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Overview of Process 
 

1. Enter video information into Basecamp. 

2. Get copyright approval (normally done by Velviet/Ann) 

3. Capture/digitize the video to reside on the shared Video drive if video is not on 

YouTube/Vimeo. 

Caption Maker/MacCaption 

4. Transcribe captions in Word or Notepad or send mp3 to transcription service. 

5. Import video and transcript into caption program. 

6. Format the caption cells according to the DCMP 

7. Time code the caption to the video. 

8. Save project and output. 

9. QA 

10. Import caption file to be used in DVD authoring program, Flash CS3, or YouTube. 

11. Send project off to recipient.  

Amara 

4. Transcribe caption in Amara.org 

5. Format the caption cells according to the DCMP 

6. Time code the caption to the video 

7. Save project and put Amara link in Basecamp 

8. QA 

9. Send project off to recipient 
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Basecamp 

To Add New To-Do Lists: 

¶ From the dashboard, choose the class from the ones listed on the right side. If the class 

that youôre adding videos to is not there, please ask Ann to add the class/project. Ann will 

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. 

o Example 

Á Nonstudent: SPED DEPT (NS) FA15 

Á Student: SPED 510 (S) FA15 

¶ Choose the To-Dos tab at the top of the screen and then choose New to-do list on the 

right hand side 

 
¶ Name the list the videoôs name, check both options (Private and Allow us to track 

time). Under the List  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 many videos in the project, then you can also include the location 

of the video (subfolders) so it can be easily found. Then choose Use a to-do list template 

from the top right side of the screen.  

o NOTE: if you are just creating transcripts for a course that is OCE/CITL/ATLAS, 

then they donôt want any ums, ahs, or stutters. They also want them grouped 

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, please put the number of videos that have been grouped together.  

Á NOTE: sometimes there are videos missing (slide 2, 3, 4, 7, 8, 9) Call the 

item Slide 2-4, 7-9. 



8 

 

 

 

Choose the appropriate template for the video from the drop down menu. 

o Amara 

Á This is for captioning a video that is on YouTube or Vimeo. The transcript 

will be created in Amara. 

o OCE captioning 

Á This is for any video we caption for ATLAS/OCE. 

o Just Transcript in House 

Á This is for captioning a video that is not owned by the University and we 

create the transcript in house. 

o Just a transcript-Mitchell 

Á This is for when we just need a transcript of the video and weôre going to 

send it to the transcription service. 

o In House made video- Transcript in house 

Á This is for captioning a video that is owned by the University and we 

create the transcript in house. 

o In House made video- transcript provided 

Á This is for when the video is owned by the University and they have 

provided us with a transcript. 

o In House made video- Transcript to Steve 

Á This is for captioning a video that is owned by the University and we send 

the mp3 off to the transcription service. 

o Transcript sent to Steve 

Á This is for captioning a video that is not owned by the University and we 

send the mp3 off to the transcription service. 

o Professional Video- Transcript in House 

Á This is for when we are given a DVD or VHS, capture and caption it and 

produce a DVD. 

o Professional Video- Transcript Sent to Mitchells 
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Á This is for when we are given a DVD or VHS, and send it to the transcript 

service, then we caption it and produce a DVD. 

o PowerPoint 

Á This is for when the professor insists on using PowerPoint to show a video 

o Course is finished 

Á This is the first to-do item you should put in a course/project as it is the 

last item that will be completed. This is so that the project can be taken out 

of current courses/projects. 

Make certain that you put videos into Basecamp in the opposite order than you would like 

them completed. Basecamp always adds a new to-do item to the top of the list.  

 

Working in a Current To-Do List: 

Tracking time 

¶ 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 video (rounding up to the next minute) in by clicking 

on the clock under ñLength of Videoò to-do item; under person choose ñlength of 

videoò. The time is entered in as hours so enter your time in as i.e. 2.5 or 2:30 and then 

ñadd to logò. Then add the time it took you to add the video to Basecamp under the ñAdd 

Video to Basecampò to-do item and choose your name (if not chosen), and then ñadd to 

logò. You can then check the checkbox to indicate that you are finished adding time for 

this to-do item. 

o Note: if you were doing transcripts only for CITL/OCE/ATLAS, then you want to 

round up all the video separately to their next minute, and then add that time 

together. 

