Creating
Accessible
Course Content

Training Manual

.Media
cessibility

Ac
- Project




Table of Contents

Microsoft ACCESSIDIIY.....ooveeii e, 3
Microsoft Word Accessibility Checklist...................... 4
Creating an Accessible Word Document................... 5
Microsoft PowerPoint Accessibility Checklist............. 9
Creating an Accessible PowerPoint Document......... 10

PDF AcCCesSIDIlItY......ooeiiie e 13
PDF Accessibility Checklist..........ccoovviiiiiiii, 14
Creating An Accessible PDF.........ooooiii 15

Video ACCESSIDIITY....cviiie 26
Importance of CaptioniNg........cccovveveiiiieiiiiiiieeiee, 27
MOoVIECAPLIONET ... e 28
Captioning GUIdeliNe........cooiviiii e 34
How to Use MovieCaptioner........ccocovveviiiciieeennnn., 35
Exporting and Importing Captions............c.cccoee. 45
Frequently Asked QUESEIONS.........cceeivviieiiiiieeeeen 47
Approximate Production Time.........coevveeiiiiiinennnn.., 49
Uploading to Youtube........ccoooiiiiii 50

Uploading to VIMEO.......iiiiiiiee e 56



Microsoft
Accessibllity



Microsoft Word Accessibility Checklist

Style

Simple

Little use of color

Ensure that color is not the only means of conveying information
Ensure that there is sufficient color contrast (black text on white back-
ground is best)

Use a Sans Serif font (Arial, Helvetica, Verdana)

Avoid using text boxes

Do not use acronyms

Formatting

Use tab instead of space when indenting

Use heading styles for structure and consistency

Provide a descriptive link for hyperlinks rather than just the url or only
saying “click here”

Provide alternate text for images

Use simple tables

Use the Accessibility Checker — Available for Office 2010, 2013, and 365
Not available in Office 2011 for Mac



Creating an Accessible Word Document

*Instructions are the same for Mac and PC unless noted otherwise

Adding Alternate Text to an Image

1) Right click on the image and click on format picture.

e
N Cut %X

Copy #C
Paste BV

Change Picture...
Save as Picture...

Arrange
CGrouping
Align or Distribute

¥y rvrwyvyw

Wrap Text
Insert Caption...

Format Picture...

Hyperlink... £

2) Click on Alt Text towards the bottom, provide a description of the image, and
click ok.

Note: There is no need to enter information in the title field.

Format Picture

& Fill
\ Line

Alt Text

_J Shadow Title:
(] Glow & Soft Edges
= Reflection

) 3-DFormar

S 3-D Rotation Description:
Adjust Picture
[ Artistic Filters
’;_"ﬁ Crop

Text Box

Image of Queensborough Community College campus)

You can type alt text for tables, diagrams, images, and other ebjects. Screen readers
can then read the alt text to people who may have difficulty seeing the objects.

reen reader first reads the title. The person can then decide whether to hear a
longer description.

| Cancel | | OK |




Adding a Descriptive Link

1) Highlight the url, right click, and click hyperlink.

http:/fcatsweb.cuny.ed Cut 52X
Copy ®C
Paste ®’V
Paste Special... ~%V
Font... #D
Paragraph... NEM
Bullets and Numbering...
Look Up [ ]
Synonyms >
Translate...
Hyperlink... #BK

2) Enter the url where it says “Link to” (on a PC it will say “Address”), and a
description of the url where it says “Display” (on a PC, it will say “Text to
Display”), and click ok.

Edit Hyperlink
Link to: Iht:t[:l:;ffcatsweI:l.n.lnsf.edu,n’ | |E|
Display: |Website of CATSweb |
| ScreenTip... |
Document | E-mail Address |
In the Link to box, enter the address (URL) of the Web page that
you want to link to.
if‘.- Anchor:
l | | Locate...
If you want to link to a specific location {anchor) within the Web
page, enter the name of the anchor above or click Locate to find it.
| Remove Link | | Cancel | [ oK |

3) The website will now look similar to this.

Website of CATSweb




Using Styles

1) Highlight the text you would like to make into a heading.

Student Disability Services

Essay Writing in 8 Steps

Step 1: Get to grips with the scale of the task

This is important because it's much harder to cut down to the required word count if you have
written too much than to plan carefully and write the right amount in the first place. Scale is also
important because it will dictate the amount of detail you can include.

2) Make sure you are on the Home tab, then go to the Styles group, and choose
the correct style group. In this case, it's Heading 1.

Layoast | Oocwment Elrmenis I Tahle= | Chart= | Amarthrt Revirar
Tanit Paragraph nazrt 1
P o 1 aelidl 2ol =R = o= e 7 B ir—r g -
Cialibri Rarty) |z #4 || A=|A-| 44 o == e | €2 52 ([ ! fadbleDde || AadbleDels (|AalbCcD| M EIAE[- L«;j " —....j- B
y H 'd = _— = = st T A — T I
ﬂ iy .-..J.P(-,. A Az i_' e I = = : = = =TT f_?_':;_ Honmal Mo Hpaming N Hoodng 1 &V TewtBor Svaze  Piliw

™ oo o1 .8....|...|..g..:...5|..|..;...:..a....m.é.:..n
L f L L L L L L

S

Student Disability Services




Accessibility Checker

1) To open the accessibility checker, click on File > Info, then click on “Check
For Issues”, and select “Check Accessibility”. The Accessibility Checker will

pop up, showing you errors, warnings, and tips.

Note: The Accessibility Checker is not available for Microsoft Office for Mac.

Info

Accessibility booklet

Ziw Buents » MAP Bvents » Accessibility Workshop - Septer

Compatibility Mode

WE_T Sorne new features are disabled to pres
wersions of Office, Converting this file

Convert
layout changes.
Protect Document
} Control what types of changes people
Protect
Docurnent =
Inspect Document
efore publishing this file, be aware th
. Check for Cocurment properties, author's na
Options Issues =
- Footers

\
E‘éh Inspect Document
= Check the docurnent for hidden properties

o RErsonal iInforma

Check Accessibility

Check the document for content that)people
with disabilities might find difficulps read,

E“E hack Compatib
Check for features not supported by earlier
wersions of Waord,

Accessibility Checker ™ X

Inspection Results

ERROR:

[ Bizsing Al Text (172)

4 Mo Header Rowe Specified
Table
Table

4 Unstructured Document

This Document
WARMNIMGS

4 Unclear Hyperlink Text
hitp: o dompaorg/captioningk...
http: o synchrimediacomfhel..,
hitp o, synchirirmedia, comfut,.,
hitp: o synchrimedia.comfHo..,
hitp: o synchrimedia.comfHo..,
hitp:ffoeeb it edufatic fnsenefac ce..,
hitp:foaaunimelbedu.aufaccess,.,
http:/fdeafness.about.comfod/ capt..
hitp i dcmpaarg/captianingk...
btkp:ffweebaccess.msueduftutarials..

