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Meeting summary

Zoom Al Companion will generate meeting summaries and send them to the meeting host for
review. Follow the directions for enabling Meeting Summary.

Instructors can use Zoom Al Companion to generate meeting summaries based on your
lectures. These summaries could benefit students who may have missed class, and it may also
help students focus on the main points that were discussed in the class.

¢ We recommend instructors review & edit the summaries as needed before sharing with
students.

e When reviewing the summaries, instructors can also add in comments to highlight
important information or link out to resources in ways that support or extend student
learning.

e Consider: Should I provide summaries for only the lecture part of the class or should |
include the class discussion as well? How might Zoom Al Companion affect student
engagement and question asking in lectures? Do | have time to review and edit the
summaries generated by Zoom Al Companion?

e Limitations to consider:

0 Zoom Al Companion summaries may not always be accurate or may poorly
communicate context, so reviewing the content before sharing is necessary.

o The Zoom Al Companion summaries are considered a supplement, not a
replacement, for note taking. Students may realize this themselves but consider
mentioning this. Al Companion’s purpose is not to provide in-depth details.

0 Zoom Al Companion summaries should not be used as a replacement for students
who have specific note-taking accommodations.

Smart Recording

Zoom Al Companion’s Smart Recording automatically divides cloud recordings into smart
chapters for easy review, to highlight important information, to create next steps for
attendees to take action, and even to provide the host with analytics data.

Follow the directions for enabling Smart Recording.

e Note: Smart Recordings will be retained for 180 days
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¢ Instructors can choose to record your class session or share a pre-recorded lecture with
students, and Zoom Al Companion will automatically create chapters from your
recording.

e Smart Chapters are editable before sharing.

e The Smart Recording will automatically generate a list of “Next Steps,” action items that
were discussed during the class or meeting. This function may be more relevant to

meetings versus classes,
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