Á 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 
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Editing Items 

¶ You can edit items (names of videos or names of to-do items) by hovering over the item 

you want changed. To the left of the checkbox a ñtrashcanò and ñeditò button will appear. 

Choose the Edit  button and make your corrections. 

 
¶ To assign an item to someone, choose the edit button. You will then choose the person 

who will complete this task from the drop down menu and assign it a due date. Make 

certain that the checkbox is selected so that the person whom this is being assigned to, 

know to complete the task. Then Click on ñsave this itemò.  If you are working on an 

item, please assign it to yourself so that everyone knows that you are working on it. 

¶ NOTE: You assign ñDo spreadsheet/invoice-once again, they have assured me that there 

are no more videos Velviet Adams 10 Aug 2015ò to Velviet once the course is finished, 

and the due date will then be the next work day. 

¶ 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 

 

Deleting Items 

¶ You can delete items (names of videos or names of to-do items) by hovering 

over the item you want deleted. To the left of the check box a ñtrashcanò and 

ñeditò button will appear. Choose the trashcan button and it will be deleted. 

 

Adding item 

¶ To add an item to a to-do list, click on Add an item at the bottom of the list. 
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¶ Enter the name of the new item and assign it to someone if applicable. Then 

choose the Add this item button at the bottom. 

 

Milestones 

¶ To keep track of when different videos are due you need to add them to the 

calendar tab of the project.  Some videos wonôt have a due date, as the owner 

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

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

 
¶ Add the name of the video, click on ña milestoneò and assign responsibility for 

the project. When you are done you can ñsave changes.ò The day will 

automatically be set. 

¶ When a video has been completed and sent out of AMS remember to mark the 

checkbox on the calendar to show that it is complete. 
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Archiving 

o When all the videos are finished for a class the class can be archived.  

Á For videos for students, change the name of the course to include 

ñ-FINISHED+semester of the courseò 

Á For videos for departments, change the name of the course to 

include ñ-FINISHED+semester the project was finished 

o Before videos are added, you should add the to-do item ñCourse is 

Finishedò so that it can be archived when the course/project is finished. 
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Copyright procedure 
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 set to 3 work days before the professor 

is showing the video in class. 

b. Ann will look up copyright holder name and/or email address, if easily noted, and 

put this into Basecamp. 

i. If the video is on YouTube, then copyright is not needed as we will use 

Amara.org to caption the video. If the video is blocked from Amara, a 

search should be initiated to determine if the video is owned by the person 

who posted it, or belongs to someone else.  If it belongs to another party, 

then that entity will be contacted, not the person who posted illegally. If 

the copyright holder cannot be determined, an email will be sent out 

through the U of I Accessible Media YouTube account. 

ii.  If it is found that the video can be purchased, then that information will be 

forwarded to the instructor, along with the links to the Libraryôs Media 

Center website for requesting the purchase of the video 

(https://illinois.edu/fb/sec/887006).  If the video is not captioned when 

purchased, the library will send the video to Accessible Media Services for 

captioning and the video will be returned to the library so that it can then 

be loaned out to the instructor. 

1. The professor should include a note that they wish to use the video 

for the upcoming semester and that it needs to be captioned. This 

will alert the library to send us the video. 

2. The currently Undergraduate Library contact is Paula Adams 

(peadams@illinois.edu) for DVDs/VHS, and Ginger in the Media 

Orders group (mediaorders@library.illinois.edu) for streaming 

material. 

3. Liam Moran (moran@illinois.edu) from ATLAS will actually give 

you the streaming media file. You will send him back the .xml file 

for captioning) 

 

**Note that Films for the Humanities and CBS NEWS will not grant video conversion.  If we 

want to put it on DVD then it must be purchased on DVD, etc. 

 

3.  If the video is being shown more than 2 calendar weeks out from the date it is received, 

then the following timeline will be observed:............................................................ 

a. Velviet will send out an email to the copyright holder and save the email in 

Basecamp and on the T Drive. 

b. 5 work days later, if they donôt respond, a second email is sent and saved in 

Basecamp. 

mailto:peadams@illinois.edu
mailto:mediaorders@library.illinois.edu
mailto:moran@illinois.edu
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c. 3 work 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, please skip. 

d. 3 work 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, please skip. 

e. Notify Ann that no response has been received. 

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

and has not done so in 3 work days, please contact them again. (Sooner, if the 

video is being shown in less than 3 days)ðthis process is the same: email, 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. 