[= Ohjects not Inline (83)
I- Repeated Blank Characters (32)



Microsoft PowerPoint Accessibility
Checklist

Style

Use a simple theme

Little use of color

Ensure that color is not the only means of conveying information

Ensure that there is sufficient color contrast (black text on white
background is best)

Avoid transitions and animations unless they are pedagogical

Use a Sans Serif font (Arial, Helvetica, Verdana)

Use font size 32 for slide’s main points and at least size 18 for regular text
Do not use acronyms

Formatting

Avoid too much text on each slide

Check the reading order of text boxes and other content in slides

Ensure that each slide has a unigue title

Provide a descriptive link for hyperlinks rather than just the url or only
saying “click here”

Provide alternate text for images

Use simple tables

Use the Accessibility Checker — Available for Office 2010, 2013, and 365
Not available in Office 2011 for Mac



Creating an Accessible PowerPoint
Document

*Instructions are the same for Mac and PC unless noted otherwise

Reading Order

1) To ensure the reading order of the text boxes in the slides are logical, make
sure you are in the Home tab, then click on Arrange > Selection Pane. (On a
Mac, it will say Arrange > Reorder Objects).

FH E = edit powerpaint - PowerPaint
1LE MNSERT  DESIGN  TRANSITIONS  ANIMATIONS  SLDESHOW  REVIEW  VIEW
Text Direction ST
Al - <F s
-~ frange '\.'!-‘ R
% :
L Cbjects

A
ol — [Elsyout~
D Copy ) Reset
Paste ° Mewy

nat Painter | glige = 0 SeCtion v Convert to Smartfrt

Cliphoard [F] Slides Font Paragraph

ORight click- format picture — alt text

u
Group Objects ‘
Media .

There should be o

OFrint POF with notes (optional) |2 align

ODon't have same titles an slides. = 2
OUse description link Ioglcal readlng

PowerPoint Accessibility (continued)

2) To the right, you will see a section called “Selection” pop up. Here, you are
able to drag and drop the order of the text boxes in the slide.

-

Selection i
Show Al || Hide All allw
TextBox 7 b
TextBox 6 .
TextBox 9 WS
TextBox 5 <
TextBox 10 -
TextBox 8 b
TextBox 3 b

10



Adding Alternate Text to an Image

1) Right click on the image, select format picture, and then select Alt Text.

o &

Shyle  Crop

Cut

Copy
Paste Options:

COULP YOu o oo
PLEASE e Ol=
SHOVEL THE Fuips ARE WAITING TO TodiRene Change Picture..
USE THE STAIRS. .
WHEN | GET THROUGH = - R
SHOVELING THEM OFF. \" Bring ta Front 3
THEN | WILL CLEAR

Send to Back 3
THE RAMP FOR YOU.

Hypetlink...
Upgrade Media Object

Sawve as Picture..

YOU SHOVEL THE

INSPIRED BY A PUBLIC SCHOOL STUPENT WITH DISABILITIES

S
RAMP, WE CAN 485 . F'ZE -
ALL GET IN! . A4 arrnat Picture...
Cst) =
S =
O e
-
[#]

CLEARING A PATH

FOR PEOPLE WITH SPECIAL NEEDPS
CLEARS THE PATH FOR EVERYONE!

2) Enter a description of the image in the Description section. Leave the title
section blank.

Format Picture TR
S O

I STZE
I> POSITION
I TEXT BOX

4 ALT TEXT
Title @

Description

getthrough shoveling them off, -
then Twill clear the ramp for you.”

The student in the wheelchair then
says "but if you showvel the ramp, we
can all getin!” A caption below the
image says "clearing a path for

people with special needs clears

the path for everyonel]

=
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Accessibility Checker

1) To open the accessibility checker, click on File > Info, then click on “Check
For Issues”, and select “Check Accessibility”. The Accessibility Checker will
pop up, showing you errors, warnings, and tips.

Note: The Accessibility Checker is not available for Microsoft Office for Mac.

© Accessibility Checker v

Infa I N fo Inspection Results
Mews : ‘ ERRORS
edit powerpoint
Cpen 7 » Events » MEP Events » Sccessibility Warkshop - Septermber 1 4 Pissing &t Text
Protect Presentation Ricturelt (lide 22)
» Contral what types of changes people can Straight &rrowy Connector 5 (Slide 223
Presperr?::;ton . Straight &rrowy Connector 7 (Slide 22)

Straight &rrowy Connector 9 (Slide 22)

,/\\ _ Picture 3 (Slide 25)
@ Inspect Presentation Content Placehalder 7 (Slide 34)

Before publishing this file, be aware that it

CIheckar Docurment properties, author's name = Picture 8 (Shdl’_‘ 38)
ssUes T : ety 2 .
\ Eresenttion notes 4 Mdissing Slide Title
esal :
I:@ Inspect Document Slide 16
Check the presentation for hidden properties
or personal information, Slide 34

Account

1, Check Accessibility
Check the presentation for content that people MEARMING S
wvith dizabilities right find difficult to read.

4 Unclear Hypetlink Text

L. Check Compatibility

Check for features not supported by eatlier Content Placehalder 2 (5lide 29)
bkl sl Content Placeholder 2 (Slide 30)

Content Placeholder 2 (Slide 310

TIPS

4 Dyplicate Slide Title
Microsoft Word Accessibility Check List (.
PoweerPoint &ccessibility Check List {cont..
PowverPoint Accessibility Check List (cont..,
Irnportance of Captioning (continued) (5.
Guidelines (Continued) (Slide 31)
Guidelines (continued) (Slide 32)

4 Check Reading Order
Slide 4
Hlide 1A

12
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PDF Accessibility Checklist

It is best to create accessible PDFs by first creating the document in Microsoft
Word and then export as a PDF. This process ensures that there are no errors
and retains accessibility. However, if you are scanning a document into Adobe
Acrobat Pro, follow the guideline below for creating an accessible PDF.

