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Viewer Guide to 1CapApp
Private Session
If your caption provider sent this document to you, it means you MUST have a user and password to enter the session. If you have not received a user and password from your caption provider, please ask them.

[bookmark: _GoBack]To view the streaming text: * LINK IS An EXAMPLE. ASK YOUR CAPTIONER FOR THE CORRET LINK.
Click: https://companyname.1capapp.com/login.php
· Don’t see your session? Click: Login first.
· User: [case sensitive]
· Pass: [case sensitive]
· Click login
Your Session:
· Your session(s) are listed. 
· If you arrived early your session will state “Planned” 
· If you arrived on time your session will state “Live”
· Click Live
You have successfully entered your live session.

Settings:
The streaming text will default to black text with a white background.  If you prefer something different, please click the cogwheel located in the upper right-hand corner of the banner. 
· It looks similar to this :   [image: http://www.clker.com/cliparts/m/4/9/l/i/V/black-cogwheel-md.png]
Under Main Settings
· Appearance: Pick your favorite font, font size, font color, background color.
· Then place your cursor “inside” the text box and left click one time. This will hide the cogwheel
· Now left click one time on the “Autoscroll Deactivated!” Message. Text will start streaming with all your favorites.
Chat:
If chat is available on your session, you can type chat messages to your captioner 
Private Chat:
If more than one person has logged into 1CapApp and you want to “private” chat with someone, left click on the person you want to private chat with. Their name will pop up at the bottom of the chat “everyone” or “person name” you are chatting with privately. When you are finished private chatting, click on the “x” to the right of that person’s name.

Notes:
If you see a box below the streaming text that says “Notes” this means your captioner has allowed you to take your own personal notes directly in the platform.  This also means receive a rough draft transcript will be delivered to your email account “if” your captioner has input your email when scheduling your session. 

Highlighting:
To highlight certain parts of the text place your cursor in front or behind the text you want to highlight, left click your mouse and hold and drag your cursor over the text. Release the left click and a box will appear. Choose the tear drop, pick the color for highlighting. Repeat for other parts of text you would like to highlight.

IMPORTANT:  If highlighting tool does not work for you, your captioner has blocked this function; and, also, you will not receive a rough draft transcript.

Log Out:
After session is over please go to the right-hand corner of your session and log out. 
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