 

4. If the video is being shown 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 for them to 

sign and return. 

c. If the permission is not back in 2 business days send another email or fax for 

them to sign and return. 

d. If the permission is not back in another 2 business days, 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 Basecamp.  Message Ann through Basecamp that permission has been 

received, including the course and instructor in the message. If the video was from the 

library please send the permission letter to Paula Adams (peadams@illinois.edu) in 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 Ann that permission has been 

received and what the change or request is, so that action can be 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. ñThe attached transcript of the _____ video (ñMaterialò) is provided by 
University of Illinois (ñIllinoisò) to ______for internal, academic purposes 

only.   The Material may not be transferred to any third party or used for 

any commercial purpose.ò  

ii.  Ann will then add a To-Do Item in Basecamp to reflect this request. 
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c. If we send out a DVD, we will copy protect the video so that copies cannot be 

made.  The receiver should be made aware 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 

library and respond back to the company that ñWe donôt deal directly with PPR. 

You should be contacted by Paula Adams (peadams@illinois.edu). Once PPR is 

established or acknowledged, please sign the permission letter for us to make the 

video accessible.ò 

 

7. If you get a response back that permission cannot be granted, put the response in 

Basecamp and notify Ann with their response.  This email should include the professorôs 

name and the course. 

a. In the case of streaming material: If they say that they canôt grant permission 

because they pirated the video, then Velviet should request of the copyright owner 

where the 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 alerting someone 

immediately if a video does not have permission 3 days prior to its showing date or 

before it is given to the instructor. 

 

9. ALL PERMISSIONS MUST BE SIGNED WITH A PERSONôS SIGNATURE ï NO 

EXCEPTIONS. (Only under extreme circumstances and Annôs approval can there 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 Copyright Owner 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 students with disabilities 

attending public postsecondary education at the University of Illinois in Urbana-Champaign, 

Illinois.   

This request is time-sensitive and requires an immediate response. Please reply on or before   

(insert date). Please complete the statement that is attached to this correspondence, and return 

it to: 

mailto:peadams@illinois.edu
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Velviet Adams 

Office Support Specialist 

University of Illinois Urbana-Champaign 

Disability Resources and Educational Services 

Accessible Media Services 

1207 S. Oak Street 

Champaign, IL  61820 

dres-accessible-media@illinois.edu  

(P) 217-244-5785 

(F) 217-333-0248 

 

Title of Publication and Publishing Details:   

Course:  

Instructor Name:  

Video is to be shown:   

Copyright/Trademark:  

 

The University of Illinois, Urbana-Champaign requests authorization to modify the 

audiovisual material to include: 

 

¶ Closed Captioning  

¶ Open Captioning 

¶ Descriptive Narration  

PLEASE NOTE THE FOLLOWING CONDITIONS REGARDING FORMAT AND 

CIRCULATION POLICIES: 

¶ If in DVD format, the new, captioned, version will be put into a locking box with the 

original, uncaptioned, audiovisual material; this box will circulate as one item, so each 

patron can use whichever version s/he chooses.   

¶ If in VHS format, we will convert to DVD with captions, and would then only circulate 

the captioned DVD. 

¶ If the content is currently streamed under a license, we will replace the existing file with 

a new file which includes captions.  

 

The audiovisual material will be used until such time the material is removed from the 

collection of the University Library, University of Illinois at Urbana-Champaign.  

 

Your signature on this document confirms that permission has been authorized. This 

authorization will be clearly placed on the audiovisual material, along with the date that 

permission was authorized. 

 

 

____________________________________ __________________________________ 

                    (printed name)                                                       (title) 
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____________________________________      _____________ 

                    (signature)                                                (date) 

 

                     

____________________________________ 

                    (Company) 

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

 

 

12. Other: 

[Letterhead] 

 

Date:  

 

Name and Address of Addressee/Copyright Holder 

 

Dear ______________________________: 

 

I am contacting you on behalf of Disability Resources and Educational Services at the 

University of Illinois at Urbana-Champaign. 

 

I am requesting permission 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 

University of Illinoisô password-protected course management systems for educational, non-

profit purposes for the use of a student with a qualified hearing impairment. In addition, we 

request permission to modify content for accessibility purposes (e.g.- add closed 

captions/audio descriptions), as required by federal and state law in order to accommodate 

students with disabilities. The content will be hosted on the Universityôs secured network and 

restricted to (course x, instructor, term). 