OCR the document to turn the text into readable, editable text

Provide alternate text for images

Ensure that hyperlinks have descriptive text and they link to the correct
website

Ensure that the document is tagged in the correct order

If the PDF has form fields, ensure that they are accessible by Adobe
Reader

Use the built in accessibility checker

14



Creating An Accessible PDF
Using Adobe Acrobat XI Pro
*Instructions are the same for Mac and PC unless noted otherwise

Optical Character Recognition

1) To OCR the pdf, go to Tools > Recognize Text (or Text Recognition) > In This
File.

Tools Comment Share

[E -

» Pages

» Content

» Forms

» Action Wizard

~ Recognize Text

Aa In This File

In Multiple Files
OCR Suspects

Find First Suspect

Find All Suspects

2) A “Recognize Text” window will pop up. Make sure “All pages” is checked,
and click OK.

Recognize Text

Pages
I@I All pages
l\:,l Current page

() From page 1 o 3

Settings

Primary OCR Language: English {US)
PDF Output Style: Searchable Image
Downsample To: 600 dpi

[ Edit.. |

| e |

15




3) You may come across an error that says “Acrobat could not perform
recognition (OCR) on this page because this page contains renderable
text.” Click OK.

" Acrobat could not perform recognition
E (OCR) on this page because:

This page contains renderable text.

|| lgnore future errors in this document

4) To overcome this problem, go to File > Save As > PDF

@Eﬂit View Window Help PDFaloud3

Open... F£0
Open Recent File >

Create >

Save

Send and Track Files Online Reduced Size PDF...
Attach to Email... Certified PDF...

) ] Reader Extended PDF >
Action Wizard > Optimized PDF...
Revert Image >
Close #W Microsoft Word >
Properties... %D Spreadsheet >

More Options >

16



5) Change the format to TIFF.

Format: | Adobe PDF Files = Forma ¥ Adobe PDF Files
| Adobe PDF Files, Optimized
F| Encapsulated PostScript
— Excel Workbook
HTML
q JPEG
JPEG2000
PDF/A
PDF/E
PDF/X
lity with PNG
PostScript
Rich Text Format
Text (Accessible)
Text (Plain)

or -2003 Document

Word Document
XML 1.0
XML Spreadsheet 2003

idents wi
tinues te
esent on

6) Each page of the pdf will be saved as a separate TIFF file. Open the first
page of the TIFF file by right clicking on the file, selecting open with, and select-
ing Adobe Acrobat Pro. A window will pop up asking if you would like to OCR
the image. Click “Yes”.

Adobe Reader

. If this is a scanned image, would you like to
run scanned image optimization and OCR on
this image? You can also change this setting

under "Convert to PDF" options in Acrobat
Preferences.

[ | Remember my choice for all images of this type

/) After the file OCRs, drag and drop the other TIFF files into the page thumb-
nails. Those pages will automatically OCR.

17



Tagging the PDF

1) Click on Tools > Accessibility > TouchUp Reading Order.

Tools Co ment éShare

e
» Pages

» Content

» Forms
» Action Wizard
» Recognize Text

+ Protection

> Sign & Certif

< + Accessibility

[0 Chanc
@ OQuick Check

@ Full Check

@ Open Accessibility Report

[

P o
/\

< TouchUp Reading Order >

2) If you don’t see Accessibility in the menu, click on the little arrow at the top
right of the menu, and check Accessibility.

A

Tools Comment Share

/ .
» Pages Allow Multiple Panels Open
» Content | v Pages
+ Content

e | v Forms
» Action Wizard | v Action Wizard
» Recognize Text + Recognize Text
NErateeian v Protection

| v Sign & Certify
* Sign & Certify ' Document Processing
» Accessibility | Print Prlcduction

» PDFaloud3 Toolbar

ava o
v Accessibility
| Analyze
i + PDFaloud3 Toolbar

{
| Close Tools Pane
L

18



3) Adobe Acrobat Pro may or may not automatically tag the pdf. To tag the pdf
if it doesn’t, highlight the text or the image, and choose the appropriate tag.

Othorwise Specifiod |
TowchUp Reading Order (8] L

tncickane ot mbionsiiows Bl |
Autism: Knowing it when you see it: Hol [ = | — |
o May see ritualistic/repetitive OUN [rompaa ] [ riguercaption I
behaviors {i.e, body rocking when | beading1 | lble
stressed) [ readingz | | Cel
o Trouble staying on topic and resm— R—— .
maintaining conversation | o
Literal interpretation of words {
Difficulty understanding nonverbal/ e
social cues ﬂ
o Has sensory sensitivity/sensary [¥7] Sz page cantent order |
integration problems () S bl cell u L
o Has a flat affect and unusual kit s
prosady e G| [ Shos Crler Pane|
Avoids eye contact Help [ Clase
Exhibits an unusual, awkward gait
Othierwise Specified [
v TouchUp Reading Order Bt
f
A A —:
‘Autism: Knowing it when you see it: Ho =y = ¥
}
o May see ritualistic/repetitive ou Form e Figure/Capfion E
behaviors {i.e. body racking when Hzading L Tatle ¢
stressed) e N q
o Trouble staying on topic and teading 3 mEE q
maintaining conversation o —
< Literal interpretation of words }
o Difficulty understanding nonverbal/ able Editor .
social cues IE
o Has sensory sensitivity/sensory b P G ety n g
integration prablems B Showstable cel . -
o Has a flat affect and unusual o hawttls s .
prosody [ Clear Page Shructure... ] | Shew Qrder Banel |
o Avoids eye contact [ Help | Close |
o Exhibits an unusual, awlkward gait

19



4) You may have to change the order of the tags in order for screen readers to
read the PDF in the correct order. To change the order of the tags, go to Tools >
Accessibility > TouchUp Reading Order.

