How to Close Caption an Online Power Point in Zoom

1. [image: ]In your Zoom meeting, at the bottom of the meeting, click the little up arrow next to “Start Video” and choose “video settings” from the drop down menu.  

2. [bookmark: _GoBack][image: ]Choose “Accessibility” from the menu.  Check the box under “meeting Controls” to always show meeting controls (will be blue if checked).  Closed caption size is set at a default size normal.  However, can move circle over to change the size.  
                                                                                                   
3. Going back to the Zoom meeting, share your PowerPoint Presentation.  Scroll over the bottom corner of the PowerPoint Presentation.  You will see several options including a square with a slash line through it.  Click this icon.[image: ]

4. You may have a pop up box asking to allow audio to be accessed.  You must choose this option to capture audio for closed captioning.  When you have audio enabled you will see a red box with a microphone in it.  You will also notice that the box you clicked on the first screen no longer has a slash through it.
As audio is captured, it will show up under the PowerPoint Presentation.  Important note: All audio is captured, including background noises and any participants speaking.  While not perfect, the captioning is fairly accurate as long as audio is clear and people speak slowly. [image: ]
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