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Captions in the Classroom and Online

Why Closed Captions Matter
Closed captions are on-screen text synchronized with audio. They are essential for equity, effective teaching, and accessibility.
Captions support:
· People who are deaf or hard of hearing
· English language learners
· Viewers in noisy or quiet environments
· Multitaskers and note-takers
Providing accurate, synchronized, and complete captions ensures all learners can fully engage with content.
Captioning Tools at CU Denver
CU Denver provides tools with highly accurate auto-captioning:
· Microsoft 365 (PowerPoint)
· Zoom
· Panopto
These tools help ensure consistency, compatibility, and compliance with digital accessibility standards.
In-Person Presentations (PowerPoint)
You can present using your own laptop or a classroom computer.
Before You Present
1. Log in to your university account
2. Open your presentation in PowerPoint
3. Plug your laptop into the HDMI cable (if using your own device)
Turn On Subtitles
1. Go to Slide Show → Always Use Subtitles
2. Select Subtitle Settings to:
· Choose the spoken language
· Choose the subtitle language
· Adjust subtitle position on the screen
Tip: Do a quick test before you begin to make sure captions are working.
Virtual Presentations (Zoom)
Enable Captions in the Zoom Web Portal
1. Go to Settings → Meeting
2. Scroll to In Meeting (Advanced)
3. Toggle on Automated Captions on Device
Enable Captions During a Meeting
1. Find the CC icon at the bottom of the Zoom window
2. Click the top right arrow 
3. Select Host Caption Control Settings
4. Toggle on Allow closed captioning for this meeting
Tip: Hosts can hide captions for themselves if desired. Participants can still choose to turn captions on or off.
Recorded Videos (Panopto)
If you are sharing a recorded lecture or presentation, upload it to Panopto.
Generate and Edit Captions
1. Go to https://ucdenver.hosted.panopto.com and log in
2. Click the video you want to edit
3. Click the Edit icon
4. Select Captions from the left menu
5. Click directly on the transcript text to make edits
Tip: Panopto captions are about 90–95% accurate, so reviewing them is essential.
Caption Editing Checklist
When reviewing captions, be sure to:
· Check context and meaning
· Correct spelling, grammar, and punctuation
· Ensure captions are synchronized with speech
· Add meaningful sounds (e.g., [music], [laughter])
· Identify multiple speakers
Once edits are complete, exit the editor—your captions are ready!
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