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Logging into Ai-Live
Navigate to www.ai-live.com and click on the ‘Sign In’ button.

Enter ‘Username’ and ‘Password’ and then click ‘Go’.
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Booking a Session
Once logged in to Ai-Live, you will be directed the Ai-Live portal. From here you can book sessions,
view sessions or download your transcripts.
To book a session, click the ‘Book Now’ button on the right hand side of the page.

Once viewing the booking form, please select whether you would like to book:




Ai-Live in Education
Ai-Live for Work
Ai-Live at Events

Once you have selected what you wish to book Ai-Live for, please complete the booking form and
‘Submit’. For any questions regarding your booking, please email coordinators@ai-media.tv.
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Managing your Ai-Live Bookings
Dictionary and Prep Material
The Ai-Live dictionary feature is an important feature and great way to get the most out of your AiLive sessions. By adding keywords or jargon to a specific session or to your global dictionary, the
Captioners will be able to train these words into their captioning profile to create more accurate
captions for you.
You can access the Dictionary, from the homepage of the User Portal, by simply clicking the
Dictionary button on the right hand side.

You are taken to the Global
Dictionary page. You can swap
between Global Dictionary and
Session Specific by clicking the
tabs on the left hand side.
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From the ‘Global Dictionary’, you can add key terms and jargon that will be added to all of your
future Ai-Live sessions. For example you may want to add industry specific jargon for workplace
meetings, or names of key University departments or features.
To add terms, click on the ‘Add terms’ link.

Add up to ten terms at a time and click ‘Update’ to save these to your ‘Global Dictionary’.
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If you want to add terms or jargon to a specific session instead of the Global Dictionary, simply click
the ‘Session Specific’ tab on the left. Then select the specific session and add the terms (please refer
to previous page).

As well as adding to the dictionary, you can also upload preparatory materials to a specific session.
This can be a word document of terms, a PowerPoint of a university lecture or an event run sheet.
To do this, select your session (as shown above), then click on the ‘Preparatory Materials’ tab,
choose your file and upload the file to the session.
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Viewing all my Bookings
From the Ai-Live portal, you can view all of your completed and future sessions by clicking on the
‘See all sessions’ button.

You will be shown a list of all of your sessions, arranged from your first session to your last. To view
your upcoming sessions, click the ‘Future’ button below the list of sessions.

Once ‘Future’ is selected, you will
be able to see all of your upcoming
sessions, with the sessions
occurring first at the top of the list.
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You can also swap to calendar view, to be able to see your sessions displayed in a weekly or monthly
calendar. Swap to calendar view by clicking the ‘Calendar’ button on the top right hand side of the
list. Once on Calendar, swap to a monthly view by clicking the ‘Month’ button above the calendar.

The sessions displayed here in grey are
the ‘Completed’ sessions. To view any
sessions you have booked for the
future, click the ‘Future’ button below
the calendar.

You can now see you booked
sessions for the next month.
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Modifying a Booking
To modify a booking, click the ‘Bookings’ tab on the left hand side of the Ai-Live portal, and then click
‘Modify Booking’.

Fill out the ‘Modify my Booking’ from. Please reference either your Booking Request Receipt (also
referred to as Booking Reference Number) (if session unconfirmed) or Session ID (if session is
confirmed) and the modification you wish to make. Please email our captioning coordinators for any
assistance at coordinators@ai-media.tv.
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Cancelling a Booking
To cancel a booking, click the ‘Bookings’ tab on the left hand side of the Ai-Live portal, and then click
‘Cancel Booking’.

Fill out the ‘Cancel my Booking’ from. Your name and email address will already be included. Please
reference either your Booking Request Receipt (also referred to as Booking Reference Number) (if
session unconfirmed) or Session ID (if session is confirmed). Please email our captioning
coordinators for any assistance at coordinators@ai-media.tv.
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Accessing an Ai-Live Session
To access an Ai-Live session, click on the green ‘Quick Join’ button.

Until your session is active and someone
has started speaking, the session will
appear blank. The Ai-Live Caption Viewer
will remain blank until your meeting or
lecture has started.

