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OUR VISION

Al-first work platform
for human connection
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<4* zoom Al Companion

The smart assistant that empowers you to increase productivity, improve
team effectiveness, and enhance skills.

Federated Empowering Responsible

! | I !

f 0 - 0

High quality Easy to use Platform-wide Trusted
Zoom's unique federated Zoom Al Companion capabilities Zoom Al Companion capabilities Zoom does not use customer data
approach provides flexibility to are embedded within the intuitive, are available across the Zoom to train Zoom's or its third-party Al
choose & deploy the right Al simple, easy-to-use Zoom platform (Meetings, Team Chat, models. Zoom provides admins
models to deliver high-quality experience that you know and Phone, Mail, Whiteboard, Notes) with controls to manage features
results. love to drive usage and adoption. and compatible third-party apps. and users with visibility when Al

Companion is active in meetings.

*May not be available for all regions or industry verticals © 2024 Zoom Communications, Inc. Zoom



Included at no extra cost

Zoom Al Companion is included at no additional cost for
customers with the paid services in their Zoom user accounts.*

*May not be available for all regions or industry verticals

© 2024 Zoom Communications, Inc.
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What Can Zoom Al Companion Do?

4 Compose with Al Companion

Hi Nabil, thank you so much for taking the time to share your thoughts with me. I'm
thrilled to hear that you've enjoyed working with our team and that our collaboration
has been such a positive experience for you. We appreciate your kind words and the
opportunity to work together. We're comitted to providing the best possible service
and expertise, and we look forward to continuing our successful partnership with you
in the future!

tion to... Make Longer, Make Shorter, Change Tone to.

Generate

Draft a Chat Response

Draft chat messages based on conversational context and
what you want to say, as well as customize tone.

zoom

\a Summary for Research Update

Meeting Summary
Save time taking notes and share important action items.
Summaries are shared in 36 supported languages.

Zoom

Get Chat Threads Summarized
Generate a brief summary of what was discussed in a long
chat thread.

Al Companion Questions

Users with access can ask questions about current meeting.

© 2024 Zoom Communications, Inc.

Smart Recordings
Review meeting highlights and next steps quickly when Al
Companion divides meeting recordings into chapters by
topic




How Do | Use Al Companion?

Al Companion fits right into how you use Zoom — just look for the 4 icon within Zoom,
such as in your Zoom Meetings controls toolbar or the Zoom Team Chat window.
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Z00Mm Al Companion
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User Setup
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200M  Products

Profile

Meetings

Webinars

Events & Sessions

Personal Audio Conference

Personal Contacts

Personal Devices

Whiteboards

Surveys

Recording

Clips

Feature-Level Controls

Meeting, Recording, Team Chat

Solutions Resources Plans & Pricing

< AlCompanion | General Meeting Recording Mail & Calendar  Audio Conferencing

You do not have the required privilege to change the settings. Contact an administrator with User and Role Management privileges f you need to make changes for these

settings.

Responsible Al is at the core of our generative Al capabilities.

Meeting Meeting

Team Chat
Allow users to ask Al Companion questions about the meeting
Recording
Allow hosts and invited questions to Al Companion du
meeting. Qu n a n the conversation tra
Resources

Reports

Getting started guide Meeting summary with Al Companion

Onboarding Center As  host, you can generate a summary. Summaries are sent after the m

bat e options.

ommunicati

Zoom Apps  Whiteboard  Notes Docs @D Clip: >

Schedule Join  Hostv  WebAppv

Sharing
controls &
Autostart

ffaeting summary with Al Companion ©

sentafter

Turn on meeting summary automatically when metings start
Send an email notlfication when sharing with users

[ nclude summary text in the email v
Automatically share summary with:

Only me (meeting host)

Only meeting host, co-hosts, and alternative hosts

User access
controls

© Only me (meeting host) and meeting invitees in our organization

All meeting invitees including those outside of our organization

Who can ask questions to Al Companion?
O All participants

All participants only from when they join

Only hosts




Z00Mm Al Companion

Y

Feature Overview
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Al Companion Questions

e During a meeting, ask Al Companion what the
discussion was about, if your name was mentioned, key
points mentioned and to catch you up.

e Users can now use Al Companion's in-meeting
questions capability in 8 languages.
o  Generally available
= English
o Core languages

m  German, French, Spanish, Mandarin, Japanese,
Italian, Arabic

Zoom © 2024 Zoom Communications, Inc.
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Al Companion

You 1

¢Hubo alguna accién para mi en esta
reunién

Al Companion

Hablarés en un evento de clientes el
préximo Miércoles.

You 1
¢Dénde tendré lugar este evento?
Al Companion

En San Jose.

