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Agenda
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Time Activity

0-3 min Welcome & Introduction

4-10 min Logging Into Zoom Desktop Client & Zoom Admin Portal (Zoom.us)

11-20 min Caption Settings

21-30 min Caption Demo

31-40 min Transcription Demo

41-50 min Q&A & Hands On Exercise

51-60 min Spotlighting vs Pinning

61-67 min Demo

68-70 min Q&A & Hands On Exercise for Pinning

71-80 min Sign Language Interpretation Setting and Sharing

81-86 min Emoji & Demo + Hands On Exercise

87-90 min Q&A Session
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Web Portal Setting
Translated Captions
Automated Captions need to be enabled 
to turn on Translated Captions. To turn on 
Translated Captions, go to:

● Account Management and select 
Account Settings.

● Under the Meetings tab, click  In 
Meeting (Advanced).

● Find Translated Captions and 
enable the toggle.
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Captions

● To enable closed captioning, click Captions.
+ Select the speaking language and click Save.

Closed Captions
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Captions

● Captions will now display at the bottom of the 
meeting window.

● Click Captions to show additional capabilities like 
View Full Transcript & Subtitle Settings.

Closed Captions
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Translation

● The translated captions will show at the 
bottom of the screen.
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Translate To
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Automated Caption
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Translated Caption
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Demo Caption/ Translation
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Let’s Try!

Turn on Caption
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Let’s Try!

Set the speaking language
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Let’s Try!

Change the font size, font type, color of 
the caption
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Let’s Try!

Change the font size, font type, color of 
the caption
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Let’s Try!

Drag the caption window to show more 
captions
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Let’s Try!

Change the position of the caption: see 
the difference between the 2 options
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Let’s Try!

The 2 option allows you to drag the whole 
caption outside of the Zoom Meeting 
Window
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Let’s Try!

View Full Transcript
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Let’s Try!

Pop Out The Full Transcript
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Let’s Try!

Save Transcript
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Spotlight Vs Pin a Participant’s Video
Official Demo Video Link: https://www.youtube.com/watch?v=4Rly4y7ya9k

Spotlight video puts up to 9 participants as the primary active speakers for all participants, and participants will only see 
these speakers. Spotlighting can also be done during screen sharing. This feature is often used to spotlight a keynote 
speaker.

Cloud recordings will recognize and record up to 9 spotlighted participants in the Gallery View recording layout.

Requirements for spotlighting: In a Meeting

● Host or co-host privileges for the meeting
● Zoom desktop client for Windows, macOS, or Linux: Global minimum version or higher
● Zoom mobile app for Android or iOS: Global minimum version or higher
● Three (3) or more participants with video on
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Pinning videos in a meeting allows you to keep specific participants' video feeds visible on your screen throughout the 
meeting. 

Pinning another user's video will only affect your personal view and won't impact what other participants see on their screens. 

This feature is particularly useful when you want to focus on a specific presenter or maintain visual contact with key 
participants during the discussion. Multi-pinning is also supported, allowing you to pin up to 9 participants simultaneously.

If you are recording the meeting locally on your computer and you pin a video, the pinned video will be recorded unless you 
change your video layout. Pinning another participant's video will not affect other participants' views of the meeting or cloud 
recordings.

The meeting host can also spotlight up to 9 videos. Spotlight video puts a participant as the primary active speaker for all 
participants. All participants will only see the selected speakers as active speakers. This feature is often used to spotlight a 
keynote speaker.
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As a host: How to Assign an Interpreter

Go to the meeting controls toolbar and open the 
Interpretation menu.



© 2025 Zoom Communications, Inc.

As a host: How to Assign an Interpreter

Then select + Add Interpreter and select the interpreter 
from the participantʼs list dropdown.
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As a host: How to Assign an Interpreter

Select American Sign Language from the dropdown 
menu.
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As a host: How to Assign an Interpreter

Click Start.
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As a host: How to Start the Sign Language 
Interpretation Feature

After clicking start, this will 
move the interpreter from 
the gallery to the designated 
pop-up window. Everyone in 
the meeting will be notified 
that sign language 
interpretation is available. 
The sign language 
interpreter will be shown in a 
designated video channel for 
sign language interpreting. 
Participants can choose to 
view this language channel if 
they wish.
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As a host, how to Mute or Unmute an Interpreter

In the meeting controls toolbar, click on 
Participants. 

Find the interpreterʼs name, hover over it, and 
select Allow to Talk. The interpreter will now 
have access to their microphone to voice for a 
Deaf or hard-of-hearing participant if needed.
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As a host, how to Remove an Interpreter

Go to the Interpretation menu and select 
Manage Language Interpretation…

Find the interpreterʼs name that you wish to 
remove and click the delete icon X next to their 
name. Then select Update. The interpreter will 
be removed from the designated interpreting 
video channel.
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As a host, how to End the Interpretation Feature

Click End
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Emoji
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Demo




