Technology )
Enhanced Managing Teams

Learning Meeting Recordings

Online meetings held in Microsoft Teams Meetings can be recorded. The video
file recordings of Teams Meetings are automatically uploaded to the Meeting
organiser’s account in Microsoft Stream. This guide shows you how to locate
your meeting recordings and two different methods of sharing them. Please
note also refer to our separate guide Permissions in Microsoft Stream for a more
detailed guide on how to manage videos in Microsoft Stream.

Method 1 - Transfer to Panopto

Many staff will be familiar with using Panopto for recording, managing and sharing videos. Rather than
learning to navigate Stream as an additional platform, one way to manage Teams Meetings recordings is
to transfer them to Panopto and manage/share from there.

Transfer to Panopto — Step 1 - Stream

Open Microsoft Stream - the easiest way is from MyDay - click My Apps, then Stream. ’

Once in Stream, click the My Content tab and then select Videos. Your recordings will display in time
order, with the latest at the top. Locate the relevant recording and click the three dots on the right of the
screen (More Actions). Then click Download video and select where on your device you wish to download.

Transfer to Panopto — Step 2 — Panopto

Visit uwtsd.hosted.panopto.com and sign-in using the UWTSD Moodle option and your Moodle log-in
details. Open the folder where you wish to store the meeting recording - possibly My Folder or a specific
course folder — you can search folders by selecting Browse. Once in the correct folder, click the
Button at the top of the screen and select Upload Media. Drag and drop or click to select the video you
downloaded from Stream and it will upload to your Panopto folder. You can now manage, edit and share
the video in the same way as you can with videos recorded in Panopto.

Method 2 — Share from Stream

You can share directly from Stream, although it is important that you set the permissions correctly as it can
create problems otherwise — for example, freezing a Moodle page that contains an embedded video. The
procedure outlined below is simplified by making the video link work for everyone at UWTSD. If you wish
to control the permissions more closely, please see our guide Permissions in Microsoft Stream for a
detailed explanation of how permissions work.

Sharing from Stream

Open Microsoft Stream - the easiest way is from MyDay - click My Apps, then Stream. ’

Once in Stream, click the My Content tab and then select Videos. Your recordings will display in time
order, with the latest at the top. Locate the relevant recording and click the pencil symbol (Update video
details). In the middle column, tick the box Allow everyone in your company to view this video then
click Share in the right hand column. You are now presented with options to share via link (under Share), e-
mail and embed code - please see our guide Embedding Content in Moodle for more information.
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