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Rev captioning guide.

You can create caption files using web-based tools and software like Camtasia Studio and YouTube. These options are low-cost, but are time-intensive and require an average level of technical experience to use. We recommend using this option only if you have staff or student staff available to correct the inaccuracies of the captions manually.
Machine captions are available at no cost for all media stored in MediaSpace. Once your content is available in MediaSpace, you can order machine captions and edit any inaccuracies using the steps below: Ordering machine captions through MediaSpace machine captions are available at no cost for all media stored in MediaSpace. Once your content
is available on MediaSpace, you can order machine captions and edit any inaccuracies using the steps listed below on this page. First, we will cover how to actually order your machine captions! 1. Log in to mediaspace.msu.edu, then navigate to My Media. 2. Click on the video that you want to order captions, then go to the Actions drop-down menu,
and click + Captions & Enrich. Order and Order Captions and Enrichment Services Sections will appear. 3. Move to the Enrichment Order and Services section. Make sure the Source Media Language is correct. 4. Select the Send button to order your captions. Five. After the captions are sorted, you will be able to see your status in the Existing
Requests section. You will receive a notification email when your captions are made. For additional guidance, see Request and Enrichment Services through KMS/KAF - REACH v2. Edit machine captions in MediaSpace The accuracy of machine captions depends on the quality of ad ad sepAsicerpmi sa ajirroc 2Acov euq etnemetrof somadnemocer ossi
rop ,%08-07 ed acrec ed jAres ecapSaideM on aniugjAm ad sadnegel sad ofAsicerp a ,etnemacipiT .etnalaf-otla od zov ad e snoitcA eht ot oG .tpircsnart eht eteled ot ekil dluow uoy hcihw fo meti aidem eht ot etagivan dna tnuocca ecapSaideM ruoy ot nigoL stpircsnarT gniteleD .elif noitpac eht eteled ot noci X eht kcilc dna bat snoitpaC eht ot
etagivaN .egap gnitide oediv eht ot uoy ekat lliw sihT .tidE tceles dna unem snoitcA eht ot oG .snoitpac eht eteled ot ekil dluow uoy hcihw fo meti aidem eht ot etagivan dna tnuocca ecapSaideM ruoy ot nigoL snoitpaC gniteleD .selif tpircsnart ro noitpac eteled nac ohw sresu ylno eht era srenwo oediv taht etoN .tnetnoc ecapSaideM ruoy morf selif
tpircsnart dna noitpac eteled uoy pleh lliw snoitcurtsni esehT .weiv ot meht ekil dluow uoy taht stpircsnart dna snoitpac hcihw tuoba sreweiv ruoy rof noisufnoc diova 1lliw sihT .snoitpac enihcam etarucca ssel eht eteled ot tnaw lliw uoy ,rodnev a YB Dedivorp SnoitPac Etarucca %99 HTIW MEHT ECALPER OT Ekil Dluow Uoy Taht Edised retal Neht)
Ycarucca Rof Gnitide Eriuger Hcihw (snoitpac enhihcam deredro uoy fi, elpmax ecapSaideM ruoy morf selif tpircsnart ro noitpac eteled ot tnaw yam uoy erehw secnatsni emos era erehT ecapSaideM ni snoitpaC enihcaM gniteleD .QAF snoitpaC 2v HCAER dna 2v HCAER AAA¢ snoitpaC gnitidE ot refer esaelp ,ecnadiug lanoitidda roF .detadpu eb lliw
snoitpac ruoy dna renroc thgir pot eht ni detacol nottub evaS eht kcilc ,dehsinif era uoy ecnO .5 .snoitpac ruoy ot segnahc yrassecen yna ekam nac uoy dna rotidE snoitpaC desolC eht nepo lliw sihT .4 .tseuqger noitpac detelpmoc eht ot txen )noci tide( licnep eht tceles dna noitces stseugeR gnitsixE eht ot nwod llorcS .3 .raeppa lliw snoitces secivreS
