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Overview of Process

Enter video information into Basecamp.

Get copyright approvdinormally done by Velvie&nn)

Capturedigitize the video to reside on tehared Video drivé video is not on
YouTube/Vimeo

Caption Maker/MacCaption

Transcibe captions in Word or Notepad or send mp3 to transcription service.
Import video and transcript into caption program.

Format the caption cells according to the DCMP

Time code the caption to the video.

Save project and outjp.

QA

.Import caption file to be used in DVD authoring program, Flash CS3, or YouTube
.Send project off to recipient.

Amara

Transcribe caption in Amara.org

Format the caption cells according to the DCMP
Time code the caption to the video

Save project angut Amara link in Basecamp

QA

Send project off to recipient



Ba s mp

To Add New To-Do Lists:
1 From the dashboard, choose the class fraroties listed on the right side. If the class
t hat youbre addi ng v i Anetoaddthadasdprejecnhartwillt her e,
include whether this is for a student or not, and the semester when we received the
videos. This will indicate where you can find the course/project on the video drive.
0o Example
A Nonstudent: SPED DEPT (NS) FA15
A Student: SPED 510 (S5
1 Choose th& o-Dostab at the top of the screen and then chdtese to-do list on the
right hand side

@ New to-do list

Show to-dos assigned to

Amghe [=]
Show to-dos that are due
Anytime E‘
Completed to S
rele o
0
video

orgo I prelectu

. idestect
Rewman-prejection-videotectur

1 Namethelistthe i d e o 6, sheak hatheptiondfivate andAllow us to track
time). Under thelist description please include Source (DVD/online video), Output
format (DVD, streaming, xml, open caption), the name of the student, the name of the
contact person (if for a class this should be the professor), the copyright information that
you know.If there are manyideos in the project, then you can also include the location
of the video (subfolders) so it can be easily fodrtten chooséJse a tedo list template
from the top right side of the screen.

o NOTE: if you are just creating transcripts for a course thaQg/CITL/ATLAS,
then they donét want any ums, ahs, or
together (Week 1 Lesson 1, Lesson 2, Lesson 3) We are therefore going to group
them in basecamp accordingly to how we will send them back. For the
description, pdase put the number of videos that have been grouped together.

A NOTE: sometimes there are videos missing (slide 2, 3, 4, 7, 8, 9) Call the
item Slide 24, 7-9.

S
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New to-do list Use a to-do list template

-~

First give the list a name (e.g. "Things for the meeting”)

Optional features
[ private: (Visible only to your company)

[l Allow us to track time spent on this to-do list

List description or notes about this list

Create this list | or Cancel

EBasscamp
Choose the appropriate template for the vitlem the drop down menu
Amara

A This is forcaptioning a video that is on YouTube or Vimeo. The transcript

will be created in Amara.
OCE captioning
A This is for any video we caption for ATLAS/OCE.
Just Transcript in House
A This is for captioning a video that is not owned by the University and we
creae the transcript in house.
Just a transcripMitchell
A This is for when we just need a transcript of the videod we 6 r e
send it to the transcription service
In House made videdranscript in house
A This is for captioning a video that is ownedthg University and we
create the transcript in house.
In House made videdranscript provided
A This is for when the video is owned by the University and they have
provided us with a transcript.
In House made videdranscript to Steve
A This is forcaptionirg avideothatis owned by the University and we send
the mp3 off to the transcription service.
Transcript sent to Steve
A This is forcaptioning a video thas not owned by the University and we
send the mp3 off to the transcription service.
Professional eo Transcript in House
A This is for when we are given a DVD or VHS, capture and caption it and
produce a DVD.
Professional VideoTranscript Sent to Mitchells

goi
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A This is for when we are given a DVD or VHS, and send it to the transcript
service, then we caph it and produce a DVD.
o PowerPoint
A This is for when the professor insists on using PowerPostidos a video
o Course is finished
A This is the first tedo item you should put in a course/project as it is the
last item that will be completed. This is sotttiee project can be taken out
of current courses/projects.
Make certain that you put videos into Basecamp in the opposite ordgothavould like
them completed. Basecamp always adds a nalo item to the top of the list.

Working in a Current To-Do List:

Tracking time

1 We need to track the time it takes us to caption a video plus the actual length of the video.
To do this we put the length of the videounding up to the next minyta by clicking
on theclocku n d kengthiof Vide@to-doitemiunder per kemgthofchoose A
videoo. The time is entered in as hours so e

firddtologd. Then a dodk ypuhoeaddtthie maeoto Baspu nder t he A A«

Vi deo t o Bdogemandchgose ydurame (if notcheen)a nd ftaddéeon
logdb. You c an chdekboxto mdicate that yolhaee finished adding time for
this to-do item.

o Note: if you were doing transcripts only for CITL/IOCE/ATLAS, then you want to
round up all the video separatedytheir next minute, and then add that time
together.

