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Introduction

This manual provides step-by-step instructions for using AudioCodes Meeting Insights On-Prem:
B Record meetings (online or in person)

B Generate transcripts and Al-powered summaries

B Proofread the transcription and Al-powered summary results

[ |

Manage transcription tasks.

Intended Audience

The manual is intended primarily for the following types of Meeting Insights On-Prem users:

B Task Manager - Creates recordings within a tenant and assigns them to users (transcribers)
for proofreading.

B Task Editor - (Transcriber) Reviews and proofreads transcriptions assigned by the Task
Manager.

This manual also covers some tasks and procedures for the following administrative users:
B System Admin - Manages all tenants across the system (highest-level role).

B Tenant Manager - Manages settings and users within a specific tenant.

Overview of Meeting Insights On-Prem

Meeting Insights On-Prem is an on-premises application that records speech, transcribes it, and
generates Al-powered insights from your meetings and dictations. The end result is a polished
Microsoft Word document (Meeting Summary and Transcript document) that you can distribute
to your team, stakeholders, or anyone else who needs the meeting record.

Meeting Insights On-Prem handles the entire workflow— from audio capture through
transcription, Al analysis, proofreading, and final document export—without relying on external
cloud services and ensuring sensitive data never leaves your internal network.

Key Features

B Audio Recording:
Meeting Insights On-Prem supports the following methods for capturing audio:
e Physical meeting:

¢ Online meeting: Use Meeting Insights On-Prem web app with your computer's
microphone to capture voices in the room.

¢ Dictation: Use Meeting Insights On-Prem web app with your computer's
microphone for personal dictation.
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e Phone call: Meeting Insights On-Prem telephony bot records the call, or captures audio
from your phone's microphone.

e Offline meeting: Upload a pre-recorded audio file(s) for transcription and analysis.

A Dictation is available only in Meeting Insights On-Prem deployments with Hebrew-

English language mode.

B Transcription and Speaker Detection:

Meeting Insights On-Prem automatically transcribes recorded audio into text. It supports
multi-language, enabling it to transcribe a wide range of spoken languages. It also uses
speaker detection technology to identify who said what, so the transcription clearly
attributes each segment of speech to the appropriate participant ("Speaker-1", "Speaker-
2", "Speaker-3", and so on).

Speaker detection works best with clear audio and distinct voices. For optimal results,
minimize background noise during recording.

Meeting Insights On-Prem delivers a global experience with support for over 50 languages
for speech-to-text transcription and Al-powered insights (for example, summaries, action
items, and decisions). This extended language coverage enables organizations worldwide to
capture and understand meeting content with unprecedented accuracy.

Meeting Insights On-Prem offers two installation modes, giving organizations the flexibility
to choose the infrastructure that best meets their needs:

e Multi-Language Mode: Designed for organizations that require broad language
coverage, this mode enables full multi-language processing. This mode supports the
following task types:

¢ Online Meeting tasks
¢ Offline Meeting tasks

e Hebrew-English Mode: For organizations focused on English and Hebrew transcription.
This mode supports the following task types:

¢ Online Meeting tasks

¢ Offline Meeting tasks

¢ Dictation tasks
Al-Powered Insights:

Once transcription is complete, Meeting Insights On-Prem can generate the following Al-
powered insights:

e Meeting summary
e Main topics discussed

e Decisions made
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Title

Meeting participants

Details

Action items that require follow-up

Purpose or context of meeting (background)

These insights are generated automatically from the transcribed content and can be

included in the downloaded Meeting Summary and Transcript document.

B Proofreading Tool:

Task Managers can assign a transcriber to review and edit a transcription before it is

finalized. The built-in proofreading tool provides feature-rich capabilities:

Edit and format transcribed text, including bullets and numbered lists
Assign transcribed sentences to specific speakers, or rename speakers
Create segments (subsections) within the transcription to organize content

Play back the audio recording with synchronized text highlighting, so you can verify
accuracy word by word

B Word Document Export:

When proofreading is complete, you can export the transcription as a formatted Microsoft

Word document. The document is generated from a customizable template that controls:

Which logos appear in the document header
Which sections are included in the document and their order of appearance
The content and order of Al-powered insight sections

User-defined sections with custom content

Templates can be tailored to match your organization's branding and reporting

requirements, making every exported document consistent and professional.

Workflow Overview

The following table summarizes the end-to-end workflow in Meeting Insights On-Prem.

Step

Action Description
Record Capture meeting audio through the web app microphone
audio (physical online meeting or dictation), telephony bot (phone

call), or upload an audio file (offline meeting).

