Language Support in MS Teams
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Live Captioning

All meeting attendees have the option to turn on live captions. This only affects them,
rather than turning it on for everyone. This can be useful if you have a hearing
impairment and need captions to assist your understanding of the meeting. Live

captioning is not perfect, but if everyone speaks clearly it is fairly accurate.

How to turn it on

You can’t turn this on across the board so it will need to be turned on when you join a

meeting. Everyone who wants to view live captions will need to turn it on individually.

1. Click on the ... in the floating menu and choose ‘Turn on live captions (preview,

English US only)’ from the menu that appears:
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E Show meeting notes

O Enter full-screen

7% Show background effects

Turn on live captions (preview, English US only)
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© Start recording

oo End meeting

[ Turn off incoming video
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2. Captions will now appear at the bottom left of your screen as you or anyone else

in the meeting speaks.

Captions will now appear at the b: .
of your screen :
ra =Ll v



Translation

Live captions are only available in English currently, but it is possible to have
conversations translated from English to Welsh (or other languages) using Microsoft

Translator.

The meeting owner will need to start a conversation in Microsoft Translator, and
give attendees a link to the conversation. The attendees can then specify what
language they want to use and when the presenter talks, they’ll get the translation
via this conversation. Some languages have audio translation, but Welsh currently

only has text translation.

Unfortunately, it is not possible to use Microsoft Translator the other way around and
translate speech from Welsh to English, as Welsh is only included as a textual
language. If this was important you would need to have someone on hand who could
type the Welsh into the conversation while the speaker was speaking. Typed Welsh
text in the conversation would then be translated to the language that attendees have

chosen.



How to start translating your Teams meeting

Note: You'll need to set this up immediately prior to the meeting, not far in advance.

The conversation only exists while you are in it.

Via your PC
1. Go to https://translator.microsoft.com/.

B® Microsoft | Translator tome  Tet  Conversation  Applicaions . Help v Languages

Join ion  Start conversation

Conversation code

Your name

A
an

Break the language barrier o

! g English
Translated conversations across devices, for
one-on-one chats and for larger group
interactions.

Privacy & cookies | Services Agreement

2. Click on the ‘Start conversation’ tab:

Join conversation  Start conversation

Log in with one of the following services to
get started ?

f &

Privacy & cookies | Services Agreement

3. Click on the Microsoft icon (white window on blue circle).

4. Log in with your usual AU email address and password.


https://translator.microsoft.com/

5. You'll now be asked to give your name and what language you wish to see/hear

(set this to your own language):

Join conversation Start conversation

Your name

Suzy Shipman

Your language ?

English ~

M | am using this product in a classroom

Enter

6. Click the Enter button.

7.You'll now be asked to check your devices and may need to allow Microsoft

Translator to access them:

Hey Suzy Shipman, let's do a quick
microphone test before you get started




8. You'll now enter your conversation screen:

Conversation code: KXIHZ Suzy Shipman & D
English

Conversation bot
Presenter mode ([l )

[ Hey Suzy Shipman, welcome to the conversation.
Participants
You can speak at any time by pressing and holding the spacebar. e ey ont ey
Give other participants the
conversation code or have them

scan the QR code below to join this

You

Y

Press and hold the spacebar to speak, or type a message

9. Turn on ‘Presenter mode’ at the top right of the screen (so you won't have to
press the spacebar while talking) and keep a note of your conversation code

(visible at the top centre of the screen).
10. Leave your browser open and switch to your Teams app.

11. Inform meeting attendees that they can have the meeting translated, by using

Microsoft Translate and give them the conversation code so that they can join.

12. Once everyone has joined the conversation, proceed with your meeting as

normal, making sure to speak clearly and not too fast.



Via your mobile device
Note: if you are using Microsoft Translator on your mobile device, you’ll need to use

a different device to run Teams.

1. Open the Microsoft Translator app on your mobile device:

2. Click on the conversation icon (two people icon, on the right) and you will see

the conversation screen:

Q
eD
Join conversation

Tojoin a co st for the

3 @)
R
Start conversation

Start a conversation and share the ¢

with other participants, wheo can use
join your conversation

START




3. Click on the ‘START' button in the ‘Start conversation’ area.

4. You will now be asked to give your name and choose your language:

Enter your name and select
language

Your name suzy on phone

Your language  Welsh

ENTER

5. Click the Enter button and make a note of the code given to you on the next

screen:

Ask others to scan or enter the
code below on the Translator

app

Conversation code:

GZKYL <

Alternatively visit:
https://translate.it/GZKYL

6. Click the Enter button to start the conversation.



Hey suzy on phone, welcome
to the conversation! Tap the
conversation code above

at any time to invite more
people

7. Leave the app open and go to your Teams app on your PC or other device (not

on the same device where you are using the Microsoft Translator app).

8. Inform meeting attendees that they can have the meeting translated, by using

Microsoft Translator and give them the conversation code so that they can join.

9. Once everyone has joined the conversation, proceed with your meeting as

normal, making sure to speak clearly and not too fast.



How to access the meeting translation as a meeting attendee

Via your PC

1. Make a note of the conversation code you have been given

2. Go to https://translator.microsoft.com/

B Microsoft | Translator Home  Text  Conversation  Applications v Help v  Languages  For Education For Business All Microsoft v Search £

Join conversation  Start conversation

Conversation code

o2
an

Your name

Break the language barrier Your anguinge

. g English
Translated conversations across devices, for
one-on-one chats and for larger group
interactions.

3. Type or paste your conversation code into the Conversation code box, add your

name, and select the language you wish to view/hear.

Join conversation  Start conversation

Conversation code
KXIHZ]
Your name

Suzy Shipman

Your language

English

4. Click the Enter button


https://translator.microsoft.com/

5. You will now see the conversation screen:

Conversation code: KXIHZ Suzy Shipma... @ I::_)

Welsh

Conversation bot

Participants
C Hey Suzy _ShlpmanGG, welcome to the Suzy Shipman
conversation. Engish

You can type at any point in this
conversation by entering text in the
message box below.

6. To keep this conversation window and your Teams window on screen together
you can use Windows button + left arrow or Windows button + right arrow to

arrange your windows.

You can type at any point in this
n by entering text in the

7. Proceed with your meeting and you should see the presenter’s speech translated

for you in your conversation window.

Conversation code: KXIHZ Suzy Shipma... @ I::_)

Welsh

Conversation bot

Participants
Hey Suzy $|1|pma|166, welcome to the S S
conversation. Engish

You can type at any point in this
conversation by entering text in the
message box below.

Sut wyt ti heddiw?

Pnawn da.

Gweithio.




Via your mobile device

1. Open the Translator app on your mobile device:

2. Click on the conversation icon (two people icon, on the right) and you will see

the conversation screen:

@)
éen
Join conversation

Tojoinac ost for the

@)
R
Start conversation

Start a conversation and share

with other participants, whe can us
join your conversation

START




3. Type or paste the conversation code in the ‘Join conversation’ area and click the
‘JOIN’ button. You will now be asked to give your name and choose your

language:

Enter your name and select
language

Conversation
code KXIHZ

Your name suzy on phone

Welsh

ENTER

4. Click the Enter button to join the conversation.

Hey suzy on phone, welcome
to the conversation! Tap the
conversation code above

at any time to invite more
people.




5. Proceed with your meeting and you should see the presenter’s speech translated

for you in your conversation screen:

Hey suzy on phone, welcome
to the conversation! Tap the
conversation code above

at any time to invite more
people.

Helo.

Pnawn da.

g Sutwytti heddiw?

man ® English
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