A Example: videos of length 36 secs, 1min 2 secs, and 1min exactly add up
to 4 mins, not 2 mins 38 secs or 3 mins

Add videos to Basecamp

Date Mar &, 2012

Person |Ann Fredricksen [=]
Time \\

Description
Add to log | or Cancel




Editing Items

1 You can edit items (names of videos or names-dbtdems) by hoveng over the item
you want changed. To the |l eft of the check
Choose thé&dit button and make your corrections.

T §dit  Captioning Manual
‘\D v Add videos to Basecamp
1 To assign an item to someone, chooseetliebutton. You will then choose the person
who will complete this task from thdrop down menuand assign it due date Make
certain that theheckboxis selected so that the person whom this is being assigned to,
know to compl et e tsavethis$ i kif.you @rb wonkingoh anc k on
item, dease assign it to yourself so that everyone knows that you are working on it.
T NOTE: Y o uDoasmeadshget/invbigence again, they have assured me that there
are no more videos Velviet Adams 10 Aug 20
and tre due date will then be the next work day.
1 Due Dates for videos for students will be 2 days before the start of the semester if the
professor is unable to give us due dates, or 2 days before the video will be shown

&dd wvideoszs to Basecamp -

Who's responsible? When is it dus?

Angella Anderson E Mo due date

Motify Angella via email? \ \

Save this item | or Cancel \

Deleting Items

1 You can delete items (names of videos or namesad items) by hovering
over the item you want deleted. To the
Afedito butt on wirdshcandyttpnearait will b Heteteds e t h e

T Edit  Captioning Manual
[[] v Add videos to Basecamp

Adding item
1 To add aritem to a tedo list, click onAdd an item at the bottom of the list.

10



1 Enter the name of the new item and assign it to someone if applicable. Then

Captioning Manual B3

v Add videos to Basecamp

Send videos to Steve

OOoOoOoO

L Convert videos to correct format

choose thé&dd this item button at the bottom.

Milestones

To keep track of when different videos are doa yeed to add them to the
Vi

11

1

1 Addthenameof t he

calendar tab of the projecE o0 me

would like them back ASAP. Do not put a milestone in for this type of item.

deos

scripts and forward them to student

wonot

have

Click on the day that the video(s) is due and the following box will appear

test for mq{
When?

Mar 14, 2012

This is (O an event @ a milestone

Milestones have checkboxes that vou mark

themn as done. They can be late, too.

Wha's responsible?

at any time

Make this a 'r'ulti-@ event ex: 9:30

e’

am

Me (Ann Fredrickgen) ||
Basecamp will send an e reminder 48 hours
before the milestone is due.

the project.
automatically be set.

"
]

vV i G miteston®d | & o @ reapsrsibiligy for
Wh e nsaweochangesioe T ene ayowi ¢ &n

1 When a video has been completed and sent out of Ai®mber to mark the
checkboxon the calendar to show that it is complete.

a

du e



Archiving
o When all the videos are finished for a class the class can be archived.
A For videos for students, change the name of the course to include
ftFI NI SHED+semester of the coursebo
A For videos for degrtments, change the name of the course to
I n c | -BEINISHED+semester the project was finished
o0 Before videosare added, youshouldattbttcd o i t em A Cour se i
Fini shedo so that it can be archived

12



Copyripgmtcedur e
1. Permission flow chart:
PERMISSIONS PROCEDURES FOR VIDEO COPYRIGHTS

2. Permission flow chart:
a. Video will be entered into Basecamp by Ann as soon as it is received. Basecamp
will email Velviet that a video has been entered that requires permissions.

i. Due dates for permissions will be seBtavork daysbefore the professor
is showing the video in class.

b. Annwill look up copyright holdename and/or email address, if easily noted, and
put this into Basecamp.

i. If the video is on YouTube, then copyrightiot needed as we will use
Amara.org to caption the video. If the video is blocked from Aneara,
search should beitiated to determine if theideo isowned by the person
who posted itor belongs to someone else. If it belongs to another party,
then that entity will be contacted, not the person wlosted illegallyIf
the copyrightholder cannot be determined, an email will be sent out
through the U of | Accessible Media YouTube account.

ii. Ifitis found that the video can be purchased, then that iafomwill be
forwarded to the instructor, along w
Centerwebsite for requesting the purchase of the video
(https://illinois.edu/fb/sec/887006If the video is not captionedhen
purchased, the library will send thalgo to Accessible Media Servicks
captioning andhe video will bereturned to the library so that it can then
be loaned out to thastructor.

