
Adding Closed Captions to Kaltura Created Videos 
 

 
 

1. Go to https://inside.southernct.edu 
2. In the list of “Quick links” on the right side of the screen, click on “MySCSU” and log in 

with your SCSU account. 
 

 
 

3. From the list of “Apps” select “Kaltura Media.” 
 
 

 
 

4. On the new page that opens, select “My Media.” 
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5. From the list of videos that you have created, select the one you would like to closed 
caption. 
 

 
6. On the new screen, select the “Actions” button on the right, below the video. Select 

“Order Captions” 
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7. On the new screen, click “Order Captions.” 
 

 
 
 

8. If successful, a pop-up message will appear confirming your request and the screen below 
the video will display a new message that your request is being authorized. 
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9. The closed caption request will take up to a few hours to complete. You can check the 
status by going back to your video and selecting “Actions” and “Caption Requests.” 

 
 

 
 

10. If successful, you will see the status change to “Complete.” Below the status you will see 
an “Edit” button that allows you to edit the caption file. 

 

 
 

11. To edit the captions for accuracy, click the “Edit” button and use the editor that appears. 
Make sure you “Save” AND “Approve” any changes. 
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12. To turn on captioning on a video that has been captioned, click the CC button. 

 

 
 
 
 
Attention: The captions are automatic captions created by the computer.  Depending on the 
clarity of the recording and on the terminology used by the speaker, the quality of the captioning 
will vary. Some caption files may require significant editing. 
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