You

¢Cuénto tiempo tendré para hablar?
Al Companion

Tendrés 15 minutos al principio del
evento.

Catch me up




Smart Recording

Overview

Review cloud recordings faster through highlights,
smart chapters, summaries, and next steps, and get
analytics on key meeting and conversation factors.

Recording highlights, smart chapters, and next steps
can be edited by the owner of the cloud recording (the
host) or a user with permission to manage cloud

recordings.
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Smart Recording

Manage Cloud Recordings

Once the cloud recording & audio transcript have
finished processing, go to the Zoom web portal to ZOOM  Products  Solutions  Resources  Plans & Pricing Schedule Joinv Hostv  WebApp~ (JB%
manage & edit the recording highlights, smart
chapters, next steps, trim, download & more.

PERSONAL Recordings >

Profile Quick Sync - # Share
In the navigation menu, click Recordings. Meetings Aug 25,2023 08:05 AM Arizona  (D: 447 402 4164

5 total views e 2 total downloads Recording Analytics
Webinars

On the Cloud Recordings tab, click the name of the ersonal A Conferance Kacordihgll #
recorded meeting or webinar you would like to view. 4Fies 6MB

Phone
L Download @ Copy shareable link @ Delete

Click the Video thumbnail with the play icon. Person Contacts The recording includes the files lsted below:

Personal Devices e rost shacog session

The recording will open and the transcript text appears Whiteboards
to the right of the video. Notes (ED)

surveys (ED

Recordings ‘

Meeting Summary with Al
Companion

hi‘f’.-»,_w Pa=- El-- "~ ‘Eﬁ:vxum

oers
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Smart Recording

Recording Highlights

Audio Transcript

{Q Search transcript ] EN

,/\.{‘ Anna 02:49
e To the right of the cloud recording video is the Audio Transcript panel, where I just want to call out, I'm working on a
you can do the following: graphic because 'm
o  Torename an unknown speaker, hover over their name and click the pencil icon. T mmm————

o To edit text in the transcript, hover over it, and click the pencil icon. the submitter training. So | have a really
simplified graphic of the sla's as well. |

o To highlight a specific paragraph, hover over the paragraph text and click the don't know if graphics have a place in
highlight icon. your document, or if theylljust » o

To remove a highlight from text, click the highlight icon again. B saco -
e To adjust highlights using the playback bar, click Edit Highlights below the Hoh, W CaIRdCNt SN ST Thatsa
great call out, cause, yeah.
playback bar.

o To add a new highlight, click Edit Highlights or Add Highlights if there are no
highlights, hover over the playback bar and click where you would like to Add New
Highlights.

To edit the length of an existing highlight, hover over an existing highlight, then click
and drag the small circle at the beginning or end of the highlight.

To remove an existing highlight, hover over the

highlight, and click Remove.

Add New Highlight

12 Resume Transcript Auto-Scroll

Edit Highlights Save as New Clip

© 2024 Zoom Communications, Inc.




= Reviewed
«_Once a Parent F/R is putin this phase. the PM side SLA's are put

S m a rt Reco rd i n g > 00:03207 / oo:15;23_<]')

Save & Share Recording Highlights

Only play highiights © (J)

#" Edit Highlights

58 Save as New Clip

Cut unnecessary parts of the recording by exporting highlights
& saving them to a new clip that you can view, edit & share.

o If you share this video clip, viewers can only watch the recording
highlights.

Below the playback bar, click Save as New Clip.
o A dialog will open to confirm the export.

Enter a name for the clip, then click Save Now.
o A dialog will open to confirm the export.

o  Click Ok to confirm.

o The new video clip will process & be available as a separate
recording file under the original recording.

It will be indicated with Highlights in the top-right corner of the
video thumbnail.

Watch Highlights

e When you would like to Share the recording, click Copy

shareable link next to the desired recording you would like to
share.

o  The recording link will copy to your clipboard

o  Share the link as necessary by pasting it anywhere for others to
view.

| Recording1 »

HIGHLIGH.. ] Feature R

Save highlights as a recording clip

This will create a new clip that you can view, edit, and share. Please

note that this clip will use your account's recording storage allotment.

Name this clip

Feature Request Documentation Finalization highlights

14 Files 690 MB

L Download & Copy shareable link @ Delete

The recording includes the files listed below:
B Shared screen with speaker view

H8 Shared screen with gallery view

B Speaker view

B Gallery view

B Shared screen

I3 Audio only

B3 Audio transcript - English(original)

> Audio file of each participant

2 Files 12MB
02:45

L Download & Copy shareable link 1 Delete

Zoom

© 2024 Zoom Communications, Inc.




Smart Recording

Smart Chapters

Zoom Al Companion will automatically group the recording into different
sections with timestamps.