Transcribe The app automatically transcribes the audio and identifies
speakers in the recording.
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Step

Action

Generate
insights

Proofread

Export

Distribute

Description

Al analyzes the transcription to produce a summary, key topics,
decisions, and other insights.

An assigned transcriber reviews the transcription, corrects
errors, organizes content into segments, and verifies speaker
assignments using audio playback.

Download the final, proofread transcription and insights as a
Word document based on your organization's template.

Share the Word document with meeting participants,
stakeholders, or your records system.
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2 Sign in to Meeting Insights On-Prem

Sign In

After signing in, available pages in Meeting Insights On-Prem depend on your assigned user per-
mission level:

Bl System Admin, Tenant Manager, or Task Manager: You're directed to the main page -
Transcription Task List page. This page lets you create and manage tasks and access all
other pages. For more information, see Manage Transcription Task List on page 54.

B Task Editor: You're directed to the File List page. This page lists all the transcription files of
tasks that have been assigned to you as a transcriber for proofreading. For more
information, see Manage Audio Recording File List on page 64.

e Meeting Insights On-Prem supports the following web browsers:
v Google Chrome
v Microsoft Edge
e Tosigninas System Admin, see Sign In as System Admin on page 86

> Tosignin:

1. Go to the URL of your Meeting Insights On-Prem; you're prompted to enter the tenant
name:

Enter tenant

Tenant

Powered by

QC audiocodes

2. Inthe 'Tenant' field, enter the name of the tenant that you want to access.
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A The tenant name is case-sensitive.

3. Click Confirm; you're prompted to sign in with your credentials:

O

Meeting Insights On-Prem

Tenant: ats

Username

Password ©

Back

Powered by

QC audiocodes

A To change the tenant, click Back.

4. Inthe 'Username' field, enter your username.
5. Inthe 'Password' field, enter your password.

6. Click Sign in.

Change your User Password

You can change your sign-in password for Meeting Insights On-Prem.
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A e The password must meet the following complexity policy:

Contain at least eight characters.

Contain at least one lower case letter.

Contain at least one upper case letter.

Contain at least one number.

Contain at least one of these special characters: @ $ ! % * ? &
Can only contain special characters that are mentioned above.

e The System Admin can change the password of any user in any tenant. The
Tenant Manager can change the password of any user within the tenant. For
more information, see Modify a Local User on page 94.

AN N Y SN

> To change the password:
1. Click your profile icon in the top-right corner; a drop-down box appears.

2. Click 9 User Settings, and then from the drop-down menu, choose Change Password;

©

the following appears:

Meeting Insights On-Prem

Tenant: ats
New Password L O
Confirm Password L O

Update Password

Back

If you've been in the session for a while, Meeting Insights On-Prem may ask you to
sign in again before prompting you to enter a new password.

3. Inthe 'New Password' field, enter a new password.

4. Inthe 'Confirm Password' field, enter the new password again.
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5. Click Update Password; you're signed in to Meeting Insights On-Prem with your new
password.

Refresh Session Timeout

If you're signed into Meeting Insights On-Prem and remain inactive for a period of time, the
following session timeout message appears:

Connection Time Expired

Your session has expired. Do you want to continue as unauthorized, or reconnect?

Click one of the following buttons:
B Reconnect to sign in again to Meeting Insights On-Prem (see Sign In on page 5).

B Continue to resume your current session in Meeting Insights On-Prem.
Sign Out
When you've finished using Meeting Insights On-Prem, AudioCodes recommends signing out.

> To sign out:

1. Click your profile icon, located in the top-right corner; a drop-down box appears.

2. click = sign out.

Meeting Insights On-Prem automatically signs you out if you're inactive for a certain
amount of time. For more information, see Refresh Session Timeout above.
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3 User Interface Preferences

You can define the following global preferences for the Meeting Insights On-Prem user
interface (Ul):

B Language (see Change Display Language below)

B Colortheme (see Change Display Color Theme below)

Change Display Language
Meeting Insights On-Prem user interface can be displayed in one of the following languages:
B English

Bl Hebrew
& The user interface language is a global setting and applies to all tenants.
> To change display language:

1. Click your profile icon, located in the top-right corner; a drop-down box appears.

2. Click @ Select language; a drop-down list with languages appears:

@ Select language

English

nnMay

3. Select the language you want; the Meeting Insights On-Prem display immediately switches
to the chosen language.

Change Display Color Theme

You can use one of the following display themes for Meeting Insights On-Prem user interface:
B Light theme (default) - black text on a white background

B Dark theme - white text on a black background
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A e The userinterface display theme is a global setting and applies to all tenants.

e You can also change the display theme for the recording page of each task type
(Online Meeting, Offline Meeting, or Dictation).

