Microsoft Teams

Recording and Sharing Teams Meetings

Teams meetings can be recorded and shared. It is easy to use and makes sharing a meeting with
someone who couldn’t be there simple.

& Alltypes of meetings can be recorded and shared with Microsoft Teams:
&  Audio only meetings
& Screen share meetings
& Video/webcam meetings

Start Recording

& Once you start your Teams Meeting you will see the meeting toolbar either at the top of
your Teams window or when you hover your mouse at the bottom of the meeting window

1. Click the button with the ellipses to see additional meeting options

fo3 Device settings
=
B Meeting notes

(@ Meeting details

H Gallery

R, Call me

%% Apply background effects

Turn on live captions
@ Start recording

i Dial pad

A4 Turn off incoming video

2. Select Start Recording
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3. You will see a prompt letting you know you are recording and reminding you to let
others in your meeting know that you are recording

A You're recording You are recording this meeting. Be sure to let everyone know that they are being recorded. Privacy policy

4, Once you have let everyone know you are recording, you can dismiss the reminder

5. When you are done with your meeting, click the Leave button

% | eave W

6. It may take some time for the recording to become available, depending on the
length of your meeting

7. When the recording is ready, you will receive an email from Microsoft Stream

>

Your content is ready to stream!

Meetina with

Go to your video now 5 publish, view, edit or share!

8. Click the Go to your video now link to view, edit and share your video!
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