
 

 

Once you have saved audio from class using whatever digital recorder device works best for you, follow the directions 

below to upload it to your computer and create transcription of the saved audio. 

The DRC has digital recorders in our office that can be checked out for the semester. 

 

 

 

Connect your recorder to a free USB port on your computer.  

Many voice recorders provide a USB cable that allows you to plug the small end into 

your recorder and the large end into your computer. 

Other recorders, such as the Olympus WS-710M, have built-in USB plugs that plug 

right into the computer's USB port. 

 

Step 1: Once you have the audio saved on the computer you will need to upload it to Kaltura 

1. Open Black Board home page menu click on Tools: 

2. On the Tools page you will see the link to My Media 

 

 

 

 

 

 

 

 

 

 

 

 

          

 

3. Click on My Media 

 

How to upload Audio and Transcribe Speech into Transcripts using Kaltura in Blackboard.  

How to upload audio/video to your computer: 



 

 

4. Click on Add New in order to upload audio:  

 

5. The following MENU with options will drop down:  

 

Typically, you will choose Media Upload however you can pull from You Tube and options listed as well. 

 

 

    

    Click on choose a file to upload 

 

 

 

 

       The Medial Library will open.        This is where you will upload newly recorded media: 



 

If you have a file saved on the desktop, or in a file folder you can just drag the file into this area and it will upload. 

6. IF you click Choose a file to upload: 

a. The Open box will appear:  

i. Select the folder or location where you saved the file you want to upload. 

ii. You can even open the recorder folder after connecting it to the computer 

1. Simply drag the file right to the Drag and Drop area and it will 

automatically upload the audio from your device or recorder. 

 

  

 Select the file and click on Open. 

 

 If you connect the recorder directly it will show up 

as a USB-Disk. When you click to open it, this is 

where you can just Drag and Drop the audio file. 

 

 

 

 

 

 

 

7. The following screen will come up stating upload completed.  

a. Complete the information below on the page including naming 

individual files, and mark publishing as private. 

b. Scroll down and click save.  

 

 

 

 

 

Once the upload is complete 

click on Go To My Media 

You will then be taken to the 

files that you have uploaded 

 

          Uploading Files from your device or a saved file on  your computer: 

        



 

Depending on the size of the file or how long the recording is, there may be some wait time for it to download and process.  

8. Click on your file and it will open. If it is audio, it will show a black box, if it is a video, it will show the video.  

Again, it may take some time to populate captions and transcription, however Kaltura does it all for you.  

 

 

 

 

 

 

Initially the file will appear as a black box 

again if it is audio, or the video will show 

it a video was uploaded. 

 

Depending on the length of the content 

it may take a few minutes to generate 

captioning and transcription 

 

Updated details for how to access CC or 

transcriptions will be provided below.  

 

 

 

 

9.  When you click play on the file, 

this menu will appear in the upper 

right corner.  

 

 

 

Each menu will provide the following different actions:  

 

       

 

 

 

 

  

 

 

 

 

This process has changed with 

recent updates to Kaltura 

          Creating Transcription from My Media: 

Click for transcription under the clip in 

the body of the text with timings: 
The Closed Captioning box also will appear in 

the lower right hand side. Click to turn on CC.  



 

 

  New feature of Kaltura: In order to download transcriptions.  

  Click on the Download Arrow 
  

When you click the Download Arrow the following options will come up: 

 

 

Click on the bottom choice 

which will open a dialogue 

box with the content of the 

audio or video in complete 

transcription.  

         

 

 

 

 

 

 

 

Everything spoken on the audio file 

will be displayed in the box. 

• From here you are able to copy/paste 

the content into Word, or any other 

word processing application in order 

to manipulate, enlarge, or have the 

text read. 

 

• This creates a word for word transcription copy of notes for the audio.  

Another option to download transcriptions: 

Click on the show transcript button: 

        Click on the three dots … for options: 

1. Download Current Transcript 

2. Print Current 

transcript  

 

          Creating Transcription from My Media: 

Transcript will open in a 

dialogue box: 

                       ** Note: Kaltura is 95% + accurate. Please allow for variance in the translation of some words just as any device       

you currently use that transcribes spoken language into written text is prone to do. 


