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Can only be enabled by HOST (not Co-Hosts)
by clicking on CC/Live Transcript control.



After clicking on CC/Live Transcript Control, 
these options appear for HOST.

Enable Auto-Transcription 
to turn on Captions

Disable Auto-Transcription 
to turn off Captions



Once Host has enabled Live Transcript, Co-Hosts and 
Participants will see the CC/Live Transcript Control and a pop-up 

notice that notifies them that Live Transcript is available.



When Participant clicks on CC/Live Transcript control, 
this pop-up menu appears.  Each person controls 

whether to display captions on own device.

Participant clicks Show 
Subtitle to display closed 
captions.

Participant clicks 
Hide Subtitle to 
turn them off.



Closed captions appear at the bottom of the screen and do not
interfere with Participant’s view of shared slides or videos when 

not in Full Screen view.



Participant can adjust the size of the Captions they 
see by clicking on CC/Live Transcript control and 

choosing Subtitle Settings.

This opens Accessibility settings.



In Accessibility settings, font size of captions can be changed 
and previewed with slider bar.



Participant also can view a complete transcript by choosing 
View Full Transcript in CC Live Transcript menu options.



Clicking on the View Full Transcript button opens 
a text box that records everything being said.

Full Transcript can be 
merged to side of 

screen by clicking on 
small Merge to Meeting 

Window control at 
bottom. 



Participant can save transcript to personal Zoom file under 
Documents with Save Transcript.



iPad/iPhone users can choose whether to see Closed 
Captions in their Zoom application Meeting Settings.



iPad/iPhone users can adjust caption size in 
Settings>Display & Brightness>Text Size



Android phone users can choose whether to see 
Closed Captions before entering a meeting. Zoom 

Settings>Meeting>Closed Captioning



Android phone users can adjust caption size with 
Settings>Display>Advanced>Font size or Display size.



To practice in UA Zoom Personal Room, enable these settings 
in In Meeting (Advanced) section to see Live Transcript 

control.