Viewers can click on a chapter to watch the part of the recording starting at
that tlmestamp, Smart Chapters | [3 Edit Smart Chapters

From 00:00
;;;;;; - Software Update
Training...

To Edit a smart chapter, open the recording, click Edit Smart Chapters.

Software Update Training Proposal

O n th e Vi d eo p |ayba C k ba r, yO U can d (0] th e fO | | owin g M Angela and Morgan met to discuss the trends in the tickets that came In the previous month. Angela noticed that many users were experiencing
Issues due to outdated software. They proposed a refresher training webinar that would cover how to update the software and turn on automatic

o  Adjust the start & end times for that chapter. . rtfcaton Morangrsd s sgseta i i h e of sl cass rdh e o eched e o1
o  Click the split icon to split the chapter into 2 separate sections.
m If you split the chapter, you must enter the chapter text manually.
o Click the trash icon to delete the chapter.
o Update the Chapter Title.
o Update the Chapter Text.

Click Save.

To share the smart chapter overview with others, click Chapters Overview.

At the top of the dialog, click copy icon and share the text as necessary by
pasting it.
Zoom © 2024 Zoom Communications, Inc.




Smart Recording

Next Steps

Zoom Al Companion will automatically examine the end
of the recording & look for views to identify any next
steps for you.

Next Steps are located below the Audio Transcript
panel of the cloud recording view.

Click the pencil icon to edit next steps, then click
Save.

Click the copy icon to copy the text to your clipboard,
then paste it anywhere you want to share it with
others, such as an email or chat message.

© 2024 Zoom Communications, Inc.

Audio Transcript

[Q Search transcript

(s, Angela Admin 00:14

Hey? Morning. Good morning. Thanks
for meeting with me today. Really
looking forward to talking about all
the tickets that have come in last
month, and do some troubleshooting
and brainstorming with you about

how we can best serve up resolutions

“ Morgan Manager 00:38

awesome, great, to meet with you as
well. Angela. Thank you for preparing
the report, | was able to look at it ahead
of time. The format that you applied to
the spreadsheet made It super easy for
me. So, Job. Well done.

let's dive in a little bit. | have found a
few trends, but | wanted to know what

1+ Resume Transcript Auto-Scroll

NextSteps ¢ ™

1. Angela will create an outline for the refresher
webinar and send it to Morgan by the end of next
week.




Smart Recording

Meeting Coaching Analytics

Zoom Al Companion can analyze & provide metrics on
key factors in your meeting conversations, such as talk
speed, talk-listen ratio, longest spiel, filler word usage,
& your patience in discussion.

These metrics can be viewed when viewing a cloud
recording after it has finished processing.

On the cloud recording page of the Zoom Portal, select
the video thumbnail you want to view; once it is open
under the video, click My meeting Coach tab.

o Your metrics for this recording will display below.

Research result sharing session

speed ol ¥ €@ H@ D

only play highlights & () # EditHighlights S Save as New Clip

‘Summary and smart chapters | My meeting coach

Talk-listen ratio @57% Talk speed @ 160 words/min Filler words @ 3 words/min

Longest spiel @ 10 seconds Patience @ 10 seconds

L Download (4 files)

Audio Transcript ~ Chat Messages.
Q search transcript

Welcome! Im excited to update my
research progress on typeface design and
trustworthiness. Thank you all for joining us
today. | hope y'all will spend a great time
here and have something to take away. ;)

To get started, | want to introduce a bit
about my research topic. It's about the
connections between typeface design
elements and people’s trustworthiness. The
topic is quite new, so there are a lot for me
to explore.

Animportant part of my research is to
experiment with different typeface
design elements and test them with
users. The tough part is to pay attention
to the measurement of these elements,
for exampe the x-height.

g Kyle Anderson 06:34

Thank you John! I think your research is

uan intarasting WAhat enfhasea did el Lsa

Nextsteps »° T

1. Make sure the requested feature xxx is
currently supported;

2. Share updates with John by the end of this
week;

© 2024 Zoom Communications, Inc.




Smart Recording

Meeting Coaching Analytics — Talk-Listen Ratio

The average percentage of total time when the host zoom Research result sharing session & Downlosd (@ ies)
was speaking. -
o The talk-listen ratio of the host allows them to view the ' )
proportion of time they were actively speaking in a / | - = ‘ \‘D ‘ m
meeting and also how well the speaker is able to A , A4 \ s e e e

today. | hope y'all will spend a great time

engage the participants. - hore and have something to take awey.