Tools Co ment éShare

/
» Pages
» Content
» Forms

» Action Wizard

» Recognize Text

+ Protection
» Sinn & Cnnify

< + Accessibility

[BN]
@ Quick Check

@ Full Check

@ Open Accessibility Report

<)
&
o
R Sep s |

5) Click on “Show Order Panel”.

800 TouchUp Reading Order

Draw a rectangle around the content then
click ene of the buttons below:

Text Figure

Form Field Figure /Caption
Heading 1 Table
Heading 2 Cell
Heading 3 Formula

Background
Table Editor

[21 Show page content order [l]
[ Show table cells I |

[ Show tables and figures I |

Clear Page Structure... Show Order Panel

| Help | Close |

20



6) The order panel will appear on the left, and you will be able to change the

order of the tags by dragging and dropping them to the position you want them

to be read.

v @ ASD-handout.pdf

v D Page 1
B (1]
¢ (2] ACADEMIC SUPPORTS FOR COLL
¢ [3] What is an Autism Spectrum Dis)
%# [4] o A neurobiological disorder
B¢ (5] “Iused to think adults
= (8]
& (7]
¢ [8] Prevalence of Autism Spectrumn|
¢ [9] » Autism is the fastest growing
¢ [10]
¢ [11] Image w:253 h:380

» |__h| Page 2

> |__h| Page 3

800 TouchUp Reading Order

» Pages

» Forms
» Action Wiz

» Content

|

Draw a rectangle around the content then
click one of the buttons below:

“al

Text Figure
m Figure - No alternate text exists. — S —
orm Fie ure /Caption
_' I g P
[2 FADEMIC SUPPORTS FO Heading 1 Table
STUDENTS WITH AN AUTI — o
DISORDER
Heading 3 Formula
4 Background
tis an Autism Spectrum Disorder? |
3 | E
hiulugicildismﬂier wp -
ects perception Table Editor
= Communication challenges bl |
o Social skills deficits I &l
= Often suffers from high anxiety arel E‘] Show page content order .
o Sensory issues-easily under or over
stimulated e ¥ Show table cells | ]
o Drganization and prioritization challenges A ] d fi
= Can affect motor skills[fine and gross) \ g ow tables and figures .
o Exhibits uneven learning profile |
> Presents differantly in each individual | Clear Page Structure... | [ Show Order Panel J
| Help | Close |

21



Creating an Accessible Link

1) Highlight the text you want to make an accessible link, right click, and select
“Create Link”.

For more information on accessibility, please visit the website www.catsweb.cuny.edu.
Copy Ctrl+C

Copy With Formatting

Export Selection As...

Highlight Text
Cross Qut Text Del
Beplace Text Ins

Add Note to Text

Add Bookmark Ctrl+B
Create Link

Look Up "edu.”

2) Next to “Link Type”, select “Invisible Rectangle”. Under “Link Action”, select
“Open a web page”. Click next.

For more information on accessibility, please visit the website www.catsweb.cuny.edu.

Create Link LX)

Link Appearance

Line Thickness: | Thin

Link Action

Go to a page wiew

Open a file

@ Cpen aweb page

Help | Mext

Cancel




3) Enter the url and click ok. It is recommended to copy and paste the url from
the browser rather than typing it in.

For more information on accessibility, please visit the website www.catsweb.cuny.edu.

("Edit URL o |

Enter a LURL for this link:

bittp:/fcatswe bcuny. edus| -

[6]:4 | | Cancel

23



Accessibility Checker

1) Go to Tools > Accessibility.

@00 X ASD-handout.pdf
@Create"@ag‘@@@@&@) @
@@ | WO |=@ @[] 8D (Tools), comment | share

T —
D » Pages
EP » Content

» Forms
{'y » Action Wizard

» Recognize Text
L,?/@: » Protection

» Sign & Certify

0 Accessibility >
» PDFaloud3 Toolbar

2) When you click open Accessibility, you will see Quick Check and Full Check.
It is recommended to do Full Check.

* Accessibility

@ Quick Check

& Full Check
@ Open Accessibility Report

ﬁ Run Form Field Recognition

<
TouchUp Reading Order

ﬂ Setup Assistant

24



3) Click on Full Check, and then click on Start Checking.

000 Accessibility Full Check

Report and Comment Options

[QI Create Accessibility Report Folder: Macintosh HD:Users:CATS: Documents: | Choose...

@ Include repair hints in Accessibility Report

|| Create comments in document

Page Range

@ All pages in document l;:,'l Pages from 1 to 1

Checking Options

Mame: | Adocbe PDF

[QI Alternative descriptions are provided

[Q] Text language is specified

[Q] Reliable character encoding is provided

[Q] All content is contained in the document structure
@ All form fields have descriptions

[Q] Tab order is consistent with the structure order

@ List and table structure is correct

| selectall | | Clearal |

Disclaimer

| Hide Disclaimer |

The Accessibility Checker can help you identify areas of your documents that may be in conflict with
Adobe's interpretations of the referenced guidelines. However, the Accessibility Checker does not check
all accessibility guidelines and criteria, including those in such referenced guidelines, and Adobe does
not warrant that your documents will comply with any specific guidelines or regulations.

| Help | | Cancel( | [ Start Checking ]

4) A diagram will pop up if your pdf is not accessible. Click ok to show the
Accessibility Report.

The checker found problems which may
prevent the document from being fully
accessible.

Please see the report for more details.

ook

25
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Importance of Captioning

Captioning makes videos accessible not only to those who are deaf, hard of
hearing, or who are learning disabled, but to everyone as well. Making videos
accessible helps those who are learning a new language, those who cannot turn
up the volume (such as being in a library), and those who are in a noisy area
and do not have access to headphones. By broadening your audience, you are
making your videos accessible to all in any environment. Also, viewing captions
on videos helps the viewer's engagement, comprehension, and retention of
information.

Part of Section 508 of the Rehabilitation Act of 1973 requires captioning of
multimedia products. In addition, colleges, universities, and other post-
secondary programs must provide effective communication for deaf and hard
of hearing students to continue to receive federal funding. Lecture capture
recordings, academic materials, or anything else that is being used in class must
be made accessible to students with disabilities and provide equal opportunity to
those without disabilities.

