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Microsoft Teams Recordings

Unlike Zoom cloud recordings, your Teams recordings are not automatically saved to
Zoom or Panopto; they are saved to OneDrive (or SharePoint) and Stream. They are
only automatically captioned if live transcription was enabled during the meeting.
Automatic captions may be generated after the meeting. Use this guide to download
your find, share, and/or download recordings, manage permissions and expiration dates,
and enable/edit captions.

For more information about Teams, check out our Communicating in Microsoft Teams
guide
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Record a Teams Meeting

For more information on starting a recording, check out the Record a Meeting section
of our Communicating in Microsoft Teams guide.

Recordings in Teams are automatically saved to the cloud (Microsoft 365) for a limited
time. The recording is saved to OneDrive unless it is a channel meeting. Channel
meetings are saved to SharePoint. The meeting recording also shows up as a link in
the meeting chat (or channel conversation). The recording is available for all
participants, and the link is available by default for 120 days.

Example within a chat or channel:

& Open

2

arn more

/Y Report a problem

1

Prickett, Liz

This recording is set to expire. View or
change the expiration date here.
Learn more

If you click on the Recording, it automatically opens in Stream. If you click on the More
options (3 dot) menu, you can Open the recording link or Get link (copy) the recording
link.

If the link has expired, a Download Expired message will appear in the chat.

Note: In a channel, you may not see an expiration. You may only see a video call took
place.

If the person recording has removed your viewing permissions, you will receive a Sorry,
you don’t have access message.

Sorry, you don't have access
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Notes:

e You cannot make multiple recordings of the same meeting at the same time. If
one person starts recording a meeting, that recording will be stored on the cloud
and available to all participants (or everyone who is part of the channel for
channel meetings).

e The recording will be available in OneDrive/SharePoint for the person who
recorded.

o All participants will have access via the link in chat/channel until the person
recording removes permissions, deletes the recording, or the link expires.

Find a Recording

You may access the file directly from OneDrive (or SharePoint if the meeting was in a
channel).

1. Log in to MAVZone.
2. In Applications, select OneDrive.

o
s,

OnaDrive

Note: If you need to go to SharePoint, click on the App launcher (waffle) menu
at the top left corner of OneDrive. Select SharePoint from Microsoft 365 Apps.
Then find your channel.

Microsoft 365

Apps
ﬁ Qutlook .. CneDrive

ﬂ Word II Excel
& PowerPoint 'u OnzMote
3 SharePoi ﬁ Teams

3. In My files, find the Recordings folder.

Prickett, Liz 1 oa 2 sync  #E Automate v
fnt Home Recordings February 24, 2021

Prickett, Liz 5 items
|& My files Discuris g5 November 19, 2020 Prickett, Liz 59 items
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Note: For SharePoint, go to your Team, then click on Documents and find the
meeting foler.

’ ﬂ Distance Ed #
@ rivate group

Documents [ ~

~ In channels

[ Name

You may also view all recordings you have access to by going to Log in to MAVZone. In
Applications, select OneDrive. Then find Steam by clicking on the App launcher
(waffle) menu at the top left corner of OneDrive.

|°:E: Microsoft 365

Apps

E Qutlook . OneDrive

ﬂ Waord I’ Excel
m PowerPoint u OnsNote  :
a SharePoint * Teams

m Sway m Forms

ﬁ Project ? Stream

@ 1 > &  Theoffice app is becoming the new Microsoft 365 app, your home to find, create, and share your content and ideas. Learn m 3
e E 2 it St ik
5 .
8 Recomment ded
e = Filter T Upload
Activity
Teams chat
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Share a Recording (Manage Permissions)

Teams recording will automatically be shared with the participants in the meeting. They
may visit the recording link in the chat or channel, as previously mentioned. If you need
to share a recording, you may navigate to the recording via OneDrive or SharePoint.

1. In Recordings, find the file you want to download. Use the Show actions (3 dot)
menu to select Manage access.

o (] r Call with McDaniel, Todd-20° ...  Preview

e e . Share
e Call with Pacheco, Jennifer-20210225_1132...

Copy link

[ Call with Pacheco, Jennifer-20210224ak35...
Manage access

2. Use the Manage Access options to stop sharing, share a link, and edit
permissions. Be sure to abide by any applicable privacy (such as FERPA)
expectations when adjusting any viewing permissions.

x
Manage access
© Stop sharing
@ Links giving access @ 2 Share
@ ‘ https://coloradomesa365-my.sharepointcom/... | Copy | ***
People you specify can edit
@ ‘ http: di V.S i om/... Copy | "=
Only the people you specify who have this link will have acces:
to view-only
o Direct access ©
Prickett, Li
o Owrer
Advanced

By default, sharing links are available to the owner; the owner has editing access and
participants have viewing access. Downloads are blocked to participants, even if you
grant editing permissions. Downloads and Direct access are only available to the owner.

If you remove a user’s access, you will receive a message confirming removal. Click
Remove to confirm.

Want to remove | X
's access?
=
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If you delete a recording from OneDrive (or SharePoint). This will remove all users’
(including your own) access, including via any links in the chat/channel.