To get started, | want to introduce a bit
about my research topic. It's about the

Audio Transcri pt  Chat Messages

connections between typeface design

Our research indicates that this ratio fluctuates based : \ ‘ ,
on the type of information conveyed in addition to the NN \
role and relationship of the speaker to their audience. N , e PPy TP

experiment with different typeface

design elements and test them with

o  For example, while conversations involving a senior ] < . aarat e ol oo 5 sasion

to the measurement of these elements,

executive or a more technical topic can require more 4 ! for exampe the -height.
air time from the speaker, that's not always the case. sl b ) (e 2 © Ko Anderson cese

It is clear that higher ratios indicate that the speaker is ony e iniats © () Al TR
not allowing enough time for their audience to voice Summary and smart chapters. My meeting coach Nextsteps & &

needs, concerns, qUeStionS, and SUggeStionS, which is AN e o — ! zﬁf:ni:’y'es;z;j&‘:s'ed'ea""emis

2. Share updates with John by the end of this

critical to productive conversations. Tokspesd @160 wordsimin Flerwords @ 3words/min

Longest spiel @ 10 seconds Patience @ 10 seconds

e Note: How the talk-listen ratio recommended range is
measured will differ based on the number of internal
participants in the call

Zoom © 2024 Zoom Communications, Inc.




Smart Recording

Meeting Coaching Analytics - Talking Speed

e The average number of words spoken per minute by
the host.
o The host's talking speed allows them to determine if

they are talking too fast or too slow during meetings.
Ideally, they should keep the talking speed within a
specific range to help keep the meeting moving while
still being understood.
Based on this data, they can work to increase or
decrease their talking speed to improve this meeting
skill.

Talking speed tends to drop when the speaker is
conveying highly technical information to improve
comprehension. Research also suggests that
"listenability” also increases when a speaker takes
more frequent and longer pauses on average. Even
more, reason to be sure you are breathing steadily
when pitching to customers and prospects!

Recommended range: A talking speed between 110 and
160 words per minute.

Zoom

Research result sharing session

\m't
11

oo ¥ @@

Speed

# EditHighlights 5 Save as New Clip

only play highlights & ()
‘Summary and smart chapters My meeting coach

Talk speed @ 160 words/min

@ 10 seconds

Talk-listen ratio @57% Filler words @ 3 words/min

Longest spiel @ 10 seconds Patience

L Download (4 files)

Audio Transcri pt  Chat Messages
Q Search transcript

Welcome! Im excited to update my
research progress on typeface design and
trustworthiness. Thank you all for joining us
today. | hope y'all will spend a great time
here and have something to take away. ;)

To get started, | want to introduce a bit
about my research topic. It's about the
connections between typeface design
elements and people’s trustworthiness. The
topic is quite new, so there are a lot for me
to explore.

Animportant part of my research is to
experiment with different typeface
design elements and test them with
users. The tough part is to pay attention
to the measurement of these elements,
for exampe the x-height.

g Kyle Anderson 06:34

Nextsteps »° T

1. Make sure the requested feature xxx is

currently supported;

2. Share updates with John by the end of this

week;

© 2024 Zoom Communications, Inc.




Smart Recording

Meeting Coaching Analytics - Filler Words

The average number of filler words used per minute by  zoom Research resultsharing session 4 Dovunload (e

the host.

o  Filler words, such as ah, um, and hmm, can indicate
that the speaker needs to be more familiar and
confident with what they are saying.

Interestingly, studies found that using filler words
excessively, as well as not using any filler words, can
diminish a speaker’s credibility.

Al Companion tracks the number of filler words used
every minute.

Recommended range: 0.6-3.0 filler words per minute

(6-30 filler words per 10 minutes) P

‘Summary and smart chapters My meeting coach
M o mE— o TE—mE o0

Talk-listen ratio @57% Talk speed @ 160 words/min

Longest spiel @ 10 seconds Patience @ 10 seconds

Audio Transcript ~ Chat Messages.

Q Search transcript

Welcome! Im excited to update my
research progress on typeface design and
trustworthiness. Thank you all for joining us
today. | hope y'all will spend a great time
here and have something to take away. ;)

To get started, | want to introduce a bit
about my research topic. It's about the
connections between typeface design
elements and people’s trustworthiness. The
topic is quite new, so there are a lot for me
to explore.

Animportant part of my research is to
experiment with different typeface
design elements and test them with
users. The tough part s to pay attention
to the measurement of these elements,
for exampe the x-height.

Speed *
peed ol = g Kyle Anderson 06:34

# EditHighlights i Save as New Clip Thank you John! | think your research is
s intasactine Alhat sofhisea did it Lica
Nextsteps »° T

1. Make sure the requested feature xxx is
currently supported;

2. Share updates with John by the end of this
Filler words @ 3 words/min week;

© 2024 Zoom Communications, Inc.