27



MovieCaptioner

MovieCaptioner is a QuickTime based software designed to make videos and
audio files accessible by creating closed captions. It is not only a quick and
easy tool to create captions, but also an easy way to export into different
caption/transcript files and formats. Having the knowledge and tools to provide
captions for videos is an important step to take towards accessibility.

28



MovieCaptioner Requirements

MovieCaptioner is available for both Mac and PC.

Note: Make sure the computer you are captioning on has at least 3.00 GB of
ram. The more ram, the faster the program will respond. If you have less than
3.00 GB of ram, you may experience freezing or lagging.

For Windows: For Mac:

e Windows XP, Vista, 7, 8 e Mac OSX 10.5 or newer

e QuickTime 7 (must be installed prior ® QuickTime 7 (must be installed prior
to installing MovieCaptioner to installing MovieCaptioner

Optional: Optional:

e Freemake Video Converter (free) e MGEG Streamclip

e Miro Video Converter e HandBrake

e MPEG Streamclip e Miro Video Converter

e (Cloudconvert.org e Perian

e HandBrake



Installation

Make sure you have QuickTime 7 installed before you begin the installation.

1) The MovieCaptioner Setup Wizard will pop up. Click next.

ﬁ! Setup - MovieCaptioner

—m|n= ) |

Welcome to the MovieCaptioner
Setup Wizard

This will install MovieCaptioner wersion 1.5 on your computer,

1t is recommended that wou close all other applications before
conkinuing.

Click Mext ko continue, or Cancel ko exit Setup.

Mext = ]D Cancel
L /

2) Accept the License Agreement and click next.

i5 Setup - Moviecm

License Agreement
Please read the following important information before continuing.

Please read the following License Agreement. You must accept the terms of this
agreement before continuing with the installation,

MOYIECAPTICNER LICERSE AGREEMENT AMD WARRAMNTY DISCLAIMER

License For MaovieCaptioner software, inchuding, including installer archives and all
related documentation {'MaovieCaptioner Software™)

IMPORTAMT -- READ CAREFULLY: By using the MovieCaptioner Software vou
expressly agree to be and are hereby bound by the terms of this License
Agreement {"Agreement™), IF wou do nok accept the terms of this Agreement wou
st not use the MavieCaptioner Software; and you must immediately destray all
copies of the MovieCaptioner Software,

@ 1 gcrept the agreement

I do not accepk the agreement

| «:Eack(“ Mext = ] Cancel
\ /

30



3) Click next.

T —
i5 Setup - MovieCaptioner I&I;Iﬂ

Select Destination Location
Where should MovieCaptioner be installed?

Setup will inskall MovieCaptioner inko the Fallowing Folder,

To continue, click Mext, IF you would like to select a different Folder, click Browse,

I \Program Fil _aptioner Browse. ..

Ak least 55.2 ME of free disk space is required,

< Back (“ Mexk = ] [ Cancel

4) Click next.

ﬁ%‘ Setup - MovieCaptioner

Select Start Menu Folder
Where should Setup place the program's shorbouks?

E i Setup will create the program's shortcuts in the Following Start Menu Folder,

To continue, click Mext, IF wou would like to select a different Folder, dlick Browse,

apkianet Browse, ..

[ < Back K][ Mext = Cancel
S~

31



5) Check “Create a Desktop Icon” and click next.

ﬁ'f;! Setup - MovieCaptioner

Select Additional Tasks
Which additional tasks should be performed?

Select the additional tasks wou would like Setup ko perform while installing
MovieCaptioner, then click Mext.

Additional icons:

i_reate a deskbop icon

< Back (“ Mext = ] I Zancel

6) Click Install.

ﬁ_'?).! Setup - MovieCaptioner

Ready to Install
Setup is now ready to beqgin installing MovieCaptioner on your computer,

Click Install bo continue with the installation, or click Back, if wou want ko review or
change any settings,

Destination location: »
Z:\Program Files (x86)\MovieCaptioner

Start Menu Folder;
MovieCaptioner

additional tasks:
Additional icons:
Zreate a deskop icon

Back (|f  Install | Cancel
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/) The progress window should pop up.

ﬁ! Setup - MovieCaptioner

Installing
Please wait while Setup installs MovieCaptioner on wour computer,

Extracting files. ..
AL \MaovieCaptioner Libs)Spelicheck DictionaryiMagicSpeller German dick

8) Click Finish to complete the installation.

i Setup - MovieCaptioner n |£|_‘_J

Completing the MovieCaptioner
Setup Wizard

Setup has finished installing MovieCaptioner on your
computer, The application may be launched by selecting the
installed icons,

Click Finish ko exit Setup,

V| Launch MovieCaptioner:




Captioning Guideline

Timing and Positioning

One to three lines of text should appear onscreen at a time

Each caption should be viewable for three to seven seconds

Each caption should be synchronized with the audio

Captions should not cover graphics and other essential visual elements of
the picture

Each caption should not exceed 32 characters per line; however, where
line division is required, it should be broken at a logical point where speech
normally pauses

Style and Formatting

Use a Sans Serif font (such as Arial, Helvetica, Veranda)

Use upper and lowercase letters

Spelling should be accurate

When there is more than one speaker present, identify who is speaking
Use italics when a word is being defined or a word is heavily emphasized
Numbers one through ten should be spelled out. Use numerals for
numbers over ten

Sound effects or any non-verbal sounds should be captioned in square
brackets

Do not caption stuttering or hesitation

Source: captioningkey.org
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How to Use MovieCaptioner

File Edit Spelling Symbols View Import Export Help

Load Movie

[Type *I" to force 3 line break)

Tesct Properties
s 14 [Pain v |[white ¥

s S )
Tlanslucen( backaround C Rcm: Ediing

DND background

[ChangeSElectedCaptiUn[s] ] [ Change &l Captions ]

Insertsa new bnk caption Insert your cursar wheare Sends evenything before the Picks up where you left off
before the skcted caption you want t= splta caption curser to the previous caption when you r=sume making
Repeat Intenal into two sepamte captions new captions

44 |»

Us= Stz 1t o begin (seconds) Cr use Retum key
adding captians o @ve a captian

Baep on

Deletes sekcted caption(s) Maiges the next caption Sends eventhing after the Usz Bxport menu
with the szlected caption curssr 1o the nest caption for final output

Before you begin captioning, make sure your videos are in .mp4, .m4v, or .mov
format. It is recommended to use Freemake Video Converter OR cloudconvert.
org to convert to the correct file format. For Mac users, Handbrake is another
tool. When you have the correct format, it is recommended to have your

movie on your main hard drive (such as your desktop) instead of an external
hard drive or flash drive for best results.

