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[bookmark: _Toc62215971]Overview
Otter.ai is a software that transcribes speech into text, turning voice conversations into notes.   Otter creates captions for live speech, including prior recordings, and makes a written transcription of the speech.  The written transcription can be searched by key terms and shared by email or link.  Users can record a class lecture or meeting (virtual or in-person) including class discussion.  Otter can be used on your computer or mobile device. 
The user may take and select photos during the recording to be inserted in line with the transcript. After the transcript is created, the user can listen to the recording while the transcript highlights each word as it is played back.  There are options to export the text and audio transcriptions.  Otter will detect multiple speakers for you to tag in your transcript, create a space in the transcription when the speaker pauses, and uses time stamps throughout the transcription.
The Otter Basic plan is free. You can record up to 600 minutes per month, including 3 imports, at 40 minutes per recording.  After 40 minutes, you may continue by beginning a new recording. Otter Pro is the paid version that allows you to import, record, and sync with Zoom Cloud (a paid service) up to 6000 minutes per month with 4 hours per recording.
[bookmark: _Toc62215972]How to Use Otter.ai
[bookmark: _Toc62215973]Getting Started and Basic Features
1. To begin, go to https://otter.ai/ and click on “Sign Up” to create a free account.  If you have the paid version, you will go to https://otter.ai/ and click “Log in.”  If you choose “Continue with Microsoft” you can link to your CSU email.  
2. Or download “Otter Voice Meeting Notes” for Android or iOS.  Accounts will be linked by email. [image: ]
3. Click next to reach the home page.  You will see a menu bar and options to record or import.  [image: ]
4. To begin recording notes, you can click on “record” from the home page, or you can choose “Start recording” on the “My Conversations” page.[image: ]

5. You will know that Otter is recording by the timer at the bottom of the screen.  You may pause the recording with the pause button. [image: ]

6. Resume recording by clicking the microphone icon. [image: ]

7. Otter allows the user to insert a photo during transcription by clicking the photo icon and choosing an image from your device. [image: ]

8. Browse your device for the image, select, open, and the image will appear inline with the transcription text.  [image: ][image: ]

9. Stop the recording by clicking the stop icon. Once you stop the recording the note will be transcribed.  This may take a few minutes depending on the length of recording.  You are notified when your “note is ready” on your home page. 

10. If you want to transcribe a file that is already on your device, click “Import.” This will allow you to browse your device for the file. The Basic Free version only allows 3 imports.[image: ]
[image: ]
11. Locate the file, select, and click open.  Once you have selected the file, Otter will show that the transcription is in process under “Progress.”[image: ]

12. You will find your transcribed note under “My Conversations” in the menu.  Each conversation is automatically labeled “Note” and contains the date and time of the recording. [image: ][image: ]
13. You can listen to your note while reading the transcription by clicking the play button at the bottom of the screen. Otter will highlight each word of the transcription as it is played back. You can check for accuracy.  [image: ]
14. After checking the note for accuracy, you can edit the title and content of your transcription.  [image: ]
15. Use “Search the Conversation” option to search the transcription for keywords.  If a word appears multiple times, use the arrows to move through your transcription. [image: ]
16. After reviewing and editing, you can export the transcription or audio by going to the more options icon and choosing “export text” or “export audio.” [image: ]
17. Choose “export text.”  A window will appear with options for text format.  The free version allows you to export and save as a text document or to “copy to clipboard.” The paid version allows DOCX, PDF, and SRT file types.[image: ]
18. To share your notes, click on the share icon, either type the contact in the “share with people and groups” box, or choose to “enable link” then copy the link and share it. You can choose where the transcription will begin so that you may share all, or just part of the notes by clicking on “Start at” then typing in the time where you want the shared portion to begin.[image: ]
[bookmark: _Toc62215974]Settings for Easier Viewing, Listening, and Organization
· Collapse the sidebar by clicking the arrow next to the Otter logo at the bottom of the menu. [image: ]
· 
Listen at your own pace by adjusting the playback speed. Click “1x” to open the Playback Options menu and choose your playback speed.
[image: ]
[image: ]
· Pair speakers to identify who is talking by clicking on the number beside “Speaker.” You can also click on the “more options icon” and choose “rematch speaker.”[image: ]
[image: ]
· [bookmark: _Toc62215975]Organize your notes by using folders.  Select “Folders” from the menu bar, then “New Folder,” then “Create a folder” by naming the folder and clicking “Create.”[image: ]
Advanced Features / Other things to know / Paid version features
· Apps. Otter can sync Zoom Cloud Recordings automatically when enabled.  Zoom Cloud is a paid service.  If you have Zoom Cloud and want to sync your recordings with Otter, go to “Apps” in the menu and select “connect” for Zoom and follow the prompts. Otter will also sync to your calendar.  While in “Apps,” select “Connect calendars and contacts.”[image: ]
· Keyboard Shortcuts for Audio Playback and Editing Transcription
	Action 
	Mac
	Windows