Smart Recording

Meeting Coaching Analytics - Longest Spiel

e Shows the duration of the longest speech segment of Researchraaif sharingsesslor 4 Dowriosd (4 e
the host. .
o A spiel, or monologue, is being the only participant ' -
speaking for a length of time, which can discourage , i -~ ‘D ‘ ﬁ
others from participating in the conversation, impact : : ‘ \ et progrss o e s

Audio Transcri pt  Chat Messages

research progress on typeface design and
trustworthiness. Thank you all for joining us

listener comprehension, and cause fatigue. ) e oo yal i s s grsat g

here and have something to take away. ;)

This data can help hosts be more aware of how much ) a I To get started, | want tontroduce 3 bit

about my research topic. It's about the
connections between typeface design

time they are speaking at once and creating pauses for | e ' !
questions or comments. ‘ oY n | | EpteaRh i, s

elements and people’s trustworthiness. The

An important part of my research is to
experiment with different typeface

The recommended maximum for a monologue varies, ‘ ¢ 8 S s v o s

. . . | " users. The tough part is to pay attention
deper)dlng on the topic you are presenting on or , \ totna meseuramenfhse i,
question you are answering, but recent research s o < 7 et i 3% ::
suggests that stopping intermittently to ask questions R T } T E—
boosts overall learning and retention in the educational

sector. T
currently supported;
2. Share updates with John by the end of this
Talk-listen ratio ® 57% Talk speed @ 160 words/min Filler words @ 3 words/min week;

Recommended range: Avoid monologues that last Paionce @ 10seconds
more than 2:30 minutes to increase the interactivity of
the call, promote engagement, and lead to better sales
outcomes.

g Kyle Anderson 06:34

‘Summary and smart chapters My meeting coach Nextsteps #° T

Zoom © 2024 Zoom Communications, Inc.




Smart Recording

Meeting Coaching Analytics - Patience

Reflects how much time elapses between a question zoom Research result sharng session 4 Dowrioad (4 i)
and the respondent's answer.
o This can indicate how much patience is given to other
meeting participants, which can affect the discussion's (-~ W R
progress and outcome. This can help improve the AL research progress on typstacs design and

trustworthiness. Thank you all for joining us

ability to control the pace of conversations. : e oo yal i s s grsat g

here and have something to take away. ;)

Audio Transcript ~ Chat Messages.

Q Search transcript

To get started, | want to introduce a bit

Al Companion measures patience in seconds. \ A ! ' peeiiban i s

elements and people’s trustworthiness. The
topic is quite new, so there are a lot for me
to explore.

Recommended range: Waiting between %2 and 1.5 . 3 e
seconds for the customer to respond. s : : et vk it e

design elements and test them with
users. The tough part s to pay attention
to the measurement of these elements,
for exampe the x-height.

Speed ¥ m ol
peed ol = g Kyle Anderson 06:34

only play highlights & () / EditHighlights T Save as New Clip Thank you John! | think your research is

uan intarasting WAhat enfhasea did el Lsa

‘Summary and smart chapters My meeting coach Nextsteps #° T

1. Make sure the requested feature xxx is
currently supported;

2. Share updates with John by the end of this

Talk-listen ratio @ 57% Talk speed & 160 words/min Filler words @ 3 words/min week;

Longest spiel @ 10 seconds Patience @ 10 seconds

© 2024 Zoom Communications, Inc.




Meeting Summary

Overview

Generate a summary and next steps of what was °

d|SCUSS€d n your meetlngs and Share through emall a Zmail < Meeting Summary for Research Update on 2/22/2023

Summaries fOI’ meet|ngs you hOSted can be managed m (@ Delete ¢y Star [ Archive © Label (D) Spam € Mark as Read  +++
from the web portal and will be sent through email . e (@) ot summary it zoom 1 Camprion. € 0>

[ orafts : B Shawna Owen

7 sent

Meeting Summaries are supported in more than 30
janguages. 8 e B

{59 Archive

.. . . . @® spam Meeting Summary for Research Update
Participants must be signed in to their Zoom account o N

du ri n g the m eeti n g to autom atica 1 y rec eive the Here's your meeting summary for Research Update on 2/22/2023, This summary has been auto-generated. While

our system has safeguards, it may occasionally generate inaccurate, misleading, of biased content, We are
S u m m a ry continuing to improve quality. Have feedback?
* Create Label
Meeting Summary
m Zoom Julie from the marketing team met with Rob and Max, the executives of the company, to discuss the current state
O n I y th e m eeti n g h OSt a n d CO - h Ost Ca n Sta rt 0 r Sto p iness and future plans, The meeting began with an overview of the current marketing strategy and its
tHective ie prosented data showing that the current strategy has been successful in increasing brand

» I® Zoomtopia

the meeting summary through the in-meeting controls. » B Design
The discussion then turned to future plans and Julie presented several new initiatives, including a social media

Research campaign aimed at millennials and a targeted email marketing campaign for existing customers. Rob and Max
were impressed with the ideas and asked for more details on the timeline and budget for each initiative.

awareness and driving sales.

