Record a meeting

Record a Class Meeting

1. Start or join the meeting.

2. Tostartrecording, go to
the meeting controls and
select More

options **" > Start
recording.

Everyone in the meeting is
notified that recording has
started.

The meeting notification is
also posted to the chat
history.

: Device settings
B Meeting notes

(1) Meeting details

H Gallery

Apply background effects
[cc] Turn on live captions

Start recording

@ o027

A\ You're recording You are recording this meeting. Be sure to let everyone know that they are ...

3. Tostop recording, go to
the meeting controls and
select More

options *
recording.
4. Click Stop recording.

* > Stop

(O Stop recording

Stop recording?

This meeting is being recorded. Are you sure you
want to stop?

Cancel Stop recording




Record a Class Meeting

Channel meetings are saved to Sharepoint and shows in the meeting chat or channel

conversation.

Other meeting types are saved to the One Drive.

These links are available for seven days.