1. The professor should include a note that they wish to use the video
for the upcoming semester and thatdeds to be captioned. This
will alert the library to send us the video.

2. The currently Undergraduate Library contact is Paula Adams
(peadams@illinois.eddor DVDs/VHS, and Ginger in the Media
Orders grouprfiediaorders@library.illinois.edifior streaming
material.

3. Liam Moran thoran@illinois.edufrom ATLAS will actually give
you the streaming media file. You will sehoin back the .xml file
for captioning)

**Note that Films for the Humanities and CBS NEW8 mot grant videacconversion. If we
want to put it on DVD thent must be purchased on DVBI.

3. If the video is being shown more than 2 calendar weeks out from the date it is received,
a. Velviet will send out an email to the copyright holder and save the email in
Basecamp and on the T Drive.
b. 5workdayslater, i f they dondét respond, a secon
Basecamp.
13
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c. 3work days later, if there is no response send out a fax of the permission request

and save fax cover sheet in Basecamp
I. If no fax number is available, pleasiap.

d. 3work days later, if there is still no response, call the copyright holder and put
into Basecamp the results of your conversation. Notify Ann that we have not
received permission so immediate action can be taken.

i. If no phone number is available, pleakep.

e. Notify Ann that no response has been received.

If a copyright holder has verbally stated that they will sign and return the form

and has not done so &work days please contact them again. (Sooner, if the

video is being shown in less than 3 déy#)is process ishe sameemail, fax,

phone, tell Ann.

g. Velviet will need to reevaluate where she is in the timeline if she gets a response
back telling her to contact another party. If she in unclear where she should be,
then she should ask Ann.

—h

4. If the video is being shn less than 10 calendar days from the date it is received, then
the following timeline will be observed:
a. Immediately call the copyright holder, and note the information in Basecamp.
b. Then send the permission request form either through email or fax fotdhe
sign and return.
c. If the permission is not back thbusiness daysend anothezmail or fax for
them to sign and return.
d. If the permission is not back another 2businessdays please make another
call and let Ann know the result of the phone call.

5. Once a signed permission letter is received with no changes or requests, upload the
permission into BasecamplessageAnn through Basecamihat permission has been
received, including the course and instructor inntessagef the video was from the
library please send the permissietier toPaula Adamgpeadams@illinois.edun the
library as well.

6. If the signed permission has a change to the contract or is requesting something
additional, put the signed permission into Basecamp, notify Anmpératission has been
received and what the change or request is, so that aetiolpe taken immediately. The
email should include the professor for the class and the course.

a. As of right now we are not giving out .scc files for DVDs or a completed video.
b. If someone asks for a transcript, the following language should be attached:
i. iThe attached transcript of the

University of Illinois (Alllinoiso)
only. The Material may ndbe transferred to any third party wsed for
any commerci al purpose. 0

ii. Ann will then add a Tdo Item in Basecamp to reflect this request.

14



c. If we send out a DVD, we will copy protect the video so that copies cannot be
made. The receiver should be masare of the fact that they cannot use our
work for commercial purposes.

d. If the person asked about whether we have PPR, please forward the inquiry to the
|l i brary and respond back to the company
You should be contactdry Paula Adamgpeadams@illinois.equOnce PPR is
established or acknowledged, please sign the permission letter for us to make the
video accessible. o

7. If you get a response back that permissiomotine granéd, put the response in
Basecamp and notify Ann with their respons
name and the course.
a.ln the case of streaming materi al: I f th
because they pirated the video, then Velsteould request of theopyrightowner
wherethe original video is from and/or if a legal version can be obtained. If
purchasing needs to be done, please follow formerly stated procedures.

8. Velviet MUST keep Basecamp up to date with milestones and glsdimeone
immediately if a video does not have permisataysprior to its showing date or
before it is given to the instructor.

9. ALL PERMI SSI ONS MUST BE SI GNED WIIiNE A PERS(
EXCEPTIONS. (Only under extreme circumstances andbAs a3 gam tbere be any
deviations)

10.THIS DOCUMENT IS A LIVING DOCUMENT AND WILL CHANGE AS
SITUATIONS, TECHNOLOGY, PROCESSES, AND PROCEDURES CHANGE.

11.There are 2 letters we send out for permissions:
a. Library Owned video:

(Date)
(Name/Address of the CopyrigBiwner Attn. Permissions Department)
Dear:

The purpose of this letter is to request authorization to modify instructional audiovisual
material, that is currently owned by the University of Illinois library, to include captioning
and/or descriptive narration as mandated by federal law for studigntdisabilities

attending public postsecondary education at the University of lllinois in UiGhampaign,
lllinois.