When you first open MovieCaptioner, you will see this layout. The blue screen to
the left is where your video will be seen as you are captioning. The columns and
rows to the right is where your captions will show up. On the bottom of the blue
screen are the text properties where you are able to change the text and
background properties. Between the blue screen and the text properties is
where you will be typing the captions. On the bottom of the columns and rows
are the editing options where are able to edit your captions.
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Loading Your Video

1) Click on Load Movie located at the top left corner.

Load your movia, then click the Start button and type
what you haar. Hil the Retum key to save the capiion o
thia Bstbax on tha rghl.

- @2

Look jn: B Desktop

Sue Austin Deep sea diving in

D= :
- H 3 wheelchair - YouTube
00:09:38

Recent Places ¢

e

| Desktop |

=
A

Li
I

Cornputer

@

MNetwark

=
raries
—
put
=
]

File name: Sue Austin Deep sea diving in a wheelchair - YouTube -
Filez of type: video/quicktime [*.mooy; *.may; *.gt; *.mov; “.qt; “mav; "sdp; . tep; “mdv; “mpd; *.ogv; “.ogg; "we v] [ Cancel ]




3) After choosing a video, you are prompted to save the video as a moviecap-
tioner project file (.mcp). This is so that MovieCaptioner can automatically save
your project as you are captioning. Name and save the file.

Tip: It is recommended to have the original video, the .mcp file, and the
exported files all in one folder on the destop. More on exporting on page

1

Savein Ml Desktop - @ I" ¥ v
J_ =
<3

Recent Places

[

| Desktop |

Libraries

LY

Camputer

Metwark

File name:

- Save

Save as lype: [mc:p [*.mep; * mcpt) v] [ Cancel l
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Starting to Caption

1) Click on the Start button located at the bottom left to start typing your
captions. This will start the video to loop ever 4 seconds.

Tip: Don't click on the play button right below the video! That will play the whole
video without using the loop feature. This is used to review the video.

Current Time: 00:00:00.00 Duration: 00:09:38.50

IR ae

(Type "|" to force a line break)

Text Properties
Arial K size:| 14 Plain L | White |~ |

Background color  Black L4 Background height | 40

) Translucent background
o SCC Row: 15 | < Change

No background

Change Selected Caption(s) Change All Captions

Repeat Interval

4« 4 »

Save Caption
(seconds) e
. Or use Return key
|4l Beep on to save a caption

2) You can adjust the amount of seconds being looped by clicking on the
arrows under “Repeat Interval”. As you type, the video will repeat the amount of
seconds you set it at. You can also choose to have MovieCaptioner beep
whenever it loops by having “Beep on” checked.

Repeat Interval

4 4 »

Start Save Caption
{seconds) P
Use E_t-;-". to begin - Or use Return key
adding captions &4 Beep on to save a caption
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3) As the video is looping, you can type your captions in the black box below
the video playing. Press enter to save your caption. (Saved captions will appear
to the right with its timecode). MoveCaptioner will automatically continue
playing the next amount of seconds.

00000000

Wreme14.01  |applaase’

U000 16 LE Iy worderbal Lo be here, Lo Lalk aboat my journey,| o Lk asbcual the wheelchair
Hirtiv22 o and che freedom it bas boought me.

Q00024 41 | etarlad using & abeslchair 16 yeary ago

1 il 746 wher an extended iliness changed thie way | cnuld acress e woord,

[ T T FT ¥ hen | stariet using the wheelchair, it was  Cemendods nes freedom. ]

(5,1 F SEUEL] LSy o

¥Whan | stared using the

wheelchalr,|

s gl g Prluanz i we: bacas

A E S| £ uar E Wil E

Trzqrmord mer sk ﬁ Fasberniiwd Bl 50
I Lt L
[ITETERCE B FYRCTEERT S
Hldzan 15 ﬂ har g g
Kz kg
rivee Camiar Sl Capein Spdi i Pres v Caikae Lo b = =
T et ~ all .
Ghonge Seleroad Caprnide) Traraqe Al Capies resm2 o pes Wi esTier rEsT @A CLm ahire Sarcie pusmrhitg efore s Firke cpeapsme wil b =P : :
helore rhe webresd evmier w3a worr szl a capiion surgsron ke st caprkn whrn yrd reaET e raking — —
Zwrmar rrerecl I ras crparve maprba rEacaginee - —
- -
N 4 g TR DI s CIpe ate e el R e E N ) = =
Haarl S Lagiinn
azaankl D bony wo gz capdrayal R U pos, wgiar Serde pans oy alax 15 Wy (e, rra
oord S B2 ey T ume Ferarr b=y with 1ig 22 poe oot oz lhe o capdian e [k g
2l 1y grrane B Eczawn M LWP 2 TR
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4) In order to have 32 characters per line in your captions, go to Edit > Add
Line Breaks Automatically.

File Spelling Symbols Wiew Import Export Help

E Undo Ctrl+Z
Redo
Cut Ctrl+X
Copy Ctri+C
Paste Ctrl+Y
Clear

Delete All Captions in Caption List

Remove Selected Captionis) Cirl+)
Insert Caption Ctrl+K
Split Caption Ctrl+L
Merge Captions Ctrl+
Split to Previous Ctrl+/
Split to Next Ctrl+'

Add Line Breaks Automatically..,
e 15t

E Timecode to 00 HR Start Time
Bac Timecode to 01 HR Start Time

v Shift Start Times...
= Change All 5CC Rows to Current Selection
(] Change Text Track Location

Adjust Text Track Size...
Find/Replace... Cirl+F
Finc Next Ctrl+g

5) Enter the number 32 to break the lines every 32 characters. “Read left to
right” should be selected. Click on Break lines.

Tip: It is recommended to add line breaks after you have finished captioning
your video.

&= Add Line Breaks Automatically l — Lﬂh_J

Break lines every 32 characters,

@ Read left to right

" Read right to left

Cancel | | Break lines

40



6) Under Text Properties, you can change the font, size of text, and color of text.
You can also change the color and height of the background the captions will
appear on. If you change the text properties after you type your captions, click
on “Change All Captions” to change all the captions.