] 0 MName Modified M

(] [ “call with Pacheco. Jennifer—zo ! Preview

Share

Copy link
Manage access

Cownload

o Delete

Move to

Copy to
Rename
Automate
ersion histary

Details

If you're sharing a class meeting, you can add the video in your class folder and it will
be available to the class for viewing. If it is not a class meeting (or you only want to
share with certain students), you can use the Share link option to enter specific
individuals via email or a copied link.

v [*] CallwithMcDanieI,Todd-2023°-- Preview
'Q [»] Call with Pacheco, Jennifer-202... @Share

Send link w

Call with McDaniel, Todd-20230316_103233-Meeting Recording.mp4

@ Only the people you specify who have this link will have
access to view-only &

To: Name, group or email

Message.

Copy link

@ Only the people you specify who have this link Copy

will have access to view-only ©

Shared with: o 'g
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Adjust the Expiration Date

By default, Teams recordings expire in 120 days. You may adjust this as needed.

1. Navigate to your recording.

2. Use the Show actions (3 dot) menu to select Details.

D
D

e [+ CallwithMcDanieI,Todd—Zoo ... Preview

Share

Call with Pacheco, Jennifer-20210225_1132...

Copy link

Call with Pacheco, Jennifer-20210224_1135...

Manage access
Download
Delets

Move to

Copy to
Rename
Automate

Version history

oDetails
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3. In the Expiration date section, click on the calendar icon to adjust the date. You
may Extend by 7 days, 30 days, Select a date, or Remove expiration.

»  Call with McDaniel, Todd... ™" X

® 11 Views

Has access

o:®

Vlanage atcess

Expiration date \

‘ 7/14/2023 ‘

This video wil Extend by 7 days
7/14/2023. Tk

needed. Your Extend by 30 days
seleciion, anc

retention labr  Extend by 60 days

Select a date

Activity [

Remove expiration

Add 3 comment =

Download Your Teams Recording

1. In Recordings, find the file you want to download. Use the Show actions (3 dot)
menu to select Download.

|o [+ Cal\w‘rthMcDanieI,Todd—Zoo -« | Preview i

Share

Copy link

Manage access

o Download
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2. In the Save As dialog, select your location, rename the file if needed, and click

@ saveds X
4 B > ThisPC » Desktop v @ Search Desktop o
Organize New folder

~  Name

 Quick access
& AddingTeamsD2L

I Desktop
Internal Review Drafts

+ Downloads oTE

Documents Old Firefox Data
& Pictures v <

File name: | &
Save as type: | MP4 Video File (VLC) ~
~ VieFoder Conce

Note: The file is an MP4 video file. Depending on your device settings, this file
may automatically go to your Downloads folder.

Caption a Teams Recording

If live transcription was enabled during your meeting, captions and an
interactive/scrolling transcript (with speakers identified) are automatically enabled in the
recording.

Viewers can toggle captions on or off, toggle transcript on or off, as well as navigate
with the scrolling transcript. The owner can edit captions/transcript. The owner may also

allow viewers to edit if they manage sharing permissions to allow editing.
m |2 Share @ Copylink | Downlgad - 1

Share o ‘EI
recording Download the wnloa |
video (.mp4) O search o
Copy Download transcript — 2
recording link (.vit) w Toggle @

transcript on/off

+! Call with McDaniel, T...mp4 8 3/5

What happens if | turn the camera on? s it (\‘a\‘gety

Edit transcript/

] (v captions by
Toggle 7afﬁf>tlons clicking on a line
What happens if | turn t one Q
s (v
x & 10 m

camera on? Is it changed to

i

0 % % < o49/153
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If you click on Video Settings, the owner can see that the automatic Teams
transcript is on. The owner has the option to upload an alternative/edited transcript if
needed.

< ,
Video settings o

[€
X

3|
=1
O]
Changes to video settings will apply for all viewers. Only users with edit access can
see this panel. Learn more CF =
(98]
> @ Thumbnail b
) About video @ @
a ~ B Transcript and captions O
Spoken language
: - o @D

Teams transcrips

Upload

> = Chapters off @ )
7 Comments on @D
b Analytics © on @D

> & Noise suppression O

If you did not enable live transcription during your meeting, you may generate
automatic transcripts/captions.

1. Navigate to your recording.
2. Click on Video settings and then Transcript and captions. Then, click
Generate.

Video settings b

=1
O]
Changes to video settings will apply for all viewers, Only users with edit access can
see this panel. Learn more &F [u]
> [A Thumbnail
() About video on @D

o ~ [E Transcript and captions O

3. Select your Spoken language and click Generate.

Generate x
Microsoft can generate a transcript and
captions for supported languages. To start,

select the language spoken in this video.

Spoken language

eoe-RN ' 2

o2 -
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4. You'll receive a notice that Microsoft is Generating English captions. Timing
depends on the length of your video.

+ [E Transcript and captions O

Generating English (United States)

About 1 minute remaining

| Upload ‘

5. Once your automatic captions are ready, you’ll notice that captions have been

generated by Microsoft.

~ [E) Transcript and captions (O

English (United States)
Generated by Microsoft

Upload ‘

Off

+ English (United States)

. Now viewers can toggle captions on/off, as well as toggle on/off the
interactive/scrolling transcript. The transcript will not identify speakers.
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