tnemhcirnE dna snoitpaC redrO dna stseugeR gnitsixE ehT .hcirnE & snoitpaC + no kcilc dna unem nwod pord snoitcA eht ot og neht ,rof snoitpac tide ot hsiw uoy oediv ety no kcilc .2 .aidem ym ot etgivan neh, ude.ucapsaidem ot nigol .1 ... snoitpac ruoy tide ot .capsaidem ni rootide snoitpac eb nc hcihw, yllaunam and select Edit. This will take you to
the video editing page. To delete the transcripts associated with the video you've selected, navigate to the Attachments tab on the video editing page, and click the X icon to delete the transcript. A note if you have purchased captions from Rev.com: If you would like to include transcripts in addition to the caption files in your course, you can request
transcripts from REV.com using their self-service Captions Converter service free of charge. Providing access to both captions and transcripts is a recommended Universal Design for Learning approach that provides flexibility to your students as an alternative to watching the video. You can find the test job at the bottom. THE FILES YOU'LL HAVE
ACCESS TO ARE CONFIDENTIAL AND THEY'RE NOT TO BE SHARED! BREAKING THIS RULE WILL LEAD TO THE WORKER'S REMOVAL FROM THE GT TEAM. Update 2019-11-18: Do not use a [sic] tag Update 2019-11-25: Simplified number rules Update 2020-03-05: Fixed grammatical mistakes Update 2020-04-22: Keep the
expression/interjection 'Oh' regardless of verbatim Update 2022-03-09: Always do your best to separate the different speakers... What do we do? We provide audio transcription services, which means that we convert audio and video files into text. In our system, you can pick the files you prefer to work on. You must have a PayPal or Payoneer account
as we make payments only with PayPal or Payoneer. Payments are made every weekend, on Friday. Also, we cover the PayPal fee so you will receive the exact amount which you earned and there will be no fee to receive payment. To send a request for payment, go to the WORK section (STATS page). There you can send a request for payment.
Instructions: Every time a client uploads a file, you will receive an e-mail. After that, you need to go to the transcription jobs page and choose the files you want to transcribe. There you will also see the information about the ,opit ,missa ,rezid oreuq ,opiT s1evAsneerpmoc etnematiefrep sesarf moc acif aAcov ,arit sa 2Acov odnauq sam ,etnalaf-otla olep
etnemavissecxe sadasu sezev satium sarvalaP :otnemihcneerp ed sarvalaP .zilef otium ,otium uotsE .0fAn ,0£An ,0£AN :esafn2A messerpxe euq sarvalap ed sepA§Aiteper ahnetnaM :atoN .snoititepeR srettutS )sepA§Aamrofni menoicida sele euq sonem a( a§Aemoc oslaF ofAsserpxe ed sorrE :iulcni o£An otircsnart otxet O opmil mitabreV )ovitagen( hu-
hU uo )ovitamrifa( huh-hU )ovitagen( mm-mM uo )ovitamrifa( mM ,mmh-mM :ovitagen/ovitamrifa o arap samrof satse sanepa esU .adassap arief-atxes an ocnab oa iuF .arief-a§Aret amitl®A an ocnab oa iuF :srettutS ...onnud ,annaw ,ahcteb ,ahcteg ,euq met ,opiT sairAg ed sarvalaP ...opit :otnemihcneerp ed sarvalaP .ocis?Am em-ranrot me iehnoS
..aireuq uE :a§Aemoc oslaF ".arief-atxes ,0£An - arief-atniuq an ocnab oa iuf uE" :alaf ed sorre :0£As sessE .setnalaf-otla sod salaf sa sadot iulcni e aos ele omoc etnemataxe otircsnart ©A otxet O otelpmoc mitabreV otxet ed otamrof od sepA§A1rcseD JylrammarG esu( somAtnemoc son ossi ratnugrep etneilc mu es etnerefid aifargotro a esu etnemoS
)anacu"ema( anacirema aifargotro a esU .oviuqra esse arap oslobmeer mu somerecenrof e etneilc 0 moc otatnoc me somerartnE .ossi erbos son-esiva ,rovaf rop ofAtne ,levArroh ©A oedAv uo oidu lA ed soviugra sod edadilauq a ,sezev sA .rotide mu ranrot es ratnet edop 2Acov ,5,4 euq rohlem rof aid©Am 0£A§Aa01flssalc aus a eS .ohlabart ues