Tip: It is recommended to change the text properties after you are finished
captioning your video.

& Add Line Breaks Automatically l — Lih_J

Break lines ewvery 32 | characters.

@ Read left to right

" Read right to left

Cancel | | Break lines

4



Editing Captions

1) Under the editing section, you are able to edit your captions.

Editing

Insert Caption

Inserts a new blank caption
before the selected caption

Remowe Caption

Deletes selected caption(s)

Insert Capticn

Inserts a new blank caption
before the selected caption

Split Caption

Insert your cursor where
you want to split a caption
into two separate captions

Merge Captions

Merges the next caption
with the selected caption

Select a caption to insert a
new blank caption before it.

Remowe Caption

Deletes selected caption(s)

Select a caption to remove it.

Split Caption

Insert your cursor where
you want to split a caption
into two separate captions

Insert your cursor to where you
want to split your caption.

Merge Captions

Merges the next caption
with the selected caption

Select a caption to merge with

the next caption.

42

Split to Previous Caption

Sends everything before the
cursor to the previous caption

Split to Next Caption

Sends everything after the
cursor to the next capticn

Cue Next

Picks up where you left off
when you resume making
new captions

Preview

Use Export menu
for final output

Split to Previous Caption

Sends everything before the
cursor to the previous caption

Insert your cursor to where you

want to split the caption to the
previous caption.

Split to Next Caption

Sends everything after the
cursor to the next caption

Insert your cursor to where you
want to split the caption to the

next caption.

Cue Next

Picks up where you left off
when you resume making
new captions

Select the caption where you left off
to resume making new captions.

Preview

Use Export menu
for final output

Preview your captioned video.



Exporting Captions to Your Video

1) In order to save your video with the captions, click on Export > Embedded
QuickTime (Unicode).

Help
Embedded QuickTime {Unicode)
QuickTime 5™
Flash XML (DFXP)
YouTube Captions
JW Player Timed Text (TT)
DFXP-TTML {Brightcowe)
DFXP-TTML {Worldnow)
Common Look and Feel (CLF) Player
Adobe Encore Captions
Sonic Scenarist SCC
QuickTime Text File
Awid Text File
Sonic Scenarist SCC ({Premiere Compatible)
Spruce STL
SubRip SRT
SubViewer SUB
SAMI (Windows Media)
WIMP Text
Echo360 Captions
Tegrity Lecture Capture Captions
Transcripts (paragraph form)
Transcripts (with timecode)
HTML {paragraph form)
HTML {with timecode)
HTML5 SMIL/Timesheet
HTMLS Web¥TT

2) A window will pop up prompting you to save in QuickTime format. Name and
save your video.

Tip: It is recommended to name the video the same as the original, along with
“captioned”.

ESaveA; - - - . Ié
Savein [ Deskiop - @2 e E-

H =
=
I Recent Places
Desktop
i=al
Libraries

L ¥

-

Computer

@

MNetwork

File name: untitled -

Save as bype: video/quicktime [*.moov; * mov; *.qt; “.mov; *.qt; “mgv; ©edp; * .tsp; Smdv; mpd; ".ogv; ".ogg; "we v] [ Cancel ]
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3) After saving your video, it will pop up in QuickTime Player with your captions.

i
I :

eeeeee B E1ED)

i
B o
i

SUEAUSTIN

eeeeeeeeeeeeeeeeeeeee
to talk about my journey.
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Exporting and Importing Captions

1) To export transcript files, click on Export. The most common transcript file
format is .SRT, however you can also export .TXT file formats by exporting
transcripts (paragraph form) or transcripts (with timecode).

Note: YouTube Captions and SubRip ~ @Dwe

. ] Embedded QuickTime {Unicode)

SRT are both .SRT files formats. QuicTime SHIL
Flash XML (DFXP)
YouTube Captions
I Player Timed Text {TT)
CFXP-TTML (Brightcowve)
DEXP-TTML {Worldnow)
Comman Look and Feel (CLF) Player
Adlobe Encore Captions
Sonic Scenarist SCC
QuickTime Text File
| Awid Text File
Sonic Scenarist SCC (Premiere Compatible)
Spruce STL
SubRip SRT

ub¥rewer SUB
SAMI (Windows Media
WP Text
Echo360 Captions

Tequh % apdure Captions
Transcripts (paragraph form)
Transcripts (with timecode)

AlaJrdps
HTML {with timecode)
HTMLS SMIL/Timesheet
HTMLS WebWTT

2) In order to import a transcript into MovieCaptioner, click on Import, and
select which format you would like to import in. It is recommended to import in
Text in Line Form, SRT, and QT Text.

([import Dexport Help Note: Text in Paragraph Form and Text in

@ Line Form are both .TXT file formats.
Textin Line Form

Tab-Celimited Text

Spruce 5TL

Flash XML (DFXP)

JW Player Timed Text (TT)
Common Look and Feel (CLF)

Adobe Encore
Sonic Scenarist (SCC)

Subrip SRT
Tewer SUB

i QT Text
YouTube (SBY)
CART File
TTHIL

WebWTT
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Caption File Formats

SRT - YouTube and other web players
SBV - YouTube caption file

DFXP - Flash Players

SCC - iPods, iTunes, DVD encoding
SAMI - Windows Media
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Frequently Asked Questions

1) What's the difference between open and closed captions?

Open captions are embedded into the movie; they can’t be turned off. Closed
captions give the viewer the option to turn the captions on or off.

2) After using MovieCaptioner, will my captions show up in Windows Media
Player?

Since MovieCaptioner is a QuickTime based software, captions will not appear
in Windows Media Player.

3) Will MovieCaptioner work with Zoom Text?

Yes, MovieCaptioner will work with ZoomText. The faster and better the specs of
your computer, the faster both programs will respond.

4) Will MovieCaptioner work with Dragon Naturally Speaking?

It depends. Dragon is a big program that uses a lot of RAM and CPU power. If

you use both programs at the same time, you will experience lagging and
freezing, unless you use a very powerful computer.
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Please write down any comments, ISSUes you came
across, what worked, and what didn’'t working using
MovieCaptioner.
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Approximate Production Time

Production time may vary depending on the captionist’s typing ability and
speed, and specs and speed of the computer.