® Leadership
Julie also discussed the importance of data and andlytics in guiding their strategy. She presented a plan to
® Events implement a new data analytics platform that would aliow them to better understand their customers and target
more personalized messaging. Rob and Mx expressed suppart for the idea and asked for a more

© 2024 Zoom Communications, Inc.




Meeting Summary

View the Meeting Summary - Email

Once the meeting summary is available, a copy of it is °

provided through email. & zrmai

< Meeting Summary for Research Update on 2/22/2023

To see the meeting summary, open your email inbox. B | ot c Doy Ooee Qs @ivcain =

. . . . < star )
Find & select the email with the same subject as the @ 4etivo sommary with zoom a1 comparion & >

H H [ Drafts ) G
meetlng tOp|C. “: B Shawna Owe
7 sent

If desired, hosts can click Edit Summary Here in the o Tash _
body of the email to modify the summary.

{59 Archive
The host will be prompted to sign in to their Zoom © spam Meeting Summary for Research Update
account, and continue editing the summary through i More HiShowna,

Here's your meeting summary for Research Update on 2/22/2023, This summary has been auto-generated. While

the web portal. our system has sateguatds, it may occasionlly generate inaceurate, misleading, of issed content. We are

continuing to improve quality. Have

Please note: Sramelan ety By

o Zoom Julie from the marketing team met with Rob and Max, the executives of the company, to discuss the current state
Users not logged in to their Zoom account will not » B Zoomtopia Stoctvantss. o proson O Showin tis e urtntSatedy 3 boon Sccossil i Frosing v
receive an email summary, as there was no email Jiiosita

address associated with their presence in the meeting. . Campuign simed t il 800 agetad ol mckoin campsign for oo umomors. o an ok
Participants joining the meeting ad hoc (through the ® Leadership _

. . . . . . . . . Julie also discussed the importance of data and andiytics in guiding their strategy. She presented a plan to
in-meeting contact invitation or sharing the join link) ® Events braspesiblisleniclieos solismbagrmiepspssrsiokcbaspi
will not receive the summary, as they were not on the i

original invitee list.

awareness and driving sales.

were impressed with the ideas and asked for more details on the timeline and budget for cach initiative.

© 2024 Zoom Communications, Inc.




Meeting Summary

Managing the Meeting Summary

Zool l l Products Solutions Resources Plans & Pricing Schedule Join v Host v Web App v U;‘;

To view, edit & share the summaries of meetings
you hosted, sign in to the Zoom web portal. PERSONAL

My Summaries
Profile

In the navigation menu, click Summaries

Meetings

Q_Search by topic or Meeting ID From | £ MM/dd/yyyy | To | &8 MM/ddryyyy
Webinars

In the My Summaries tab, select or search for
the desired meeting. Click the meeting name to Personal fudlo Gonference =3

open up the meeting summary. Fhone

Personal Contacts

Here you can: Persanal Devices Jacob Dec 18,2023
Share - send the summary through email. Whitebosrds — o
You will be prompted to enter one or R Jacor § 2028
more email addresses or contact surveys @D Summaxy
names, then click share. Deconlings A summary was not generated due to insufficient transcript.

Edit - modify the summary & click save.
Next steps

Delete - permanently delete the summary. ciips QED

Next steps were not generated due to insufficient transcript.
> Workspaces

Scheduler

i # Share ¥ Download ¢ Edit W Delete

© 2024 Zoom Communications,




Meeting Summary

How To Start

For meetings you host, you can start or stop the meeting summary
through the in-meeting controls.

Activating meeting summary, triggers meeting transcription, the meeting
summary is generated based on the transcript after the meeting ends.

The summarization of the meeting begins at the start of the meeting if
Al Companion and Smart Summary are enabled.

When enabled, the host & participants can click the Al Companion icon
in the top right of the window to see exactly what Al Companion is
tracking. The host can even stop

The host can disable Al Companion by clicking Stop Al Companion
features

Or they can click Al Companion select the gear icon and disable or
enable Meeting questions and/or Meeting summary

The notification type will depend on the participants’ client version.

To stop the summary, click Stop Summary.

Zoom

Al Companion features have been enabled in this
meeting. Below you can see the content accessed
by the features in this meeting.

about how your data is used.

