'Rl Office of Digital & Online Learningg,

HOWARD Advancing Opportunities and Expanding Our Reach
UNIVERSITY

Echo360 Captioning

Step 1: Create or Upload a Video in Echo360

To get started, go to your Echo360 account and log in using your institution’s credentials.

echovideo

Enter email

Enter your LMS / VLE email or EchoVideo login email if you have one.

From your Library, you can either create a new video or upload an existing one.
To create a new video:

1. Click the Create button at the top of the page.
2. Choose New Software Capture.

IO New Browser Capture

B New Software Capture

) New Device Capture

(D Upload Media
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3. Use Launch Universal Capture to record your screen, webcam, or both.

Universal Capture will launch
automatically if installed

Launch Universal Capture

4. When finished, your recording will automatically upload to your Echo360 Library.

Step 2: To upload an existing video:

1. Click the Create button again.
2. Select Upload Media.

# Create v )

IO New Browser Capture

@ New Software Capture

) New Device Capture

{ & Upload Media
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3. Browse your computer and select your MP4 file.

Q
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Select Files to Upload
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4. Click Upload. The video will appear in your Library once processing is complete.

Cancel Upload
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Step 3: Edit the Captions in Echo360

After the video is processed, Echo360 will automatically generate captions using speech recognition.
You can review and edit these captions for accuracy.

1. Inyour Library, hover over the video and click the three dots to open the media editor.
2. Select More Actions.
3. Select Edit Transcript.

@ Share

@ Add To Collection

A B Edit Media

Edit Details
@ Edit Transcript

Add Poll

LD Make A Copy

¢ Download

@ Delete

4. Click into any sentence to make changes to spelling, punctuation, or terminology.
5. Your changes are saved automatically.

Speaker 0 0:00 - 0:02

Don't you just hate it when you're trying to buy

Speaker 0 0:02-0:04

Once your transcript is accurate, you're ready to download it.
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Download the Captions (WebVTT Format)

1. Click the Export icon located in the upper right corner.

[@ Upload ] [@ Export ] b@ Apply To CC ]

2. Choose WebVTT (.vtt) format. Select Export to Save the file to your computer.

Select the file format for exporting Original

WebVTT (vtt) v

Step 4: Download the Video File from Echo360

Now you’ll download the video file itself.
1. Inyour Library, hover over the video and click the three dots.
2. Select More Actions.
3. Select Download.

@ View

«g Share

Q Add To Collection

A B edit Media

More Actions v
I Edit Details
() Edit Transcript
Add Poll
LD Make A Copy

@ Delete
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4. Select Download Full or Lower depending on the available option.

Download @

Video Audio

AV ‘ & Eull (71MB)

{
& Lower (11MB)

5. The video file will be saved to your computer.

Step 5: Upload the Video and Captions to Canvas

Let’s move to Canvas to upload your video and captions.
1. Loginto your Canvas course.
2. From the left course menu, select Files.

-
C Outcomes &
Commons
Rubrics 12
©,
Help
People &
Quizzes &
Collaborations ®
Pages 12

3. Click the Upload button in the upper right corner.

Folder T Upload

S

Search
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4. First, upload your MP4 video file.
5. Then, upload your WebVTT (.vtt) caption file.

You should now see both files listed in your course Files area.

Eh Video Trailer.mp4

@ Video Trailer.mp4-transcript.vtt

Step 6: Attach the Captions to the Video in Canvas

Once both files are uploaded, you’ll need to connect the captions to the video.
1. Click on the video file in Canvas Files to open the preview window.
2. Inthe upper right corner, click the three dots and click Upload Captions.

Keyboard Shortcuts

3. Choose the correct language, typically English.
4. Select the WebVTT (.vtt) file you uploaded.
5. Click Upload to attach the captions.

Create/Add Subtitles
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The video now includes a captions button. Students can turn captions on and off as needed.

Step 7: Embed the Captioned Video into a Canvas Page or Assignment

To make the video visible to students, embed it into a Page or Assignment.
1. Goto Pages or Assignments, depending on where you want to place the video.
2. Click +Page or +Assignment to create a new one.

+Gro

Add your Assignment Name.

In the Rich Content Editor, place your cursor where the video should appear.
Click Insert.

Click Course Link.

ouv kW
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Details Mastery Paths

Assignmen

Edit View Insert Format Tools Table
£ n ? 2
o Link
il Image
*a Media >

Document >

Icon Maker Icons >

Equation
BB Table >
&> Embed

= Horizontal line

7. From the drop down, click Files.
8. Select Course Files.
9. Click the name of your video file. Canvas will embed it directly into the content area.

Add "

Enter at least 3 characters to search

Available fglders

T Course files
(N :]

I i course_image
t - Uploaded Media
CETLA_HU _Syllabus_Template_8_9_23.docx
! howard-university-vector-logo-e1593573567653.png
howard-university-vector-logo-e1593573567653.png...

I @ Video Trailer.mp4

= Video Trailer.mp4-transcript.vtt
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Step 8: Save and Preview

1. Click Save or Save & Publish to finalize.

Cancel Save & Publish

Preview your Page or Assignment to confirm that the video plays and captions appear correctly using
the CC button on the video player.

Test Video

i
Don't you just hate it when you're trying to buy
T i
j J

» o) 0:01/055 =

Closing

And that’s it! You’ve successfully created or uploaded a video in Echo360, edited and downloaded
captions, moved the content into Canvas, and embedded a fully accessible video for your students.
Using this process supports inclusive learning and meets accessibility compliance standards.
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