
Getting Started with Verbit Captions & Notes at Crafton Hills College 
 
 

A. First, you will receive an Email Message Inviting you to Join Verbit… 
 
 
 
 
 
 

B. Open the email and click on the “set password button”. You’ll be taken to the Verbit’s 
login page to set your password. Please save it, as we won’t have access to it! Your 
username will be your CHC email address. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

C. Before you can start using VERBIT services Suzanne Delahanty will need to get ALL of 
your course schedule information for all “live” online class sessions you will be attending 
that semester. To find all of your course information, you can login to WebAdvisor and 
click on the “My Class schedule” link… 

 
 
 
 
 
 
 
 
 



 
 
 

D. Click on the Class Schedule Link, and locate the required course information: 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
E. Below is a sample schedule on WebAdvisor. The information needed to complete a live 

captions or notetaking booking request via our online request form is outlined. 
  

Instructor’s name teacher 



F. Once you have obtained your class schedule from WebAdvisor, please download it as a 
PDF or PNG file. You can upload this file via our new captioning and checking scribe 
request form on the forms page for DSPS. Optionally, you may email it to me at 
sdelahanty@craftonhills.edu. 

 
 

G. You will need to make an appointment with Suzanne Delahanty for a quick remote 
training on how to use Verbit. However, Verbit is very easy to use.  

 
 

H. After your courses have been scheduled by Suzanne Delahanty in Verbit, you will receive 
a confirmation email.  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

I. Before your class begins, you will receive a Verbit login email 30-minutes prior to the 
start of your scheduled class. Inside this email, there will be a direct zoom link to the 
class session, as well as a link to the Verbit live” streaming text” window, known as the 
“Verbitizer”. 

 
 
 
 
 
 
 
 
 
 
 



J. You will want to click on both the blue “Join Zoom” button, and also click on the green 
button that says: “see the live Transcript”, You will see scrolling text and a live captioner 
will be typing for you as the instructor speaks. You will notice the captioner will be 
making corrections to the text as they go. 
 

 
K. At the end of each of your live class sessions, Verbit will email you the complete 

transcript of the live notes taken during the course stream. You can also download this 
transcription file at any time by logging into your Verbit account. You will find the file 
attached to the past class session.  All your past and future class sessions are available 
and are chronologically listed when you login to the Verbit site. 

 