 

Our information indicates that (you/your company, __________), are/is 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 rights-holder. Otherwise, your 

permission confirms that you hold the right to grant this permission. 

 

I hope that you will support our educational programs by granting this permission. If you 

require any additional information, do not hesitate to contact me at the address and number 

above. 

 

Sincerely, 

 

Velviet Adams 
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Office Support Specialist 

University of Illinois Urbana-Champaign 

Disability Resources and Educational Services 

Accessible Media Services 

1207 S. Oak Street 

Champaign, IL  61820 

(P) 217-244-5785 

(F) 217-333-0248 

 

Permission is hereby granted: 

Signature: ___________________________ 

Name & Title: _______________________ 

Company/Affiliation: ______________________________ 

Date: __________________ 
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Capturing a Video 

VHS/DVD  

¶ Open CaptionMaker/MacCaption 

 

¶ Turn on Sony Media Converter- ñAnalog INò should be selected. RCA Cable should be 

plugged in from ñVCR OUTò to media converter ñINò. The firewire cable should be 

connected from the media converter to the computerôs firewire port. 

o If converting a DVD then you also need to also have a DVD ripper plugged in.  

Have the ñVCR OUTò plugged into the ñGoDV! Ripper Box INPUT then the 

GoDV! Ripper Box OUTPUTò plugged into the ñConverter INò and the 

firewire should still be connected from the media converter to the computerôs 

firewire port. 

 

Below is a schematic of both setups. 
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Below is CaptionMakerôs main screen 

 

 
 

¶ To capture a video from VHS or DVD select ñDVò Ÿ ñCapture DV videoò. 
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¶ The following window will pop up.  Make certain that you select ñPreview video while 

capturingò so you can preview video.  Select ñBrowseò and save video file in proper 

location and when you are ready press ñStart Captureò.  When the video is over, close 

the preview window. (note: video will preview in new window) 

¶ 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. 
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¶ 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. 

 

 
 

¶ If the video needs to be sent to the transcription service, please see the section on 

Converting Video. (below) 

 

Converting and Splitting files 

 Convert to AVI 

AVS Converter 

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

video. 

¶ Convert the video to an MP4. 

¶ Drag the video that you want converted into the ñInput File Nameò area. 

¶ I like to have AVS output to a folder on my desktop called ñvideos to convertò so 

I know where the videos end up. 

¶ To make certain that your frame rate is set correctly, select ñAdvance>>ò and 

then make certain that 

i. Video: 

1.  the frame rate is set to 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 you may select ñConvert nowò 
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Convert to MP3 

Audacity 

o Open Audacity. 

o Drag the video file into Audacity 

o Go up to File, Export. 

o 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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Á 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 converted 

o A metadata screen will then appear, just select OK 

¶ 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 

¶ After opening Slice Audio File Splitter. 

¶ Drag the audio file into the ñFiles to Sliceò area. 

¶ One the right hand side, select the number of files you want to cut your file into, 

or put the duration of the fileðnot more than an hour. 

¶ Choose where you would like your files saved to and then select Slice 

 

 



25 

 

 

 

Capturing Online video using Screen Recording Software 

Camtasia 

¶ Open the online video in browser and open Camtasia. 

¶ Choose Record the Screen 
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¶ Move the box to the desired size to catch the video. 

 

 
 

¶ 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 press play once these 3 seconds are 

over.  The program should record the streaming audio as long as you donôt have a 

microphone plugged into the program. 

o You mak choose the audio device to record by selecting the drop down menu 

next to the Audio button. 

o The green bar under 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 IMs donôt come through during recording. 
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¶ When the video is over, then hit stop and the preview window will open up. 

 

 
 

¶ Hit save and save as a .avi file in the proper folder. 

¶ You will need to convert this video in AVS for you to use the video in Adobe Encore or 

to send to the transcription service. 
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Converting video from flash to .avi using Flash CS5 
Moyea SWF to Video Converter is used to convert the flash video to an .avi file. 

 

¶ Open the Moyea SWF to AVI Converter program. 

¶ Click ñBrowseò and select your .swf file. 

 
 

 

 

¶ This will open up the original video in a player window.  Select on the black arrow to 

play the video. 
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¶ Select on Convert. 

