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Quick Start Guide to Otter.Ai 

Office of Accessibility Resources 

Otter.AI is a service that provides live captions, transcripts, AI summaries of meetings, and 
other AI tools for productivity and organization. Otter.AI is free for 300 minutes a month 
with the option to subscribe for more minutes.  

Captioning Meetings or Classes:  

Select “Record” in the upper right corner.  

 

Your captions will appear in live time in the main window:  

 

Once you finish recording, Otter.AI will generate a summary of your meeting. It will also 
show an outline of the meeting and highlight any action items.  

 

You can also view the original transcript and replay any recorded audio by clicking on any 
word to start the replay.  
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You can also use the AI chat feature to ask questions such as “Was I mentioned in this 
meeting?,” “What acronyms or technical terms have been used,” or to ask more specific 
questions about the content. 

 

If you need to refer back to your recordings at a later date, they can be found under “My 
Conversations.” 
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