed captions.  
 

Captioning with Camtasia 
In Camtasia, it is recommended that you do not add captions until you have completed all other editing.  
We provide steps for two methods, Speech-to-Text, which works with Windows Voice Recognition 
software and manually entering captions. Other methods are importing or syncing captions. Use 
Camtasia’s Help menu to find out more about these other options. Also, check out Camtasia’s v.8 
YouTube videos or Camtasia’s v.9 YouTube videos.  

http://www.youtube.com/my_videos
https://support.google.com/youtube/answer/2734705
https://support.google.com/youtube/answer/6373554
https://support.google.com/youtube/answer/6373554
https://support.google.com/youtube/answer/2734796?hl=en
https://www.youtube.com/results?search_query=Camtasia+Studio+8&spfreload=1
https://www.youtube.com/results?search_query=Camtasia+Studio+8&spfreload=1
https://www.youtube.com/results?search_query=Camtasia+Studio+9


 

 

Speech-to-Text in Camtasia 
One way to add captions is using the automatic Speech-to-Text tool. 

1. Click on Tools in the menu bar and select captions.  
2. Select the audio track(s) you want to caption (Track 1 at the bottom of the image below)

 
 

3. Select the Speech-to-Text button 
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4. Follow the steps on the dialog box that pops up: 

 
 

5. Once you’ve followed those tips/steps, a dialog box appears indicating that Camtasia is 
preparing the audio for transcription. Then, second dialog box appears letting you know that 
the transcribing is occurring.  

6. When the process is complete, proofread and edit your transcription. 
7. Double-click a transcription to open it in the Captions task page for editing. 
8. For more help, see Camtasia’s Captions page. 

 
 
 
 
 

Captioning with Kaltura 
To add captions to your Kaltura videos, follow these steps. 

1. Record your video Kaltura capture services or upload them to Kaltura. 
a. videos can be uploaded to “My Media” in CourseDen. 

2. Once the video is uploaded, it will be automatically queued for captioning. 
3. The video will show tags during this process. Note that this process may take time depending on 

how many videos are in the queue to be captioned: 
a. Processing: video has been selected from the queue and captions are being generated 
b. Captions Complete: means captions are ready and active in the video 

4. If you would like to edit the captions yourself once they have been completed, follow the editing 
captions instructions. 
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https://support.techsmith.com/hc/en-us/articles/222245307-Captions
https://docs.google.com/document/d/1pqI3WX781iJmRjWvhQlppYNSvOaks7ttwWfmDvauhqY/edit?usp=sharing
https://docs.google.com/document/d/1pqI3WX781iJmRjWvhQlppYNSvOaks7ttwWfmDvauhqY/edit?usp=sharing


 

 

Creating transcripts for audio productions 
If you want to create an audio production, you can use a free tool, such as Audacity. To create a 
transcript at the same time you are recording your voice in Audacity, you can open a Google Document 
and use the voice typing tool. The steps below are adapted from Google Voice typing documents. 
 
Step 1: Turn on your microphone 
To use voice typing or voice commands, your computer microphone needs to be on and working. 
Devices and microphones vary, so check your computer manual for instructions. Microphone settings 
are typically in the System Preferences on a Mac, or the Control Panel on a PC. 
 
Step 2: Use voice typing 
Start voice typing in a document 

1. Check that your microphone works. 
2. Open a document in Google Docs with a Chrome browser. 

3. Click Tools  Voice typing. A microphone box appears. 
4. When you're ready to speak, click the microphone. 
5. Speak clearly, at a normal volume and pace (see below for more information on using 

punctuation). 
6. When you're done, click the microphone again. 

For more help, check out Google support documents. 
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https://sourceforge.net/projects/audacity/
https://support.google.com/docs/answer/4492226?hl=en
https://support.apple.com/kb/PH22070
https://support.microsoft.com/help/13764/
https://support.google.com/docs/answer/4492226?hl=en

