
Recording in MS Teams
Anyone who is a Member in the meeting can Start and/or Stop the 

recording. Guests cannot start or stop a recording

There is only one meeting recording that can be made at a time.

You can record meetings and group calls, but recording one-on-one calls 
isn't supported yet.

Record your meetings in Teams to capture audio, video, and screen 
sharing activity. The recording happens in the cloud, and is saved to 

Microsoft Stream, so you can share it securely across your organization.

Note: Whiteboards and shared notes are not currently captured in 
meeting recordings.



Record a Meeting or a Group Call

Start or Join a meeting. Then go to the meeting controls “More Actions” icon:

Then select Start recording.



What happens when you record
Everyone in the meeting is notified via an on-screen banner and red dot in upper 
left corner.  It is recommended that you also tell everyone that you are recording.

The recording happens in the cloud, and is saved to Microsoft Stream, so you can 
share it securely across your organization. Once finished processing it goes to Chat.

As soon as the recording starts there is an indication in 
the Chat. It updates as the recording is stopped and 
when it completes processing.

Also, a red dot in the control bar



What happens when you stop a recording
Go back to the meeting controls and select 
“More actions”.

“Stop recording” will bring up a confirmation 
window, click “Stop recording” and it stops.  
It will the be processed in MS Stream.  This 
can take a bit. 

There will be an indication in the Chat that 
“Recording has Stopped”.  Once it finishes 
processing it will be available to watch. The 
owner receives an e-mail that the video is 
ready “to publish, view, edit or share!”



Who can watch the recording?

The recording is available for viewing by all of the meeting participants, it is stored in 
the chat.

When the recording is uploaded to Microsoft Stream, the recorder, or person who 
started the recording, is the owner of the video and the people in their org who 

were invited to the meeting are the viewers. The owner needs to give permission or 
download the video to share the recording beyond these people. By default only the 

owner can download the video and only an owner can delete a video.



Video adjustments in Microsoft Stream
• The video can be viewed in MS Stream by AgCenter employees.  Clicking the 

ellipse next to the recording announcement in the Chat will reveal:

• Video details, options, and permissions can be edited by people who have owner 
permission for the video, and by Stream admins. The person who starts the 
recording is the “owner” of the video. Only an owner of a video or a Stream 
admin can edit/delete information about a video. Videos can owned by more 
than one person or group.

Clicking “Open in Microsoft Stream” will 
open a browser window to Stream, and 
prompt for your AgCenter username and 
password.  Guests cannot view the video in 
Stream



Video adjustments in Microsoft Stream, contd.

Once you, the “Owner” lands on the Stream page of the recording, 
it will automatically begin playing.  I pause the video and then 
select the little ellipse (3 dots). It opens a window for you.

You will see what you can do to the video.  You can “Add to a 
current Teams group/channel”, “Trim video”, will let you trim off 
the front or the end, to eliminate the additional chit- chat before 
and after the meeting.  The video can be deleted, it will go to the 
trash, and will delete out of the trash bin after 30 days. 

The big one is “Update video details”, it will let you set the 
language for a transcription, you can auto-generate a transcription, 
allow everyone n the organization to view and modify the 
permissions of the video.



Update video details adding a transcription…

Select the Video Language, Allow everyone in your company to view, check 
Autogenerate a caption file to create a transcript for closed captioning. You can 
also download the video from this screen.

Download



Sharing the recording to the outside
The owner can download the video as an mp4 file. Go to the video in Stream. 
Select the ellipse and “Download video” on  the cover page in Stream, 

Or from the paly back screen, under the video window, select “More Options” 
ellipse, and “Download video”.



Once downloaded, the MP4 file can be shared with anyone

Place it in Moodle as a Kaltura Video Resource or a Video Assignment, you 
don’t have to worry about file size, videos play directly in the browser 
rather than requiring a download to see it.  Also, FERPA approved 

https://grok.lsu.edu/Article.aspx?articleid=18523

https://filestogeaux.lsu.edu/

You can use Files to Geaux, place up to 5 videos for download, up to 3000MB. 
You can password protect it and/or require authentication to download it.

https://grok.lsu.edu/Article.aspx?articleid=18523
https://filestogeaux.lsu.edu/

