
 

     

 

 

Microsoft Teams – Meeting Recording Guidance 
 

  
  

Dear Synechronites, 
  
Microsoft Teams provides an option to record your meetings, however, it is important 
to select the correct security settings to ensure the right people have controls to 
record and replay the recorded meetings. 
 
To manage the recording controls, click on the Meeting Options link on the meeting 
invite sent to the participants, as shown below. This can be done only after the 
meeting has been scheduled. 

 
You can choose the presenter/s from the participants list as shown below: 
 

 
 
This would enable the recording option only for the presenter or the organiser. 
Individuals would need to follow the aforementioned process for every new meeting.   

 

https://nam05.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.facebook.com%2Fsynechron&data=02%7C01%7CSnehal.Bangale%40synechron.com%7Cb8929f64b8b9431a9e2c08d7f7d03802%7Ce50ebc8476f24636b550c3f7abc924af%7C0%7C0%7C637250346231825159&sdata=1wxO1rn3ANfmZdbh6WMKTiGWnuJQ42rbq3giPb6XPOQ%3D&reserved=0
https://nam05.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.linkedin.com%2Fcompany%2Fsynechron&data=02%7C01%7CSnehal.Bangale%40synechron.com%7Cb8929f64b8b9431a9e2c08d7f7d03802%7Ce50ebc8476f24636b550c3f7abc924af%7C0%7C0%7C637250346231835152&sdata=FBNidFV2wmEdyCUWL%2FroNF5vKsnny8mV0Gy5o19Op1A%3D&reserved=0
https://nam05.safelinks.protection.outlook.com/?url=https%3A%2F%2Ftwitter.com%2Fsynechron&data=02%7C01%7CSnehal.Bangale%40synechron.com%7Cb8929f64b8b9431a9e2c08d7f7d03802%7Ce50ebc8476f24636b550c3f7abc924af%7C0%7C0%7C637250346231835152&sdata=OOvA%2B1U0IE4zxkUTE37FBS0Q6llh%2BHTpiHjWE1fe%2FUE%3D&reserved=0
https://nam05.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.youtube.com%2Fuser%2FSynechronInc&data=02%7C01%7CSnehal.Bangale%40synechron.com%7Cb8929f64b8b9431a9e2c08d7f7d03802%7Ce50ebc8476f24636b550c3f7abc924af%7C0%7C0%7C637250346231845147&sdata=wXngmP4Kd3ZIGKBiR9NOfdQj7EEJGHBK2zj0OrDPyKI%3D&reserved=0


Guidelines for Meeting Recordings:  

 
• Please record your meetings only when required. 

• The recordings will be available for preview in the Meeting Conversations or 
the Teams chat window. You will receive the confirmation email once the 
recording is ready. 

• The meeting recordings should be reviewed and deleted if they are no longer 
required.  

  
We hope that you will make the best use of Microsoft Teams with our suggestions 
and tips. We will keep in touch with you for more such updates.  
  
  
Regards, 
Team IT 
  

 

For any queries and concerns write to IT-feedback@synechron.com 
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