1 minute video = 5 minutes of captioning

5 minute video = 25-30 minutes of captioning
10 minute video = 50-60 minutes of captioning
30 minute video = 2-3 hours of captioning

1 hour video = 5-7 hours of captioning
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Uploading to Youtube

1) Go to YouTube and log in to your account. After you have logged in, click on
the upload button at the top right.

Upload Q Q

Note: Since MovieCaptioner creates closed captions, which are not embedded
into the video, you will have to upload the transcript file seperately.

2)First, upload the original video by clicking on “select files to upload”.

Select files to upload
Or drag and drop video files

Public -

3) Wait until your video finished uploading and processing.

UPLOADING 83% 1 minute remaining. X

B Your video is still uploading. Please keep this page open until it's done.
FRDI:ESSING'M% 3 minutes remaining. X

ﬂ Upload complete! Your video will be ready at hitp:/fyoutu.be/JmERBULGYuUOU once it's
done processing.
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4) Click on the link to your video when it is finished uploading and processing.

Sue Austin Deep sea diving in a wheelchair YouTube

Your video is now ready at hitp://youtu.be/JmEBULGYuOU

5) Click on the CC logo at the bottom of the video to add the captions.

/ P I - Analytics Video Manager

6) Select the video language.

Sue Austin Deep sea diving in a wheelchair YouTube

ORIGINAL LANGUAGE OF VIDEO

What language is this video in? Select the language below to
enable new features for adding subtitles and closed captions.

Note: Subtitles and closed captions you've already created are
still enabled. They will show up after selecting a language.

Select video language ~
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/) Click on “add subtitles or CC” and then select the language.

Sue Austin Deep sea diving in a wheelchair YouTube

Add subtitles or CC ~

Search 160 other languages

Video language: English
Change language

8) Under “select method”, choose “upload a file”.

Sue Austin Deep sea diving in a wheelchair YouTube

+ English

SELECT METHOD

Choose how you want to add subtitles or closed captions to this

video:
Upload a file

Transcribe and set timings

Create new subtitles or CC
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9) You can select either transcript or subtitles file, then browse for the file.

Sue Austin Deep sea diving in a wheelchair YouTube

= English

UPLOAD FILE
UploadatertTransorptectimed subtitles file. Learn maore

ILE TYPE
& Transcript
Subtitles file

| Browse... | No file selected.

Upload

10) Click on upload on the bottom right.

Sue Austin Deep sea diving in a wheelchair YouTube

+ English

UPLOAD FILE
Upload a text transcript or timed subtitles file. Learn more

FILE TYPE
& Transcript
Subtitles file

I_Browse,..-| Sue Austin Deep sea diving in a wheelchair - YouTube

Upload




11) Once you upload the transcript, you are able to edit them. If no edits are
needed, proceed by clicking on “set timings”.

Sue Austin Deep sea diving in a wheelchair YouTube

= English Actions ~

VIDEO TRANSCRIPT @

Type everything that's spoken in the video here, then click "Set
timings" to automatically line up your text with the speech in the
video.

1
00:00:00,000 > 00:00:13,990

2
00:00:14,010 --> 00:00:16,160
[ Applause ]

3
00:00:16,180 --> 00:00:22,270

-.3_\.- > [¥] Pause video while typing

o @

Add subtitles or CC ™

¢ English

ideo language: English
Change language

Send feedback
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13) Click on publish at the bottom right.

Sue Austin Deep sea diving in a wheelchair YouTube

4+  English Actions ™

[ Applause ]

It's wonderful to be here, to talk about my
journey,
to talk about the wheelchair

and the freedom it has brought me

| started using a wheelchair 16 years ago

[¥] Pause video while typing
Looking for the "Transcribe and sync” editor? Transcribe and set timings

14) You now have captions on your video. To enable them, click on the CC
button on the video, and select “on”.

J Subtitles published. x

Add subtitles or CC ~

English {publishing... click to update)

0:59 / 9:38

It was as if they couldn't see me anymore.
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Uploading to Vimeo
1) Go to Vimeo and log in to your account. After you have logged in, click on

“upload” at the top right to upload your video, or click on “upload a video” to
the right of the page.

o Xz

4 Upload a video

2) Click on “Choose a Video to Upload”. Browse for your video, then click on
“upload selected videos”.

Upload Your Video

Please follow these rules:

1. Upload only videos you created yourself. + More
2. Certain types of content are not allowed on Vimeo. + More

3. Commercial and business videos can only be uploaded with Vimeo PRO.. + More

Still have questions? Read the full Vimeo Guidelines.

4 Choose a Video to Upload
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3) Wait for your video to load, then click on “Done! Go to video”.

Upload Your Video

UPLOAL o

Sue Austin Deep sea diving in a whe... / 66.53MB of 136.07MB / 00:06 Remaining Cancel

Basic  Privacy  Collections  Advanced Upgrade

v DONE! GO TO VIDEO

4) As you wait for your video to convert, start uploading your captions by
clicking on settings.

Waiting in line

Your video will begin converting in approximately 00:42:08. If you have other

00 -42 -08 things to do besides stare at this screen, you can leave this page and we'll email

you when your video is ready to watch.

Vimeo Plus members don't wait for their videos to convert.

Enjoy 10x more storage space, full player customization, and unlimited HD videos Get Vimeo Plus+ x

Q Sue Austin Deep sea diving in a wheelchair -
YouTube

from tania kalaitzidis = minutes ago

£+ Settings ‘+ Collections + Download * Delete
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5) Click on advanced.

Video Settings / Basic Info

Basic Privacy Collections Video File Upgrade

6) Click on “choose a caption file to upload” under “add captions and
subtitles”, and browse for your caption file.

Add Captions & Subtitles

Choose a Caption file to Upload

/) When your caption file uploads, select the language, and select “captions”
for the type.

aur FAQ

Add Captions & Subtitles

our FAQ

Language

| English

x

W su e-subtitle.srt

Choose a Caption file to Upload
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8) Click on save changes when you are finished. You now have captions
uploaded to your video. By clicking on the CC button on the bottom right, you
are able to toggle the captions on or off.
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