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How To Use AI Meeting Summaries in Teams
This guide details the process for using Copilot's "Intelligent Recap" feature in Microsoft Teams. This functionality provides a concise, AI-generated summary of meeting discussions, decisions, and action items, offering an efficient alternative to reviewing a full meeting recording and enhancing post-meeting productivity.
Prerequisites and Licensing Requirements
This "Intelligent Recap" functionality is an enhanced feature and is not available in the standard, free version of Microsoft Teams.
Access requires one of the following paid licenses:
· Copilot for Microsoft 365
· Teams Premium
Additionally, the meeting must have been recorded and transcribed for the recap feature to be available.
Process for Accessing and Utilizing Recap
1. Navigate to your Teams Calendar and open the invitation for the completed meeting.
2. Select the Recap tab located at the top of the meeting window.
3. Review the AI-generated notes. Copilot will automatically parse the transcript to identify and categorize key information, including:
a. Key decisions made and critical discussion topics.
b. Assigned action items and designated owners.
c. Timestamps for when specific topics were discussed, allowing for targeted review of the recording.
4. You can further query the meeting information using the integrated Copilot chat interface within the recap. This allows for more specific, targeted inquiries.
a. Example Prompt 1: "What were the main decisions made regarding the project budget?"
b. Example Prompt 2: "List all action items assigned to my team and their respective deadlines."
Supporting Resources
· Watch: Intelligent recap in Microsoft Teams (Official Microsoft Teams)
· Microsoft's Official Guide: Get started with Copilot in Microsoft Teams meetings
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