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MS Stream:  Work in g  wi th  Teams  me e t in g  re cord ings  

 

Information you record on Teams could be disclosed in response to a freedom of information 
request or to someone you refer to in Teams chat. Consider the appropriateness of what you 
record; only record what is relevant and necessary; and do not share anything that impacts on 
the privacy of individuals. If you are unclear about how and where to appropriately record 
information, please contact the Information Governance Team at dpa@abdn.ac.uk 

 

 

Under our Microsoft 365 education licences, only staff have access to the Microsoft Stream 
service.  

 

Introduction 
Please note: This guide is based on using Stream (Classic). Microsoft is moving towards a new version, 
Stream (on SharePoint), which will eventually replace Stream (Classic).  
Teams meeting recordings are now saved to OneDrive or SharePoint automatically; SharePoint for channel 
meetings and OneDrive for any other type of Teams meetings.  
However, the new version of Stream currently lacks various features found in Stream (Classic). So you may 
still find it useful to upload and work with your meeting recordings in Stream (Classic), as described in this 
guide.  

If, as a meeting Organiser or Recorder, you have downloaded a Teams meeting recording, you may 
subsequently choose to upload the recording to MS Stream (Classic). Once it is in Stream, you can add a 
transcript, trim the video, adjust viewing permissions, and share it with others. This user guide steps you 
through each process. 

First, upload a Teams meeting recording to MS Stream 
1. Download the recording from the Recordings folder to a suitable, secure location on your device. 

− If it was a Channel meeting the recording will be located in the Channel - Files - Recordings. 

− If it was any other kind of meeting it will be located in the Recordings folder in the OneDrive for 
Business of the meeting Recorder. 

2. Log into https://www.office.com/ with your username@abdn.ac.uk (e.g. s01js7@abdn.ac.uk) 

3. Click the app launcher (waffle) at the top left of the screen and select Stream from the list of Apps.  

4. In Stream, click the upload icon at the top right of the screen 

 

5. Click browse to locate and upload the recording you downloaded. 

6. While the video is being uploaded and processed you should complete information and choose 
settings in the dialog panels that appear (metadata): 

mailto:dpa@abdn.ac.uk
https://www.office.com/
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a. Details 

Check/change Name, Description, and Video 
Language (required for automatic closed captioning). 
Thumbnails are autogenerated. 

b. Permissions 

 

You are the owner. 

Check that Allow everyone in your organisation to 
view this video is not ticked. 

c. Options 

Make sure the Autogenerate captions box is checked if you want to have a transcript. 

 

7. When the processing is complete you can click Publish (or leave as Draft). 

8. To find the video again go to My Content – Videos. 

See Microsoft’s support portal for further guidance on uploading to Stream. 

Transcription 

 

As the Autogenerate captions checkbox was ticked Stream will automatically create a transcript 
in the language you selected. 

This is useful if you have recorded an interview and need to have it transcribed or if you want 
viewers of a recording of a presentation or meeting to be able to view closed captions. 

See University advice about secure transcription of recordings and Microsoft’s guidance on 
captions, subtitles and transcripts. 

 

1. The Transcript panel appears to the right of your recording. 

Note: You may see a message that the audio transcript is not quite ready. You may have to wait 
and refresh the page before it appears. 

Once processed a transcript will appear which is synchronised with the video. 

https://docs.microsoft.com/en-us/stream/portal-upload-video
https://www.abdn.ac.uk/toolkit/documents/uploads/recordings-auto-transcription.pdf
https://docs.microsoft.com/en-us/stream/portal-autogenerate-captions
https://docs.microsoft.com/en-us/stream/portal-autogenerate-captions
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2. It is a good idea to proofread the transcript and edit anything that has not been captured correctly 
by clicking the pencil (edit) icon. You can do this section by section and Save your changes. 

  

3. When you share this version of the recording viewers will be able to click the CC option to have the 
transcript appear as closed captions as they play through it. 

4. To save the transcript: 

− Copy and paste the text into a Word file and save or 

− Download it as a separate file by clicking on the More actions ellipsis (…) under the recording and 
choosing Update video details to open the Editing window. Next to Captions click, Download File. 
This file has .vtt format but you can open it in a Text Editor e.g. Notepad or in Microsoft Word. 

Further options 
In Microsoft Stream you can find More actions (…) for your video either beneath the recording (a), or if you 
are viewing all your videos as a list, to the right of your recording (b). 

(a)            (b) 

You can: 

- Trim Video 
Be careful as anything you trim is permanently deleted. 

- Replace Video 
Upload a new version. Be careful as this permanently deletes the 
original. 

- Download Video 
Save the recording as an mp4 file. 

- Delete 
Send the video to the recycle bin and remove it from anywhere that it is published1. 

 

 

After editing the recording, you can share direct from Stream to include the transcript (see next 
section about permissions in Stream).  

Alternatively, you can download the edited file and transcript separately and upload both to 
Panopto.  

 

  
 

1 The video remains in the recycle bin and can be recovered for 30 days but is then permanently deleted. 
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How do I change the permissions? 
1. In Microsoft Stream, locate and select your recording. 

2. Click More actions (…) from the toolbar beneath the recording, then select Update video details 
from the pop-up menu. 

 

3. In the Permissions section of the editing window, choose 
who else you want to be able to view the meeting 
recording. For example, named individuals, or MS365 
groups.  

You can also remove people, and choose additional 
owners, if appropriate. 

4. Click Apply to save your changes. 

 

Note: Check that Allow everyone in your organisation to view this video is not ticked 

See Microsoft’s Permissions and privacy in Microsoft Stream for further guidance. 

How do I share directly? 
Click More actions (…) from the toolbar beneath / next to the recording and click Share. 

Share a direct link to your recording, choosing to start at a specific time. 

- Click Share and then the Share Tab 

 

- Tick the Start at box and enter a start time – for example, if your recording is 10:30 minutes long, 
and started with a 2 minute intro, you might want to set the start at 02:00 to miss out the intro. 

- Click Copy to copy a direct link to your clipboard, which you can then share. 

https://docs.microsoft.com/stream/portal-permissions
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Email a link to a person or group directly from Microsoft Stream 

- Click Share and then the Email Tab 

 

- Enter surname, initial for person, or part of group name, then select the person or group from the 
pop-up results to add them as recipients 

- Add more people or groups as required 

- Click Send and close (bottom of window) 

Create an Embed code which you can copy and use to embed your recording on a 
webpage 

- Click Share and then the Embed tab 

 

- Set Video size, Autoplay, Responsive and Show info settings as appropriate 

- Choose a Start time  

- Click Copy to copy the embed code to your clipboard, then paste this where you require to use it. 

 

Note: When you share a recording, by whatever means you choose to share, only those who 
have permission will be able to view it. 

Help and Support 
• Microsoft’s support portal on uploading to Stream 

• Automated transcription of recordings: Information governance and security 

• Microsoft’s plan for transition to new Stream 

• See Guides and Links in our MS Teams resource on Toolkit or contact the IT Service Desk: 
myit.abdn.ac.uk 

https://docs.microsoft.com/en-us/stream/portal-upload-video
https://docs.microsoft.com/en-us/stream/portal-upload-video
https://www.abdn.ac.uk/toolkit/documents/uploads/recordings-auto-transcription.pdf
https://docs.microsoft.com/en-us/stream/streamnew/new-stream
https://www.abdn.ac.uk/toolkit/systems/ms-teams/
https://myit.abdn.ac.uk/
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