 
 

 

 

¶ ñPlay and Captureò.  The video comes up on the screen. 

¶ ñPlayò the videoé 
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¶ The original video begins to play in the window.  This is real-time, so the entire video 

needs to play in order to capture it. A 15-minute video will take 15 minutes. 

 
 

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

 

The .avi can now be opened with the CaptionMaker/MacCaption software to be time-coded 

in the regular process as described.   
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Converting cc-VHS to open caption-DVD 

Setup of Equipment 

 
¶ Things highlighted in Pink are what you select on the screen, things highlighted in Blue 

are what you hit on the Remote/VHS Player/DVD Player 

o Turn on VCR, DVD-R and TV 

Á It will ask you to format YES Ÿ ENTER Ÿ YES Ÿ ENTER Ÿ START 

Ÿ ENTER 

Á Then it will say that formatting is completed hit ENTER 

o Put disc in DVD-R 

o Change the DISC Name 

Á FUNCTIONS Ÿ OTHER FUNCTIONS Ÿ DVD 

MANAGEMENTŸDISC NAME 

o Hit Return to go to regular TV 

o Hit Play on VCR and Record on DVD-R 

o When the video is finished hit STOP on VCR and DVD-R 

Á The DVD-R will do some formatting 

o When it is done hit FUNCTIONS Ÿ ENTER Ÿ OTHER FUNCTIONS Ÿ 

ENTER Ÿ DVD MANAGEMENT Ÿ ENTER Ÿ FINALIZE Ÿ ENTER Ÿ 

YES Ÿ ENTER Ÿ START Ÿ ENTER 
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o When it is done hit ENTER 

o Now you can hit play to watch the video and then you can eject 

Streaming videos 
 

So, you have a video request.  First questions: is it captioned and captioned decently? If so, 

Great! Youôre done.  If not, the file might need to be downloaded.  

Library 

¶ If the streaming video is from the library, then you need to let Ginger in Media 

Orders (mediaorders@library.illinois.edu) know that you will be captioning the file. 

Then email Liam Moran at ALTAS (moran@illinois.edu) and 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 

¶ If your (input) file is YouTube, Vimeo or html5, you can import that link into 

Amara.org and then no copyright permission is needed. 

Other 

Flash Videos 

Find your Flash video using Internet Explorer. DO NOT use Chrome or Firefox or the plugin 

wonôt work. Hover your cursor over the video, and download it using this handy dandy 

button. DO NOT close the tab or browser; otherwise it will not download correctly and 

youôll have to redownload it. 

mailto:mediaorders@library.illinois.edu
mailto:moran@illinois.edu
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1.  
2. Click ñView Libraryò. RealPlayer should open with a window of downloads. Donôt worry 

if nothing is there. Wait for your video to finish downloading. 
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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 

RealPlayer doesnôt like shockwave. We have yet to find an inexpensive .swf converter that 

isnôt bad, buggy or malware.  This is where (why) we do screen captures via a screen 

recording software. 

 

Camtasia/Open Broadcaster/Screen Recording 

Camtasia screen capture is the ólast-ditchô effort. If all else fails, get a screen capture (see 

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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Transcript 
¶ 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 cost. 60 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 sentence or 

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 case, et cetera. Write exactly what you hear, word for word. 

¶ Play video while writing transcript. 

o 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 you canôt always see the video.  

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.  

o You can also use a program such as Dragon Natural Speaking to write the 

transcripts. Because this type of program is trainable by you, 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 to train Dragon 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 Connection Ÿ Connect to FTP  

o or select the first button in the quick links toolbar 

¶ Drag and drop mp3s into DocShuttle 

Upload the mp3s. 

o If files need to be uploaded and havenôt yet, manually upload by clicking the 

green upwards arrow 

 
 

Download transcript 

¶ If files need to be downloaded and havenôt yet, manually download by 

clicking the green downwards arrow 
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¶ Move transcripts to correct folder 

o Transcripts are set to go to the DocShuttle Files folder on Annôs HD. Move them 

to the correct folder on the Video drive. 

Correct transcript 

¶ The transcript service does not put in sound effects or speaker recognition. 

Please go back through the video and correct any mistakes or omissions. 

¶ Some transcriptions put ellipses before and after every um, uh, and ah. Please 

remove these and replace appropriately. 

¶ Please correct spacing issues that the transcriptionists created. 
















































































