This request is timsensitive and requires an immediate response. Please reply on or before
(insert datg Please complete the staent that is attached to this correspondence, and return
it to:

15
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Velviet Adams

Office Support Specialist

University of lllinois UrbanaChampaign
Disability Resources and Educational Services
Accessible Media Services

1207 S. Oak Street

Champaign, I1L61820
dresaccessiblanedia@illinois.edu

(P) 2172445785

(F) 2173330248

ils:

ed. This
te that
d.

title)

16



(Company)
(Printed Name, Title, and Company of Individual Granting Authorization)

12.Other:

[Letterhead]

Date:

Name and Address of Addressee/Copyright Holder

Dear

| am contacting you on behalf of Disability Resources and Educational Services at the
University of lllinois at UrbanaChampaign.

| am requestingermission on behalf of the University to use the following work:
[insert information here]

This request is for permission to include the above content in a digital form within the

Uni ver sity of-protécited counse mahagereerst systems fr educational, non
profit purposes for the use of a student with a qualified hearing impairmedition, we

request permission to modify content for accessibility purposes &ddjclosed

captions/audio descriptions), as required by federal and state law in order to accommodate
students with disabilities. The content will be hosted onthedJnis i t y0s secur ed
restricted tqcourse X, instructor, term

Our information indicates thgyou/your company, arelis currently the holder
of the copyright. However, if you do not currently hold the rights, please provide me with
any information that can help me contact the proper rigblder. Otherwise, your
permission confirms that you hold the right to grant this permission.

| hope that you will support our educational programs by granting this permission. If you
require anyadditional information, do not hesitate to contact me at the address and number
above.

Sincerely,

Velviet Adams
17



Office Support Specialist

University of lllinois UrbanaChampaign
Disability Resources and Educational Services
Accessible Media Services

1207 S. Oak Street

Champaign, IL 61820

(P) 2172445785

(F) 2173330248

Permission is hereby granted:
Signature:
Name & Title:

Company/Affiliation:

Date:

18



Capturing a Video

VHS/DVD
1 OpenCaptionMaker/MacCaption

1 Turn on Sony Media ConvertdiAnalog INO should be selected. RCA Cable should be
plugged in fronfiVCR OUT 0 to media convertdiiN 0. The firewire cable should be
connected fsm the mediaconvertéro t he computerds firewire f
o If converting a DVD then you also need to also have a DVD riplogiged in.
Have theiVCR OUT 0 plugged into thé&iGoDV! Ripper Box INPUT then the
GoDV! Ripper Box OUTPUTO plugged into thé&iConverter INo and the
firewire should still be connected from the medlmvertet o t he comput er
firewire port.

Below is aschematic of both setups.

Diagram of setup for
capturing VHS videos

media Computer
converter
} N
—= = ||| e=—=
= [ ]o¢ sesses —
VCR
Diagram of setup for
capturing DVD videos
Ripper media Computer
converter
Box
| | 7

— e | I P O | —

| [ }

19



Below is GptionMakeb s mai n scr een

[Z Untitled - CaptionMaker-Pro v6.5.0 - | X

i File Edit View Attribute Format Caption Subtitle Time Code Video Mode VTR Control Web DV Tools Help

Time Code

00:00:00:00 [¢] 4 b [

Row Operations

@ ®

« & > » » B B a2 & Caption Subtitle

# Start H \'2 J Display Caption/Subtitle
(o} B c n

!
1
!
!

of
!
!
!

DWW wwwwo

1

_—
]
_—
-
7

I

For Help, press F1

1 To capture a video from VHS or DVD selé@Vo Y fiCapture DV videoo.

20



i File Edit View Attribute Format Caption Subtitle Time Code Video Mode VTR Control Web

[= untitled - CaptionMaker-Pro v6.5.0

Tools Help

Retrieve Captions

Time Code Encode Captions/Subtitles

00:00:00:00 ® Normalize DV AVI File

Print DV Video to Tape

Capture DV video

Row Operations

21

1 The following window will pop up. Make certain that you sef#teview video while
capturing0 so you can preview video. SeléBrowsed and save video file in proper
location and when you are ready préStart Captured. When the video is over, close
the preview window. (note: video will preview in new window)

1 Note: The proper location is probably going to be on the desktop of the computer you are
working on. Then you can transfer the file to the Video network drive.



T

1

Capture DV Video

Yideo File: ‘ Browse

/ Start Capture

You should see and hear the video playing in the capture window. The capturing
process is real time, so a one hour video will take one hour to capture.

[ Preview video while capturing

/

If the video needs to be sent to the transcription service, please see the section on
Converting \idea. (below)

Converting and Splitting f
Convert to AVI

AVS Converter

T

T
T
il
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Only convert one file at a time or AVS will write over the last video with the next
video.