> To change display theme:

1. Click your profile icon in the top-right corner; a drop-down box appears.

2. Click one of the following buttons to select the theme:

‘ Dark theme

G Light theme

@ Select language

[» Sign out

¢ -8

The display immediately switches to the selected theme.

-10 -
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Getting Started

This section provides a high-level workflow of how to use Meeting Insights On-Prem as a Task
Manager and as a Task Editor. Follow the workflow and refer to the linked sections for detailed
instructions.

Getting Started as a Task Manager

As a Task Manager, you're responsible for creating and managing meeting recording tasks and

assigning editors.

>

Quick workflow:

Add a new recording task (see Create Tasks on page 13).
a. Configure the meeting details (including a Task Editor) on the General Settings tab.

b. Configure the template (logos and sections) for the Meeting Summary and Transcript
document on the Template Studio tab (see Define Document Structure with Template
Studio on page 44).

Start the meeting recording.
End the meeting recording.

Monitor transcription progress (see Manage Transcription Task List on page 54 and Manage
Task Statuses on page 60).

(Optional) Change a transcriber for proofreading (see Change a Transcriber of a Recording
File on page 65).

Change the task status to Ready for Review (see Change a Task's Status on page 62).

Monitor task status (see Manage Transcription Task List on page 54 and Manage Audio
Recording File List on page 64).

Getting Started as a Task Editor

As a Task Editor, you're responsible for reviewing and proofreading the meeting summary and

transcription assigned to you.

> Quick workflow:

1.

Open the assigned task. When you sign in to Meeting Insights On-Prem, you're
automatically navigated to the File List page, which lists all the tasks assigned to you.

On File List page, change the task status to In Review (see Change a Task's Status on page
62).

Proofread the meeting summary (see Proofread the Meeting Summary on page 67).

Proofread the transcription (see Proofread the Transcription on page 70).

-11 -
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5. Download and share the Meeting Summary and Transcript document (see Download
Meeting Summary and Transcript Word Document on page 85).

6. On the File List page, change the task status to Completed (see Change a Task's Status on
page 62).

-12-
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5 Create Tasks

A task is an audio recording of a meeting or voice memo that is transcribed with summary
insights and assigned to a person (Task Editor / transcriber) for proofreading.

You can add the following types of tasks:

B Online Meeting Mic - see Online In-person Meetings below

B Online Meeting Telephony Bot - see Online Telephony Bot Meetings on page 20:
e Record an In-Person Conversation using Telephony Bot on page 21
e Record a Phone Call using Telephony Bot on page 22

B Dictation - see Dictations on page 22

B Offline Meeting - see Offline Prerecorded Meetings on page 39

Online In-person Meetings

This section describes how to start recording an Online Meeting where you are physically in a
room with other participants.

Add an Online Meeting Task

Recording an online meeting starts with adding an Online Meeting task. Once added, you're
redirected to a page for recording your online meeting.

Adding an online meeting task includes the following:

B Configuring general settings, for example, meeting participants, name, language, and
editors (transcribers) of the meeting recording.

B Configuring the template of the final Meeting Summary and Transcript document:
e Selecting an existing template or creating a new template from an existing template.
® Logos toinclude in the header of the document.

e Determining the sections to include in the document.

‘& You can save time and quickly start recording your meeting, by skipping all
configuration and clicking Add. Meeting Insights On-Prem opens the Recording
Meeting Summary page where you can start recording the meeting (see Start
Recording the Online Meeting on page 17).Meeting Insights On-Prem automatically
assigns "Untitled <date> <time>" (for example, "Untitled 14.05.2026 13:00") to the
"Task / Meeting Name' field.

-13 -
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> To add an Online Meeting task:

1. Inthe Transcription Task List page, click the Add New Task button; a drop-down menu
appears.

2. Choose @ Online Meeting; the following dialog box appears:

Add New Online Task

GENERAL SETTINGS TEMPLATE STUDIO

Select Meeting from Calendar

Fill in the meeting leader's details and select a meeting to update the rest of the task details.