,V\' Meeting questions

Transcript | User inputs

,V\' Meeting summary

Transcript | Screen share | Meeting Group Cl

===
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Al Companion settings

Meeting questions

Who can ask questions about this meeting's
transcript? ®

O All participants and invitees

(O All participants only from when they join

(O Only meeting host

(O Participants and invitees in our organization

(O Participants in our organization only from when
they join

«©

Who will receive a summary after this meeting?

Meeting summary

© Only meeting host

(O Only meeting host, co-hosts, and alternative

hosts

O Only meeting host and meeting invitees in our
organization

(O All meeting invitees including those outside of

our organization




Meeting Summary &

Request Enablement
sSummary

If the host does have Meeting Summary enabled for their
meetings, any meeting participants can request that it be started
for the current meeting.

The host will receive an in-meeting request to start Meeting
Summary for the current meeting. D .

Ask Admin to Enable Meeting
Summary with Al Companion

If the host does not have Meeting Summary enabled for their e

Meoting Summary

meetings, the host, co-hosts, and any participants can request
that it be enabled.
Harnessing the power of generative Al, Meeting Summary

If the host or another meeting participant is an admin, they will be automatically generates and shares a summary of your meeting.
prompted to enable it during the current meeting.

For Pro accounts, an admin in the meeting will be prompted o
to enable both the in-meeting Meeting Summary feature &

the web-portal Meeting Summary setting through the o

meeting window prompt. This will take effect immediately. Jacob [T——

For Business accounts & higher, an admin in the meeting meeﬁ"gs“mma_fyw“h Al

will be prompted in the meeting window to open the web nym°:"gpa:m'°:'why

portal and enable Meeting Summary setting. This will take host a meeting.

effect upon the start of the next meeting. [ vasereer | | JESEY

If no one in the meeting has the necessary admin permissions,
admins will receive the request as an email from Zoom.
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Chat Compose

Overview

X Generate

. # Write faster with an Al assistant!
Dl’aﬁl messages based On Conversatlon&ﬂ ConteXt and Corvpcseamessage or generate contextual responses effortlessly with an Al
what you want to say, as well as customize tone and pesistant

¢ ~ The administrator of your account has not yet enabled this feature. You can
Iength. - send a request email to them.

Team Chat Compose with Al Companion is only
supported in English currently.

“w A %

Nobll Rashsd (XTERNAL

Use of Team Chat Compose With AI Companlon |S * 1just wanted to take a moment to express how much | have enjoyed working with your team. Our collaboration has been an

absolute pleasure, and | truly appreciate the dedication and expertise that you all bring to the table.
limited to 30 queries per day, per user. T

= dar O C B @ D4 6B
+ Compose with Al Companion

Hi Nabil, thank you 50 much for taking the time to share your thoughts with me. I'm
thrilted to hear that you've enjoyed working with our team and that our collaboration
has been such a positive experience for you. Ve appreciate your kind words and the
opportunity 10 work together. We're committed to providing the best possible service
and expertise, and we Iook forward to continuing our successful partaership with you
in the future!

EZD o reover
Make Longer, Make Shorter, Change Tone to,

Generate
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Chat Compose

Reply to a Message

Team Chat @2 Creative

Click the Team Chat tab.

Next to the message you want to respond to, click the
ellipsis icon.

Click Reply with Al Companion.

“w A %
Nobl Raghsd XTERNAL 520 AN

«
@ st wanted 1 take 8 moment o express how much | ave enjoyed working with your team. Our collaboration has been an
absolute pleasure, 3nd | truly appreciate the dedication and expertise that you all bring to the table.

Tell Al Companion to... allows you to provide a draft of
what your response would look like, or enter a prompt
for Al Companion.

8
(2]
a
%
N
G
|

& .
? @ DO § & <« ¥l e B -
+ Compose with Al Companion

Hi Nabil, thank you 50 much for taking the time to share your thoughts with me. I'm
thrilted to hear that you've enjoyed working with our team and that our collaboration

Click Generate.
. has been such a positive experience for you. We appreciate your kind words and the
o Click Try Another to generate a new response. : ::.:::'::;‘.n:::;*,f:?:;::;x:;;ﬂz?;mz‘;sf:;°$°::‘:3,:?:.:°;.:m::?;t;:;:;:
in the future!
o Reconfigure the response with Make Longer, Make | insort |
Shorter, or Change Tone options.

to... Make Longer, Make Shorter, Change Tone to.

-
> o

1 9 F g

Generate

When you are satisfied, click Insert or Replace.

Press Enter or click the send icon.
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Chat Compose

Create a Message

Click the Team Chat tab.

Click the Zoom Al Companion icon in the client
message box, or at the bottom of the client window.

Tell Al Companion to... allows you to provide a draft of
what your response would look like, or enter a
command for Al Companion.

