
 
Instructions for Zoom captioning 
 
Zoom now allows paid accounts, such as Zoom Pro, to have Live 
Transcription Services, which is also the same thing as closed captioning, 
subtitles, and/or automatic speech recognition (ASR).  It is free, however, 
the host must turn it on, or activate it, ahead of time. 
 
If you google Zoom to find the instructions on how to set it up, it will tell you 
that you have to hire someone to do the captioning.  This is no longer 
true.  I'm waiting for Zoom to update their website to include this up-to-date 
information, so for now, please don’t follow these instructions.  You don’t 
have to hire or assign someone to type the words anymore. 
 

Zoom now provides free Automatic Speech Recognition (ASR) for closed captions. (I 
have a Zoom Pro account. I don’t know if these instructions will work on a free account.)  

Instructions on the Zoom Help website are out-of-date.  

This website is quite accurate, although the setup screens have been changed slightly  

https://it.cornell.edu/zoom/zoom-live-transcription-service   

Some of the screen shots below are taken from that website. 
There are 3 steps. The first two must be done by the Zoom "host", the person who sets 
up the Zoom meeting. Meeting attendees who want to see the captions just do Step 3.  

STEP 1 – Turn on closed captions, done once in the host’s Settings  

 
Zoom host (the person who sets up the Zoom meeting) Login into Zoom ....  

 



 
 
Then enable live transcription: 

 
STEP 2 - Host turns on captioning for the meeting  

Click CC at the bottom of the screen on a PC 
Under Live Transcript, click on Enable Auto-Transcription  

 

STEP 3 – Meeting attendee can turn on captioning  

This process has been tested and works on PC, Mac, and iPhone.  

After the host has turned on closed captions in Step 2, attendees can click on CC and 
select Show Subtitle. Font can be made larger in Subtitle Settings.  
 

 
 


