Ordering Machine Captions Through MSU MediaSpace

First, we will cover how to actually order your machine captions!

1. Login to mediaspace.msu.edu, then navigate to My Media.
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2. Click on the title of the video you wish to order captions for.
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Welcome to an International Conversation
with Zichen from China.
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How to make and use a calmingjar to help your child handle strong emotions.

Group Co-Editor = on June 23rd, 2020 >3 @



https://mediaspace.msu.edu/

3. Once the video is open, go to the Actions drop down menu and click on + Captions & Enrich.
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4. The Existing Requests and Order Captions and Enrichment Services sections will appear. Scroll
down to the Order Captions and Enrichment Services section. Ensure that the Source Media Language
is correct (English most likely). Select the Submit button to order your captions.
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5. After captions are ordered, you will be able to see their status in the Existing Requests section. You
will receive a notification email when your captions are done processing.

For additional guidance, please refer to Requesting and Ordering Captions and Enrichment Services
through the KMS/KAF - REACH v2.
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Editing Machine Captions in MediaSpace

To edit your captions...

1. Login to mediaspace.msu.edu, then navigate to My Media.
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2. Click on the title of the video you wish to edit captions for to open it.
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3. Click on the “Actions” dropdown menu and choose “Caption & Enrich”.

[Betty Jo:]Good evening and welcome to the 2020 Michizan 4H state awards recognition program, complete with covert 19 social distancing

precautions. My name is Betty Jo Krosniki, and | am one of the co-chairs for this events as we began planning after last year's exploration days, so that
delegates would be able to attend two sessions of classes in 2020, little did we know how important the zoom interviews and programming would

become? We're very pleased that you are joining us for this celebration as we salute the Michigan 4H state award delegates for their outstanding
accomplishments. Your MC's for this evening. Our two 4-H alumniwho have been active in their counties and on the state level, including Michigan 4-H
state awards. They will introduce themselves and tell you a little about their experience. [Savannah:] I'm Savannah Mauk from Eton County. This is my
eighth year in 4-H, | have participated in the state awards program for the past four years. | was the 2016 junior Technalogy and Engineering Award

winner, and 2017, Junior Birds and Poultry Science Award Winner. 4-H and state awards has truly set me up for success in all aspects of my life as 1 will

be the upcoming Michigan FFA region one Vice President, this fall. | am honored to be one of your MC's this evening. [Nathan:]My name is Nathan
Lawrence and | am from both Midland and Gratiot counties. There | competed at the fair with small animals and a variety of still exhibits. | also 4
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4. Scroll down to the “Existing Caption Requests” section and select the pencil (edit icon) next to the
completed caption request.
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5. This will open the Closed Captions Editor and you can make any necessary changes to your captions.
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6. Inthe “Closed Cation Editor” you can click in each caption test box and edit the test. Click the play
button to watch and listen to the video, click pause if you need to edit the text.
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7.0nce you are finished, click the Save button located in the top right corner and your captions will be
updated.

For additional guidance, please refer to Editing Captions - REACH v2 and REACH v2 Captions FAQ.
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