	Play or Pause
	Esc
	Ctrl Space

	Rewind 5 Seconds
	Left Arrow
	Ctrl R

	Slow Down
	F3
	Ctrl 3

	Speed Up
	F4
	Ctrl 4





	Action 
	Mac
	Windows

	Insert a Paragraph Break
	Return
	Enter

	Delete Paragraph Break
	Backspace or Delete
	Backspace or Delete

	Undo an Action
	Command Z
	Ctrl Z

	Redo an Action
	Command Y
	Ctrl Y



· Premium versus Paid
· The Premium (paid) version of Otter comes with 6,000 minutes per month of recording, including imports.  The Basic (free) version comes with 600 minutes of recording per month and 3 imports total. 
· The Premium version of Otter can sync with Dropbox.
· The Premium version allows you to export transcriptions as PDF, DOCX, and SRT files.  The Basic version exports as a text file or to your clipboard, which can be copied to a Word document. 
· For more explanation of features, check out this Otter.ai Tutorial (https://www.youtube.com/watch?v=GYCAqtgyUyY), or find additional tutorials in Account Settings.
· Help can be found by clicking the arrow by your name, then “Help Center.”
[image: ]
[bookmark: _Toc62215976]Program Manufacturer Contact Info
· Company Name: Otter.ai
· Email:  support@otter.ai
· Website: https://otter.ai/about 
· Cost
· Basic Plan: Free
· [bookmark: _Make_Your_Guide]Premium Plan: $9.99 per month


Assistive Technology Resource Center		Alyssa Willett
Colorado State University		January 2021
http://atrc.colostate.edu
http://accessibility.colostate.edu
14
image1.jpeg
ASSISTIVE TECHNOLOGY 970-491-6258 | atrc@colostate.edu
RESOURCE CENTER http://atrc.colostate.edu

COLORADO STATE UNIVERSITY http://accessibility.colostate.edu




image2.jpg
O".. Otter.ai

Create Account

‘ G Continue with Google

‘ 2% Continue with Microsoft

‘ & Continue with Apple

OR

Email

Forgot your password?

Create account

or Sign in to your account




image3.jpeg
Willett Alyssa:
@ - ciomcions Home

— Agenda Today
f—
i Comrmeion To see your agenda connect your calendar sl
Shred with Me - ;
Recent Activity NI
Apps Transcribe Zoom
° Title is ready h LIVE
i 2 . zoom
e optons & LvNtes
@ Ny Ty Ot Bies fr morth FREE
o Note s reoy Run better meetings
(OREY)
T —
[ —
PrISE—

Connect your calendar

Otter.ai





image4.jpeg
WhetAyms My Conversations

Home This Week
My Conversations

Shared with Me

Apps

All Conversations

Trash

Ollet otterai





image5.jpeg
Note

Mon, /11-252PM @ 019

Recording, you can tell when it's working. The bottom of the screen and the transcription
happening.

.




image6.jpeg
Note

& Mon ¥11-262PM @ 015

005

Recording, you can tell when it's working. The bottom of the screen and the transcription
happening.





image7.jpeg
Note

Tue, 112-252PM @ 0

photo, or you need to do s use the.





image8.jpeg
T [ TR T S— e N IR

Lo
Ogune + e tader =-oe

¥ wier Documer &

@ Onepiie - Colst
 Aachments

i Tems

B Mooty Ao Notetsker  ustomice  Documents Wi iog
Recerings e aranencou
@ onedrve - eron —
 piaes
Smsrc |—=l
B 3000 =
. zo0m e men  tnderce et Exponten
- Taiews Tk
L - “
e ] i 5





image9.jpeg
Home
My Conversations

Shared with Me

All Conversations

© seecken Reclgning test with audio
This is to demonstrate how to insert a photo, while using Otter. Click on the photo icon,
choose your picture from your device, click open, and it will be inserted in line as part of
Yyour transcription in real time.





image10.jpeg
My Conversations

Bl Shared withMe

Apps

Agenda Today

Recent Activity

O ooy
@ Nty

enda c

ATURE

Transcribe Zoom
LIVE

Live Captions & Live Notes





image11.jpeg
Name Date modified Type Size™
~ Yesterday (3)
R Ch 3_Harmod Willet_ecits Microsoft Word D.
QUICK START GUIDE TEMPLATE 2021 Wil Microsoft Word D. audio/video
B Otter Tutorial_otterai Text Document
 Earlierthis week (1) Size

T Greenshot-INSTALLER-12.106-RELEASE  1/11/2

21AM Application
< Last week (1)

@3 Willett Cover Letter Poudre School District
@ Willett Cover Letter PSD

3 Windows 10 Built-In Accessibility - Quick...

rs 3 FREE imports

< >
~| |AnFiles v
Open Cancel
Browse file
_———

Upgrade to unlimited imports

Browse file





image12.jpeg
Import audio/video X
Name Size Progress Status

Cancel All

248765 MB — Cancel

Upgrade to unlimited imports

Browse file




image13.jpeg
Home &

nda connect your calendar

Recent Activity woma
A  Recording Basics

Agenda Today

et To see yo

Shared with Me

Apps

Collabora er connect to your contacts

7@ Ouick walkthrough so you can
record lie a pro.