rarohlem a ol-jAduja _arap so1r|Atnemoc e ofA§Aacifissalc amu jArebecer 2AcoV .serotide solep sadacifirev res ofAv sepA§Aircsnart saus sa sadoT .oviuqgra adac arap uohnag 2Acov otnauq o jArev 2Acov edno sacitsAtatse ed anigjAp amu m©Abmat jArevaH .arief-atxes an ,anames ed snif so sodot sotief o£As sotnemagap sO .sacitsAtatse ed anigjAp an
siauta sohnag sues jArev 2Acov ,adagerrac ©A ofA§Aircsnart aus euq siopeD .oirjAssecen rof es sopmet ed 0£A§Aacram ed opit e )otelpmoc uo opmil mitabrev( otxet ed otamrof ,opmet omoc omoc manoicnuf erpmes men otnemihcneerp ed sarvalap sassed samuglA .otxetnoc o moc odadiuc ahneT ...opit words. Expressions should be kept regardless of
verbatim type: Oh my God, Oh dear, Oh my, Oh boy, Oh, et cetera. Slang words must be written as "got you" instead of "gotcha", "going to" instead of "gonna", "want to" instead of "wanna", "because" instead of "'cause" et cetera. "Yeah", "yep", "yap", "yup", "mm-hmm" must be written as "yes"; "alright" must be written as "all right." Never spell "Ok"
or "OK." It must always be spelled as "Okay." Avoid starting phrases with conjunctions in clean verbatim. If you really need to add the conjunction, just expand the sentence. For example: "I went outside but forgot to bring my umbrella." Note: For CV: Omit all the "yeah", "yes" reactions to retain a fluent text unless they are answers to given questions.
DO NOT remove filler words if they change the meaning of the phrase. FV example: Speaker 1: Hey, Maya, I'd like to ask you something. Maya: Okay. Speaker 1: Someone told me, applicants must now present an ID before they can sign up. Maya: Yeah. Speaker 1: But I'm not sure if that is true. Maya: Yeah. Speaker 1: Okay, uh, is it true? Maya: Yep.
CV example: Speaker 1: Hey, Maya, I'd like to ask you something. Maya: Okay. Speaker 1: Someone told me, applicants must now present an ID before they can sign up. I'm not sure if that is true. Is it true? Maya: Yes. Timestamping types: Timestamping time format must be: [00:00:00] (always in bold) ALWAYS CONSIDER THE WHOLE FILE WHEN
YOU'RE TIME STAMPING. For example, if you do the 20-30 minutes part, your time stamping should start at 20, not 00 Every 2 minutes: Every time the speaker changes: NOTE: If there's a comment next to the audio file saying, "Please use the embedded time" or "burned-in time," you will need to download the file in order to watch the video and use
the correct time. Major rules: If you cannot hear what word is being said, mark that as inaudible or unintelligible and specify the time. Do NOT make up your own s'rekaeps eht fI slebal rekaepS .skram noitamalcxe esu reve : : .ehctin sa Jhseen[ "ehcin" secnuonorp rekaeps a fI :elpmaxE .sdrow nekopssim rof gnilleps tcerroc eht esu syawl A gat lcis[
esu ton oD :ETON A A .srekaeps eht yb edam srorre lacitammarg tcerroc ton oD .gnibircsnart was uoy oidua eht ni hceeps eht tcurtsnocer ro esarhparap reveN .meop a ekil sciryl ebircsnart :noitpecxE .)loot noitpircsnart eht nioh senil 4-3 ro sdrow 001 tuoba P .shpargarap rellams otni detarapes eb dluohs sehceeps regno :is mentioned at some time u
indicated in the file title, use -0 as the speaker label. always use a speaker label, even if there is only one speaker. make the role of each speaker in the audio as descriptive as possible. for example, interviewer, interviewer, "participant 1", host, facilitator, caller, receiver, etc. if the full name of the speaker is oated at some point (e.g. from