Click Generate.
o  Click Try Another to generate a new response.

o Reconfigure the response with Make Longer, Make
Shorter, or Change Tone options.

When you are satisfied, click Insert or Replace.

Press Enter or click the send icon.

T F powPooes
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Creative

“w A %
Nobll Rashsd (XTERNAL

@ st wanted 1 take 8 moment o express how much | ave enjoyed working with your team. Our collaboration has been an
absolute pleasure, 3nd | truly appreciate the dedication and expertise that you all bring to the table.

?@Q@w 0C o oeld
+ Compose with Al Companion

Hi Nabil, thank you 50 much for taking the time to share your thoughts with me. I'm
thrilted to hear that you've enjoyed working with our team and that our collaboration
has been such a positive experience for you. Ve appreciate your kind words and the
opportunity 10 work together. We're committed to providing the best possible service
and expertise, and we Iook forward to continuing our successful partaership with you
in the future!

B oo
to... Make Longer, Make Shorter, Change Tone to.

Generate




Thread Summary

Overview

Creative

Quickly summarize the content of long Team Chat ' /
threads.

Nabil Rashad

Good morning, everyone. | wanted to take a moment to discuss an exciting new feature we're considering for our product. As you know, our¢ (3 & -

You'll find the Thread Summary option in the message : . T oz
options menu or directly beneath the chat thread. ] iR

That sounds intriguing. Can you provide us with some background on the feature you have in mind!

Mark as Unread
Bookmark

Remind Me
H Creative Nabil Rashad  9:22 A
Can be managed by admins at the account & group S e T e e e |
point across various industries and professions. So, we've come up with an idea to introduce atas  Share Message...

Ievel our product. This system v .
. progress—all inone centy ) . N Copy Link to Message
4 Summarize with Al Companion

Nabil Rashad  9:24 AM Copy
The discussion is about a proposed task management

Great question. Our aim | feature. Nabil Rashad introduces the idea, aiming to improve Quote

due dates, and assignth ser experience. Karen Anderson and Ada Nguyen show
comprehensive context.

have the flexibility to pri¢ interest in functionality and integration. Nabil Rashad explains
the system's seamless task management features, stressing Translate
Ada Nguyen ! smooth integration and cross-platform access.

It sounds like a comprehé View original messages 4 Reply with Al Companion

Nabil Rashad 9:27 AM Copy o Summarize with Al Comp:

Excellent point. We want
management system thrg ) Create Issue
modules without any frict

manage their tasks on de © Add to Issue

e Create Issue
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Thread Summary

Summarize a Chat Thread

Creative

Sign in to the Zoom desktop client. eanChaiy ‘

# Keplies

Click the Team Chat tab. = ., g =

Good morning, everyone. | wanted to take a moment to discuss an exciting new feature we're considering for our product. As you know, our¢ (5 (&) -

Collapse al WA e

Next to the chat thread you want to summarize, click ; - :imukd
th e e I I i ps is ic o n 7 That sounds intriguing. Can you provide us with some background on the feature you have in mind!

Creative Nabil Rashad 9:22 A

Remind Me

Certainly. We've noticed that many users often struggle with managing their tasks and deadlines &

Click Summarize with Al Companion. T | e el klo o el iGN | S erese.

progress—all in one centt . . R Copy Link to Message
4 Summarize with Al Companion

Click Copy to copy the summarized content. i ashaa 524 s Copy

The discussion is about a proposed task management

C”Ck View original messages tO redireCt and hlgh”ght Great question. Ouraim|  feature. Nabil Rashad introduces the idea, aiming to improve Quote

due dates, and assignth ser experience. Karen Anderson and Ada Nguyen show
comprehensive context.

th e Chat th rea d yo u SU m ma rized . have the flexibility to pric  interest in functionality and integration. Nabil Rashad explains

the system's seamless task management features, stressing Translate

C“Ck the upVote iCOn Or downvote iCOn tO provide . - Ada Nguyen y smooth integration and cross-platform access.

It sounds like a comprehe  View original messages 4 Reply with Al Companion

. ¥
feedback on the summarized content. - STETT——
&

Excellent point. We want
management system thrg ) Create Issue
modules without any frict

manage their tasks on de © Add to Issue

e Create Issue
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Zoom

Z00Mm Al Companion

"

Helpful Resources
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Helpful Resources

.

4 Show me the meeting highlights

© @ @ ¢

Support Video Blog Product Page
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https://www.zoom.com/en/blog/zoom-ai-companion/
https://youtu.be/Zm5DC-vxaYk
https://www.zoom.com/en/ai-assistant/
https://support.zoom.com/hc/en/article?id=zm_kb&sysparm_article=KB0057623

Zoom © 2024 Zoom Communications, Inc.



Thank you

ZOOM



