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Downloading and Sharing a Meeting Recording 

When working in a channel, your meeting recording will show and you can upload it to Microsoft Stream 

to share it with others. 

1. Go to the Teams channel 
where your video is located. 

2. Click the arrow to download 
and save your video 

3. The video will download to 
your local computer. 

 
 

 

 

4. Click three horizontal dots 
(More added apps) in the 
Teams navigation area. 

5. Type “stream” and search for 
the app. 

6. Select Stream. 
7. When the Stream app opens, 

select Microsoft Stream. 

 

 
8. In the upper right-hand corner 

of the Microsoft Stream page, 
click the upload button.  

9. On the Stream page, either 
browse and upload your video 
recording or drag the file to 
the location. 
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10. Name your video 
11. Provide a description, if 

desired. 
12. The default language is 

English. Select a desired 
language. 

13. Add a thumbnail, if desired. 

 

 

14. Check the box to allow 
everyone to view the video. 

15. Decide with whom you want 
to share the video and add 
their names. 
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16. Turn comments on or off. 
17. Suppress noise to 

distinguish speech from 
other background noise. 

18. Allow captions to auto 
generate. 

19. Upload subtitles. 
20. Decide to share or publish 

 

 

21. Select Share to provide a 
direct link to the video. 
Copy the link to post in your 
channel. 
 
 
 
 
 
 

22. Select Publish to post video 
to Microsoft Stream. 

23. Video can be found in My 
Content> Videos. 

 

 

 
 

 