buttervidfield :), later in the transcript, the surname can be discarded (e.g. david butterfield: it becomes only david :). the same goes for the titles (doctor, pastor, etc). this is optional and is not considered an error. [new] always do as possible to separate the different speakers. If you can't identify who exactly is speaking, add a question mark before
the speaker label. (for example,? david,? interviewed 2 ,? speaker 3) the labels of the loudspeakers should be written in bold, followed by a colon and space. never use the tab button, just one click of the space button. mark: hello. speaker 1: some text. speaker 2: a little more text. occasionally, customers determine instructions to format the transcript
while speaking. these instructions should be followed when possible, but never transcribed. follow customer requests for spoken instructions, such as a new paragraph, comma, period u a bullet point (use a dash). do not enter the instruction. if a speaker spells a word u a name, example: my name is anna. A-N-N-A. italicize movies, books, magazines,
music titles, in addition to works of art, theatre plays, tv and radio programs, foreign expressions, etc. example: I watched an episode of friends another day. Note: There is no need in italic social media sites, company names, bible, books in the bible, versions of you u other sacred writings (heart, newGa2Nesis, etc.). John 1: 2 - 3. If several hearts:
John 1: 3; 3:16; 6:14, 44. Abbreviation erpmes res meved e arger atsed ofA§Aecxe amu o£As sasioc sa mumoc osnes/sedadilanosrep/solutAt/serotuA :atoN .adacifitnedi res redup es aretec te ,]JEAmela megaugnil[ ,]Jasecnarf megaugnil[ uo Jariegnartse megaugnil[ omoc a-euqram ,adalaf rof )s2Algni o ©A o£An euq augnAl amu ,osac etsen( arvalap amu
uo ariegnartse augnAl amu eS .otief iof mos ed etroc o euq reuq edno ;ahnil amsem an uo adarapes ahnil amu me Jmos ed etroc[ esu ,odatide uo odatroc ©A oidujA o odnauQ .adarapes ahnil amu me erpmes jAtsE .odacram res arap sodnuges 01 ed siam res eveD .osrucsid mu me avitacifingis asuap amu rartsnomed arap odasu ©A depmats-emit e
adasuo ]00:00 esuap| .sodnuges 01 euq od siam o£An sam ,sodnuges 4 ed sonem ofAn ;alaf an atruc asuap amu rartsnomed arap odasu ©A Jecnelis[ .marroco sele euq reuq edno ahnil amsem uo adarapes ahnil amu me odacoloc res edop - ]Jecnelis| ,]klatssorc[ .odnalaf jAtse etnalaf-otla o otnaugne erroco ovitacifingis odacifitnedi o£An mos mu es ahnil
amsem an Jodnuf ed odAur[ esU .etneibma odAur arap adarapes ahnil amu me Jodnuf ed odAur[ esU .adarapes ahnil amu me erpmes ofAtse ,aretec te ,]sosir[ Jocin Afelet gnilena[ omoc etnalaf-otla od aos o£An e Jodnarbeuq][ Jsosualpal[ ]sosir[ omoc ,surohC .evaus osir mu ©A ]sosir[ ;lamron osir mu ©A ]sosir[ .aretec te ]sosir[ ]sosir[ ]sosir[ Jsregnif
spans| .etneserp opmet on erpmes e ahnil amsem an erpmes ofAtse zaf etnalaf-otla o euq aoS .esarf amu me o£A§Aisop ad etnemetnednepedni ,osac ronem me satircse erpmes of£As saton sA .saton arap setropus esU .sodaton res meved m©Abmat 01du|A o arap sovitacifingis o£As euq soronos sotneve sO mos ed sotnevE tpircsnartog hsals spuorg
hsals moc tod koobecaf tod w w w :missa avercse acnuN .tpircsnartog/spuorg/moc.koobecaf.www :etse omoc sknil erpmes avercsE SaaS ,ALCU ,enohPi ,olpmexe rop ,adaugeda ofA8§Aazilatipac a rasiugsep erpmeS JodoArep o mes( .arS ,.rD :ocin¢AtirB s2Algnl atieriD .arS ,.rD :onaciremA s2Algnl atieriD .D.hP ,AUE :odarrE DhP ,AUE :otieriD seuqca]
seuqca] ,meid eprac :olpmexe roP sonretni sogol; Aid sO .nol*Ac mu rop of£An ,alugrAv amu rop sadizudortni ofAs sepA§Aatic sA ".em-rezid me sedomocni et o£EAN" :essid alE :olpmexE .aterid o£A§Aatoc amu revuoh euq erpmes sadasu ofAs "" salpud sapsA ofA§Aatoc ed sacraM ?o0dim2Ah etse euq ©A euqrop ...otsi euq ©A euqroP :VF of£A§AitepeR ?