Gat storted

Run better meetings

Welcome to Otter &

5

+ Gotrominders o rocord yourmstings
started by recording your next « Tl yournotes utomatically
meeting, interview, lecture, or It peopl o view  ghlght e

pp— > :
important conversation.

Connsct your calondar

Trash

Ol Orerai





image14.jpeg
) i

owilett@colostote.edy

@ Home

Shared with Me

Apps.

My Conversa

This

Week
Tue, 112 1101 AM
Otter Tutorial
o
262pM
v M





image15.jpeg
< My Conversations

Home

g ———

Shored with Me
© o

Apps

@ specker oo
Once the finish record will XTI begin transcribing. I you pause. There will be a
page break to track the pause, speaking. Youre also allowed to pair different speakers
with different voices. we'l identify keywords in each note, able to go Lo the Lop of the
screen and click on the keyword to find within the recording,

Pps———

Trash





image16.jpeg
@ e

Home
My Conversations
Shared with Me

Apps

pe——

Trash

Ollot ot

< My Conversations Sear

@ seeckert cos

Recording, you can tell when its working. The bottom of the screen and the
transcription happening.





image17.jpeg
<{ My Conversations

Otter Tutorial

& Tue, /2. 1:01AM @ 03

SUMMARY KEYWORDS

keyword [ transcribing im.w voices|[speakers|[identify | [automatically || page | [ pair]  record

o Speaker1 0:02

Once the finish record will automatically begin transcribing. If you jpause] There will be a
page break to track the pause, speaking. You're also allowed to pair different speakers
with different voices. we'll identify keywords in each note, able to go to the top of the
screen and click on the keyword to find within the recording.




image18.jpeg
el < My Conversations

Home
[P— s
i © Move
Shared with Me Otter Tutorial
& ey nOM @ o Exporttext
oy s M e e
suMmaARr KeYworos @ oo

Voyword] transeribing] [poues] vorces | [spockens) ety [ou

@ Delete

@ sl
Once the fnish record will automatically begin 1fyou pause. There wil be a
page break to track the pause, speaking. You'e also allowed to par diferent speakers
with diferent volces. we'l dentify keywords in each note, able to go to the top of the
screen and click on the keyword to find within the recording.





image19.jpg
>4 Export Text Continue

Export format

Filename: Otter Tutorial_otter.qi
Include speaker names

Include timestamps

Merge same-speaker segments

Export as monologue

Unknown Speaker 0:02
Once the finish record will automatically begin transcribing. If you pause. There will be
a page break to track the pause, speaking. You're also allowed to pair different
speakers with different voices. we'll identify keywords in each note, able to go to the top
of the screen and click on the keyword to find within the recording.

Transcribed by https:/otter.ai




image20.jpg
Share with people and groups

No one has been added yet

Share a link

This conversation has shared link enabled

p—
& Anyone with the link can view W Stortat: 0:00

https://otter.ai/u/Msj67_WPI1VQpJhhOTjJHg1Yhh8

Learn about share link privacy





image21.jpeg
My Conversations

This Week

Shared with Me
s N Tue, V12 252PM
© Note photo, bottom, icon, screer
oo
5 Note ik, line, icon,transeription, d
eoz
= otter Tutorial
oo
= Menyi2zs2oM
S e
o034

[ All Conversations .

@ Trash

Ot oterai





image22.jpeg
< My Conversations

Looking AHEAD with MindSource
Version
& Wed 1131053 AM @ 1943

SUMMARY KEYWORDS
[orin oy portcports) fecotors] recommendations  modes e

tip sheets] [source |

people] nform] [populotions] included| [proposed

@ seecert oot

Hello Today our group will be presenting on looking ahead
by Alyssa Dorn, Maria Stephan and Alyssa will and | myself
first several slots. For our project, we're going to be working
which stands for achieving healing through education, acc
determination. These ahead models were designed by min
as a brain injury education tool for building skills and copin





image23.jpg
Playback Options

Speed

0.5x 1x

Skip Silence

< [e)

2x




image24.jpg
o Speaker1 0:02

Suggested Speakers

o Willett,Alyssa

8 Type speaker's name here

photo, while using Otter. Click on the photo icon,
, click open, and it will be inserted in line as part of





image25.jpg
m‘hﬁ‘Q

o o B M

D with MindSource F ~ ¢
& Export text

13 & Exportaudio

~
ators || recommendations | [modules || rem

form|[populations[included ] [proposed s G pelete





image26.jpg
Create a folder

IName Folder





image27.jpeg
Shared with Me

Otter

Share live transcripts and highlights of Zoom meetings and webinars you host.

ive Notes

Dropbox

Sync video and audio files into
transcripts/captions back to you

Dtter for transcription, and s
Dropbox.

Connect calendars & contacts

Autorr
meeting:

Al Conversations. ‘

on your c
bu can start sharing and collabo

Microsoft

M colendar

t reminy
ating w

ve the





image28.jpg
Willett Alyssa
awillett@colostate.edu

= Willett,Alyssa (You)
awillett@colostate.edu

88 Create Team
© Account settings

7 Refer & earn

1 ® Help Center

[2 Contact Support

(> Logout