Convert the video to aNP4.
Drag the video that you wWamte 6c amwvar.t ed I
Il i ke to have AVS output to a folder on
| know where the videos end up.
To make certain that vyour framaendrate i s
then make certain that
i. Video:
1. the frame rate is s&b 29,97 fps.
2. Frame Size is 640x360
3. Bitrate 712
ii. Audio:
1. Sample rate 48000
2. Bitrate 112
Once everything is set correctly, then \



Devices

B =5 0 0 v .

Favorites  To AVI To DVD ToMP4 | ToMPEG  To WMV To FLV To SWF Edit

2 @ 3 0

Menu Settings About

Input File Mame: |‘|":‘|5PR_ING 16'P5 241\module Symodule S\MEL1PS-2016-1_PS241 L0O5-01.mp4

00:06:26.553] | Browse...

Browse, ..

|

Progress:

Output Fil:rm;-,qc:‘u.lsers‘mﬁedr 1\Desktoplvideos to convert\PS-2016-1_P5241_L05-01.m4v

ofile: | [Custom]

[ spl

it Batch Mode

Conversion Options | Aspect Correction

Input File: PS-2016-1_P5241_L05-0L.mp4

Split by Chapters

Output File: P5-2015-1_P5241_L05-01.m4v

Limit File Siz

- << Advanced
// Convert Now!
#

e (650 ~| Mb

Video

Video Codec

Audio

Frame Size:
Bitrate:

Frame Rate:

Audio Codec:
Sample Rate and Size:
Bitrate:

Channels:

: H.264/aVC (Advanced Video Coding)
1280 x 720 pixels
769 kbps

29,97 frames/second

MPEG-2/4 Audio
44100 Hz 16 hit
36 kbps

1

Video

Video Codec: | H.264/aVC (Advanced Video C Advanced...

Frame Size

Bitrate

: | 640 +
FS
b

:| 712

Frame Ra | 29,97 fps -
Audio

Audio Codec
Sample Rate
Bitrate

Channels

| 380 % |custom.. -
File Type: |maviPod

Max File Size: 72,18 Mb

: | MPEG-2/4 Audio -
: |48000Hz  » Size:| 16bit -
: |112 kbps
: |Stereo -
I Save Current Setup as Profile... J I Delete Profile ]

| Total Duration: 00:06:26

Audacity

Convert to MP3

0 Open Audacity.

o Drag the video file into Audacity
o Go up to File Export.
0

Make certain that File type is set to mp3 and you know where you are saving your
audio file to, then select Save.
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A If there was a period in the name of the file, then you will have to remove
it or add .mp3 to the name of the file after it is coraebrt
0 A metadata screen will then appear, just select OK

1 If you are sending the video off to the transcription service and the video is longer than
60 minutes, please break up the mp3 of the video into 2 parts using Slice Audio File
Splitter.

Splitting a file using Slice
1 After openingSlice Audio File Splitter.
1 Dragthe audio fileintothe Fi | es atem Sl i ceo0

1 One the right hand side, select the number of files you want to cut your file into,
or put the duration of the fifle not more than an hour.

1 Choose were you would like your files saved to and then select Slice

Esn.ﬁomespnuer ' e o o dh l—|_'n£.';IEI Sg.i
File Teols Help

i b X K 8 8

Add File(s) GZlice File(s)  FRermowe  Remowe All Options ToolBox Help
Files To Slice Length Size @ SiceInte 2 = || Files
C:\Users\ajfredr 1\Desktopivideos to convert'test.mp3 00:03: 18 7733 KB

(7 Slice Into Files Of Duration
00:01:00 | (HH:MM:55)

(7 Slice Into Individual Tracks

Threshold: [-25JE[ 1]

Duration: 1 | Seconds
| |
Output ;
[ .
Sliced Folder:  v:\Spring2014YCHLH 274\ARCH 563\Research Methods 1a Jan 21 Browse ][ Explore ] E@ e
lice Audio File Splitter v 2.00 € NCH Softwar ——
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Capturing Online video using Screen Recording Software

Camtasia

1 Open the online video in browser and open Camtasia.
1 ChooseRecord the Screen

Welcome - Camtasia Studio

Camtasia Studio NN TN

h - N — -
\ Recent Projects N
& 3
Record Record
\ the Screen Yoice Narration
more...
- -
& . Tutorial Videos
“ -
\ " . @ ' H Dverview H Produce
‘ Record Sh
\ H ecar H are A
R Record Import H Edit e ¢

PowerPoint Media

Close

25



9 Move the box to the desired size to catchvideo.

/- YouTube - Baby Panda Sneezing - Windows Internet Explorer

[B][%][] o tveseach

i Favorites | 5 &)
JVwTube»BabmedaSneezlng }7| - [ ém - Page~ Safetyv Took~ @+
- al
You Tube |baby panda sneezing Search | Browse | Upload Create Account | Sign In |
Baby Panda Sneezing
musicvideos4utube 5 videos Subscribe
|
Watching Panda Sneeze
168,002 views
3inchbees Featured Video
The Sneezing Baby Panda
59,850,395 views =