tsiom-m-m etse euq ©A euqroP .odip2AtsE VF .jAj - :1 etnalaf-otlA .miS :2 etnalaf-otla ...are ele euq iesnep uE :1 etnalaf-otlA :ossi zaF .otnemasnep ues aunitnoc etnalaf-otla o sam ,asrevnoc amu me odipmorretni ©A osrucsid o odnauQ - o§Aart ocin®A mu esU ...uo ossi moc otief jAtse 2Acov ...sam ,ogla rezid aireuq uE :mitabrev ed opit od
etnemetnednepedni ECNETNES ETELPMOCNI .ohlif uem ©A zapar esse ,0fAzar sneT ...©A ega$S :0£A§Aamrofni A anoicida euq trats eslaF VC ...e ocis°Am mu ranrot em me iehnos uE ...aireuq ,muh ,uE :trats eslaF VF .arief-atxes ,0£An ,yadsruhT-uT me ocnab oa iuF :alaf ed orrE VF :o0ssi a§AaF .atelpmocni esarf amu racram arap uo ,alaf ed orre mu
uo )oicAni oslaf( otnemasnep ed a§Anadum amu jAh odnauq -- solpud so§Aart esU o§Aart ocin?A mu uo solpud so§AarboD .saroh ezno :sorem2An so avercse ,saroh sa rasu oA .h71 ,54h41 :otsi zaF .MP e MA razilatipac erpmes :satad e aid od sopmeT .siaremun me sorem2An so sodot evercsnart ,Jamica e 01[ sorem?An sednarg e ]9-0[ soneugep anibmoc
esarf amu eS :0£A§AanibmoC 987-654-321 :enofelet od orem2AN 01219 :latsoP og1d3AC 3/1 sepA§AarF 342:1 o£Ao] :acilbAb ofA§Aatic 8 = 3 ™ x uo 2 + x = x :salumr3Af e sacitjAmetam sepAsAauge sodardauq sortem 82 ,soliuq 5,1 ,sarbil 7 ,sortemAtnec 8 ,s©Ap 21 ,suarg 3 :sadideM %001 ,%2,0 :snegatnecreP s03 ,s07 :edadI s0991 ,s09' :sare e sonA
.)000.005$ ©A seral3Ad ed o£Ahlim mu ed edateM .8£A ©A sarbil 8 ,5$ ©A seral?Ad 5,000.1 ©A lim 1( 000,1$ ,sepAhlim 5,1$ ,1$ :oriehniD :)atelpmocni atsil( edadilibigel arap sadacilpa res medop sepiA§AecxE .etnaid rop missa e ,01 ,evon ,orez :sorem®An sortuo so sodot arap siaremun esu ,socin?A sotigAd ed sorem?An avercsE .aretec te ,tse atcaj
aela ,nipohC cir© Ad©ATrF are seen as direct quotes. Example: And then I thought to myself: And if I can't? "(Note how the interrogation point is within the quotation. This is because the prose quotation is a question. However, if the rest of the sentence is a question Containing a quotation, as the interrogation point would be out of quotation). When
mentioning, the first word of a complete sentence must be capitalized. Indirect quotes (when the speaker paraphrase what was said). Example: The man said he was in a hurry. Vargules and the pernons always enter the quotation. Udio, transcribe them word by word. Capitalizing nouns followed by no. or letters that are part of a rie (for example, grid
8, section b, chapter 1, article VI, et cetera). , not capitalize smaller divisions: Public Page 1, Paragraph 7, et cetera. If the conjunction [and, for, or thus, yet] precedes an independent (main), use clair a vamgula before the conjunction. Correct: Jack I try U new diet, but it still gained weight. Correct: Jack tried a new diet, but still gained weight.
Incorrect: Jack tried a new diet, but still gained weight. No remove the word et cerra less than the customer to ask otherwise in the comment of comments. If you do not prepare the transcripts according to these requirements, you can be removed from the transbri team. EVALUATION THAT ARE GIVENED BY PUBLICS: 5 - 96% to 100% Precise 4 -
92% to 95% Precise 3 - From 88% to 91% Precise 2 - From 83% to 87% precise 1 - from 0% to 82% of precishes transcripts should know that errors as the following are severely penalized by editors. Together with the precision, editors will classify their files based on their grade errors and / or lack of research. If a new transcript ends 3 transcripts
and has 3.6 or a lower day classification, he/she will be removed from the team. Links a°Tiles: Interested? If you are interested in with us, you need to read the supplied providedAgain and then finish our test work (clean verbatim; not a timestaming is required), which you can find here: the test link: Let us know if you have any questions. questions.
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