Once the session has begun, text
will begin to stream within the
session.
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Ai-Live Captioning Session
The Caption Viewer
Once you have accessed your Ai-Live session, there are a few features you can utilise to customise
the captioning display to your liking.
These features include the chat panel, changing the font and colour scheme, hiding the toolbar,
providing feedback, and requesting assistance from our helpdesk.
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The Chat Panel
The chat panel is an invaluable tool for communication between you (the viewer) and your
captioners. Contact the captions to check if they have audio, to let them know that your sessions is
running late or overtime.

To access the chat panel, simply click the ‘+’ button on the chat panel.

Type your text here.
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If you receive a chat message, the chat panel will change colour to blue, and will state that you have
a new message.

Once you have opened the chat panel, you can click the area selected in pink to start typing a
message, or click one of the numbered buttons (selected in blue) to use a pre-set chat message.
Once you have typed your message, click ‘Send’ (selected in green) or click ‘Clear’ (selected in
yellow) to start over.

Simply type you message and hit ‘Send’.
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To use one of the pre-set messages, click the correlating number, click the arrow and then press
‘Send’.

To change pre-set messages 1 and 2, click the settings button, then the ‘Chat’ tab, and insert your
custom messages.
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Changing Fonts, Font Size and Colour Scheme
The first time you log into an Ai-Live session, the settings will have your font, size and colour set to
Arial, medium size, white text on black background (shown below).

To change these settings, click the ‘Settings’ button to bring up the options.
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On the ‘Text’ tab, you can change your font and font size settings by clicking any of the options. I’ve
chosen ‘OpenDyslexic’ font in the ‘Smallest’ font size.

You can now change the colour scheme by navigating to the ‘Colour’ tab and choosing one of the
available options.

17

You can now view the captioning in the colour, font and size of your choosing.
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Hiding the Toolbar
To hide the toolbar whilst in the Ai-Live caption viewer, you can simply click the hide button.

You can reveal the toolbar
by clicking the ‘Show’ button
in the top right hand corner
of the caption viewer.

You can also auto-hide the
toolbar by navigating to the
‘More’ tab within ‘Settings’, and
turn on the ‘Autohide toolbar’
setting.
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Feedback
At any time throughout your session or at the end of your session, you can give feedback on the
captioning via the ‘Feedback’ function within the Ai-Live caption viewer. Click on the ‘Feedback’
button (the star icon) to bring up the feedback window.

From the feedback window, you can give the session a star rating out of 5, note any issues that you
encountered in the session, or provide us with more in depth feedback via the text box (shown in
blue).

20

Help
If you experience any issues within the session, you can either use the chat panel to communicate
with the Captioners, or you can use the Help Desk feature. Click on the question mark button on the
toolbar to bring up the Help Desk window.

In this window you can specify your issue, your contact details (which are automatically populated
by your number and email on file) and your preferred method of contact.

Once you have submitted your query, you will be contacted by a member of Ai-Media’s Help Desk as
soon as possible to resolve your issue.
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Exiting the Session
Once your session is complete, you can exit your pressing by clicking the ‘Exit’ button on the toolbar.

If you click Exit without providing feedback, you will be asked if you would like to exit the session
without providing feedback. If you select ‘Yes’, you will exit the session and be taken to Ai-Live
portal. If you select ‘No’ you will be directed to the feedback window to leave feedback on your
session.
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Downloading your Transcript
Following your Ai-live session, you will be sent an email notifying you that your transcript is available
for download. To download this, log in to Ai-Live and from the Ai-Live portal, click the Transcripts
button the right hand side of the page.

For added security, you will be asked to re-enter your password. Following which, you will be able to
download a PDF or Word Doc of the transcript.
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Changing your Account Settings
To edit your account settings, from the Ai-Live portal, click the drop down arrow next to your
username in the top right hand corner, and click ‘My Profile’.

Once on the ‘My Profile’ page, click the ‘My Account’ button to change your account settings. From
the ‘My Profile’ page, you can also change your profile picture and colour theme for the Ai-Live
portal.
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From the ‘My Account’ page, you will be able to edit your account settings and update any changes
to your details. when you have made your changes, click ‘Update” to save the changes.

The only setting unable to be changed from here is the registered email. To have this changed,
please email coordinators@ai-media.tv and ask for this to be changed to your new email address.
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