Dramatic Look
21,082,047 views
magnetss9

Baby Panda Sneezing Slow-
motion

st Y

" a _u
3,951,206 views
> 002/014 | ol 3600 | £ | 53 thyen
musicvideos4utube — July 28, 2002 — want lockerz invites email me at [¥] 268,825(% tiotiaha
willplay625625@yahoo.com views 116,691,548 views
= BlackOleg
Gl | | Capture  Effects  Tools

Posta comment

Highest Rated Comments

HeavenzRoze lol..i love If
afterwards... 15 &
Kitten scare like panda

sneeze

14,017 views

KelciAThryce

charlie bit my finger

4,769,242 views 9

Ricoldan1992 hahahaha the mom was like WTF?! 12 &

Video Responses see all

Panda Sneeze Laughter
% 2 2% views

untitled - Paint

1 Hit REC when you are ready. You will have 3 seconds that are counted down and then
the program will start to record. You will need to prelssy once these 3 seconds are
over. The program should record the stre:
microphone plugged into the program.
0 You mak choose the audio device to record by selecting the drop down menu
next to the Audio button.
o The green braunder the Audio button should be fluctuating when sound is being
played on the video if it is working properly.
o If Lync is on your computer, put your status to Do Not Disturb, so phone calls
and | Ms dondét come through during recor
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1 When the video isver, then histop and the preview window will open up.

Time: 00:09 / 00:09

Shrink to Fit

1 Hit saveand save as .avi file in the proper folder.
1 You will need to convert this video AVS for youto use the video in Adobe Encare
to send to the transcription service

27
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Converiideg V¥v¥romatvi asbi hgbFIl ash

Moyea SWF to Video Converter is used to convert the flash video.&vidile.

1 Open the Moyea SWF to AVI Converter program.
T Cli BGlows®b and select your
[]

Miya SWF fo Yideo Corerer Standaed

.swf file.

@
~Bamchiobach mods - fdnplles Rl oS L J
legu Pk i
Flash Progpadma
Warmon:
et = Hoght
- Frams Rae
mayea TutnlFrarest
SOFTW ARE

Bathgrurd D | vl

A |

DD hamaz

91 This will open up the original video in a player windo%electon the black arrow to
play the video.

& Maywa SWF 1o Video Comanar Siandand
- Ewachicbaichmode

2%
e e R @
Vpat Fhe  L\Daouvant) i SEtege s 1D ek g L' g ol ookl _TICEE .-&—.—Pl-.

Flanki Progeviesi

W -]
ikl Hamght: 0WEM
Frames Plis 1]

Tolsl Frames E

Bachgpord oo | Ovgral

(=] (=]

1 #2548 hraras




9 Selecton Convert.

=17

[ Moy SWF 50 video Comarer Standasd
Swmch 10 bestch mode } 3 =
Fomt: Ay Wi Inbabearved [ 4l = g
Engeset Tix C\Diocumants srd Sattrgeaarciered LIUC D Decumsrtr M opms o5 | o L
Pl dandes i ey
Corerson Mode: = YWhat's his? Mo 509 00 Qoanl
[ (=) Marnad () Eevvinrt Ferveaed

Capdrs Setrgn
Az ancd caphuee o e lack e
P2 o b Pulyaes | Bahea) - B ol plang Aeshon b3 caphes

Mide whis cpnavg

7P |

ay and Captureo.
T APl ayo the videoé

The

B wacaren [ ]

29

\Y

deo

comes

up

on



1 The original video begins to play the window. This is redlme, so the entire video
needs to play in order to capture it. Abbnute video will take 15 minutes.

b Index (b irdehim] - KampoZer

Fid  Ecit  Mww lriet Format Tabk Jool  Hep

a0 a2 we - £
Bady Tewt |=) | inocima) =) 1 0} FSES o4
Variskls Width Tl By s BIUETEIN

Biades ]

1 T 1

Test pags for HRE 472
Page One
[0y L

] O £ o
Informetion in ach cell |

0 s
i

1 The completed .avi file is saved in the directory that you specified.

The .avi can now be opened with thaptionMaker/MacCaptiogsoftware to be timeoded
in the regular process as described.
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ConverdceviHb t o opedVOapti on

