
Login and click the “Edit Video 
Button”

Click subtitles- that will bring 
you to the subtitles pages.  Then 
click  “add” to add your captions.

(you can us the auto captions as 
a starting point-but they usually 
don’t have puncuation, capital 
letters, and they have incorrect 
words.

Fixing their captions can be 
more time consuming and 
frusterating but it depends on 
the video- sometimes it can be 
useful.)



This option allows you to copy 
and paste your transcription.

Click set timings.
This is where the captions are sync’d 
with the audio.  It can take a bit of 
time if the video is long.  If the video 
is short it can be pretty quick. 



This is where you adjust each part of text 
to match up with what is spoken.  

You can do it using the time code in the 
left panel or a dragging option under the 
video.  The red marker is the place the 
video is currently.  I usually move it to the 
middle so that it is easier to manage the 
captions around it. 

When you are happy with your captions 
click “Save Changes” in the upper right.



After you publish your captions- I usually go in and “unpublish” the 
automatic captions so that it defaults to your captions.  (and so that 
the auto captions don’t accidentally play)