Setup of Equipment

{ [(J——
- = Ripper Box
| — 0
1 S0 VHS Player

o0

ul o e = DVR Player
e
|

f

O
am R

1 Things highlighted ifBiflk are what you select on the screen, things highlight&itie
arewhat you hiton the Remote/VHS Player/DVD Player
o Turnon VCR, DVDR and TV
A 1t will ask you to formaiES Y ENTERY NMESY ENTERY START
Y ENTER
A Then it will say that formatting is completed hit ENTER
0 Putdiscin DVDR
o Change the DISC Name
A FUNCTIONSY OTHERFUNCTIONSY DVD
MANAGEMENTY DISC NAME
o0 Hit Return to go to regular TV
o Hit Play onVCR and Record on DVIR
0 When the video is finished hit STOP on VCR and DRD
A The DVD-R will do some formatting

o When itis done hIEUNCTIONSY ENTERY Y
ENTERY Y ENTERY Y ENTERY
YESY ENTERY Y ENTER
31



0 When itis done hIENTER
o Now you can hit play to watch the video and then you can eject

Streaming videos

So, you have a video request. First questiosit captioned and captioned decentfysd,
Great'You 6 r e don e . mightnéed to betdownlbadesl. f i | e

Library

1 If the streaming video is from the library, then you need to let Ginger in Media
Orders fnediaorders@library.illinoiedy know that you will be captioning the file.
Then email Liam Moran at ALTASforan@illinois.edpand have him send you the
digital file. You can then caption in CaptionMaker/MacCaption and export/send the

xml to Liam to sync together.

Amara

1 If your (input) file is YouTube, Vimeo or html5, you camportthatlink into
Amaraorgand then no copyright permission is needed.

Other

Flash Videos

Find your Flash video using Internet ExploreO NOT use Chrome or Fifex or the plugin

wondét work. Hover your cursor over the video
button.DO NOT close the tab or browser; otherwise it will not download correctly and

youoll have to redownl oad it.
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mailto:mediaorders@library.illinois.edu
mailto:moran@illinois.edu

9 Download This Video

1. You Posted That on Facebook?
2 Click fAView lLsihborudrdy c.p ele aMi Rlhayaerwi ndow of
if nothing is there. Wait for your video to finish downloading.

@-aﬂ!ﬂ-.-r.rr_-'.::-;rr:ﬂs-.r' — Gat 'HEEI'FI'I':E!.I:E': &
You Posted That on Facebook? - YouTube

I [
Downloading... 3.1 of 13.4 MB

View Library... Clear Completed

D YWant to watch these videos on your TV? Get RealPlayer Plus!
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Right click on your video and it will prompt you through converting; choose PC or Mac as
output and you should be set.

Shockwave Files

Real Pl ayer doesnét | i ke shockwave. We have y
i sndét bad, buggy o(whyyweadosaeerecaptured\iescreeni s wher e

recording software

Camtasia/Open Broadcaster/Screen Recording

Camtasiascreenpat ur e i-¢i tthhed o0d fafsar t . I f al |l el se fa
video on Linda.com series of videos on Camtasia) and save it out as a usable file, which we
will throw into caption maker.
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Transcriopt

Videos over 5 minutes of running time should be sent to the transcription service (see
below), videos under this time should be done in house as time permits.

Transcripts should be typed into Word or Notepad while watching the video. This will be
the majority of your labor cos80 min of video can equal 8 to 10 hours of labor.

There are two ways to write a transcript. You can start a new line with each samtence

you can start a new line for each speaker. Captions can be broken naturally at commas or
periods. Write transcripts using correct punctuating and rules, sentences start as capital
letters and the rest in lower casecetiera Write exactly what you e, word for word.

Play video while writing transcript.

0 You may play the video in a media program or in the freeware Express Scribe.
Express Scribe can take advantage of a foot pedal so you can leave your hands on
your keyboard but wdeou canét al ways see

o A program such as Windows Media Player allows you to see the video and who is
talking, and if your keyboard has a play/pause button then you can use that to start
and stop the video but you have to take your hands off the keys.

0 You can also use@ogram such as Dragon Natural Speaking to write the
transcripts. Because this type of program is trainlaplgou,you need to use your
own voice and instead of listening and then typing the words, you listen then
repeat the words. You might want toitr®ragon using the Rainbow Passage
because it is supposed to have all the phonetics in the English language in one
paragraph.
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Transcription Service
Convert video to mp3 using AVS (see above).
Open DocShuttle Dictator
Connect to the server.
o Connect iormecttofFTRC

o or select the first button in the quick links toolbar

Drag and drop mp3s into DocShuttle

Upload the mp3s.

olf files need to be uploaded

green upwards arrow

[ cxsneon ST
File Cggpection File Transfer Tools Help
| 8| nea x| @ e

s é?
FTP & Listing directory typef4: Responsereceived  |Purged: typeb4'\U 0119-001-1814 0100 01 Depres

File Mame | Status | Job | Type | Dicta
@. U 0123-001-1814 0100 01 HarvardCenter's Channel - YouTubetp w10 0., Uploaded 01232001 typeG4  LIUC
%‘ U 0123-002-1814 0106 01 How Resilency Happens - YouTubewmv.mp_ Uploaded  0123-002  typebd4  UILC
%‘ U 0202-100-1814 0100 01 Bone Structure.mp_ Uploaded 0202100  typeB4  LILJC

%- U 0202-013-1814 0106 071 ATP.mp_ Uploaded 0202013 tpeG4  UIUC
%‘ U 0202-017-1814 0106 01 ATP.mp_ Uploaded 0202017  tpeG4  LIUC
@. L 0202-081-1814 0100 07 Cells of the Mervous System.mp_ Uploaded 0202-081  tpeBd4  LIUC
%‘ U 0202-005-1814 0106 01 Carbohydrates.mp_ Uploaded 0202-005  typebd4  LIJC
%‘ U 0202-011-1514 0106 01 Cellular Qrganelles.mp_ Uploaded 0202-011  typeB4  LILJC
%. U 0202-016-1814 0106 01 Cellular Respiration.mp_ Uploaded 0202016  twpefd4  UILUC
%‘ U 0202-080-1814 0100 01 Connective Tissue.rmp_ Uploaded 0202-080 typeB4  LILJC
%‘ U 0202-025-1814 0106 01 DMA Replication and the Cell Cycle.mp_ Uploaded 0202-025  typeB4  LILC
%‘ U 0202-095-1814 0106 01 Endacrine Systenn.mp_ Uploaded 0202-095  typebd4  LILC
%‘ U 0202-076-1814 0100 01 Epithelial Tissue.mp_ Uploaded 0202076 typeG4  UIUC
. U 02021031814 0106 01 Gas Exchange.mp_ Uploaded 0202103 typefd4  UIJC
%‘ U 0202-120-1814 0106 01 Female Reproductive Anatomy and Physiology... Uploaded 0202120 typeB4  UIUC
%‘ U 0202-030-1814 0106 01 Genetics and Inheritance.mp_ Uploaded 0202-030  typeB4  LILC
Gl i

Local Files

File Name: | Statug | Job | Type | Dictator

%‘ U 0123-001-1814 0100 01 HarvardCenter's Channel - YouTubefpu ... Uploaded  0123-001  tpped  UIUC LAE
%‘ U 0123-002-1814 0106 01 How Resiiency Happens - YouTube.wry... Uploaded  0123-002  tppeBd4  UIUC LA

' U 0202-007-1814 0106 01 \Water_Properties.mov.mp3 Uploaded 0202-007  tppeBd  UIUC LAS
. U 0202-008-1514 0106 01 Reaction_of_Sodium_and_Chlorine.moy....  Uploaded 0202008  typefd  UIUC LAE
. U 0202-009-1814 0106 01 Contractile_acuales.mpg.mp3 Uploaded 0202-003  tppeBd  UILC LAS
' U 0202-012-1814 0106 01 kinetic_energy.maov.mp3 Uploaded 0202-012  tppeBd  UIUC LAL
. U 0202-015-1814 0106 01 Energy_Corversion. mov.mp3 Uploaded 0202-015  typeB4  UIUCLAS
. U 0202-014-1814 0106 01 Plants.mov.mp3 Uploaded 0202014  typefd  UIUC LAS
' U 0202-020-1814 0106 01 DMADarkLady_ISOM.mov.mp3 Uploaded 0202020  tpefid  LIUCLAS
. U 0202-026-1814 0106 01 Heart_Stem_Cells.mav.mp3 Uploaded 0202-026  tppeBd  UILC LAS
' U 0202-023-1814 0106 01 'WT Cdna_Final_ISDN.mov.mp3 Uploaded 0202023  typefd  UIUCLAS
' U 0202-024-1814 0106 01 clonedmilk_final_|SDM.mov.mp3 Uploaded 0202024 typefd  UIUCLAS
- U 0202-029-1814 0106 01 Genetic_Diversity maw.mp3 Uploaded 0202-023  tppefd  UILC LAS
! U 0202-031-1814 0106 01 Finches_Matural_Selection.mpg.mp3 Uploaded 0202-031  tppeBd4  UIUCLAS

Download transcript
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1 Move transcripts to correct folder

37

o Transcripts are set to go to the DocShuttle Files foldékx ann 6 s MoMeDhem
to the correct folder on the Video drive.

Correct transcript
1 The transcript service does not put in sound effects or speaker recognition.
Please go back through the video and correct any mistakes or omissions.

1 Some transcriptions put ellipses before and after every um, uh, and ah. Please
remove these améplace appropriately.

1 Please correct spacing issues that the transcriptionists created.








































































































































