Full Name Email Address

Task Details

i~ Task / Meeting Name ———— Language
Hebrew
Task / Meeting Topic Notes

File Export Settings
[J Export Audio File

Select Action

O On completion, navigate to meeting display

® On completion, notify via email

2 Expand All

Participants List
Editors List

Distribution List

W

W

W
Cancel

3. Select the General Settings tab.
4. Under Select Meeting from Calendar:

Enter the meeting leader's (owner) details and optionally, select a scheduled meeting in
your Outlook Calendar to obtain a list of the participants:

a. Inthe 'Full Name' field and 'Email Address' field, enter the name and email address of
the owner. This name appears in the Background section ("led by <name>") of the
downloaded Meeting Summary and Transcript document.

b. To obtain a list of participants from a meeting in your Outlook Calendar of the person
you added in the previous step:

-14 -
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Click the Select Meeting button; the Meetings List group appears, listing a

current meeting and all meetings in the next hour.

Click the plus button of the meeting you want; the participants of the meeting
are automatically added under the Participants List folder, as shown in the
following example:

Full Name-

Alice Lee

Meetings List

Full Name

O Alice

O Bob

Select Meeting

Enter the details of the meeting leader and select one or more meetings to add the meeting participants to your task

© Budget for product © 14:30-15:00 03.02.2026

© rroduct launch O 15:00-15:30 03.02.2026

Participants List

Email Address

alicel@gmail.com

g0

Position Department

B cro

(=] =1

B Product Manager

If you don’t assign a meeting leader, Meeting Insights On-Prem automatically assigns
the task creator as the leader.

5. Under Task Details:

a. Inthe 'Task / Meeting Name' field, enter a unique name for the meeting. This name
identifies the meeting in the Task List and system notifications.

A\ e

By default, the 'Task / Meeting Name' field value is "Untitled <date> <time>", for
example, "Untitled 14.05.2026 13:00".

The name can'tinclude spaces.

b. Inthe 'Task / Meeting Topic' field, enter the meeting's main subject.

c. From the 'Language' drop-down list, select the language of the meeting. The language
affects the speech recognition for the real-time transcription process.

-15-
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The default language is defined by the System Admin or Tenant Manager (see
Select a Default Task Language on page 101).

d. Inthe 'Notes' field, enter any optional comments. These comments appear in the
Notes section of the downloaded Meeting Summary and Transcript document.

6. Under File Export Settings:

If you want the audio file of the recording to be downloaded with the Meeting Summary
and Transcript document, select the 'Export Audio File' check box.

7. Under Select Action:
Select what happens when the recording of the Online Meeting finishes:

e On completion, navigate to meeting display: You're automatically navigated to the
File List page.

e On completion, notify via email: You're automatically navigated to the Transcription
Task List page and an email is sent to you notifying you that the Online Meeting task
completed successfully.

8. Expand the Participants List folder, and then add the participants of the recording. This list
appears in the Participants section of the downloaded Meeting Summary and Transcript
document.

a. To add participants:
i. Inthe 'Full Name' field, enter the name of the participant.
ii. Inthe'Position' field, enter the position of the participant.

iii. Inthe 'Department' field, enter the department in which the participant works.
iv. Click the plus button.
v. Toadd more participants, repeat the above steps.

b. To delete a participant, click the delete i button.

A You can automatically add participants from a scheduled meeting in your Outlook
calendar, as described previously for the Select Meeting from Calendar section.

9. Expand the Editors List folder to define editors (transcribers) for proofreading the task's
transcription.

a. To add editors for the transcription:
i. Inthe 'Full Name' field, enter the name of the editor.
ii. Inthe 'Email Address' field, enter the email address of the editor.
iii. Click the plus button.

iv. To add more editors, repeat the above steps.

-16 -



CHAPTER 5 Create Tasks Meeting Insights On-Prem | User's Manual

A

If you add multiple editors, you can make an editor the Task Manager by clicking Set
Task Manager.

To delete an editor, click the delete B vutton.

e The creator of the task is automatically added as an editor of the task and shown
as the Task Manager.

e If you add multiple editors, you can later change the editor (franscriber) after the
recording, as described in Change a Transcriber of a Recording File on page 65.

10. Expand the Distribution List folder to define the people to whom you want to distribute
the final Meeting Summary and Transcript document. This list appears in the Distribution

List section of the document.

a.

b.

To add people:
i. Inthe 'Full Name' field, enter the name of the person.

ii. Inthe 'Email Address' field, enter the email address of the person.

iii. Click the plus button.

iv. To add more people, repeat the above steps.

To delete a person, click the delete B button.

11. Select the Template Studio tab, and then define the following:

A

Template of the Meeting Summary and Transcript document. For more information,
see Select or Create a Template on page 44.

If a Meeting Insights On-Prem software update deprecated an Al-powered section in
your selected template, you must select a different template for your new task.

Logos for the document header. For more information, see Upload Logos to a Template
on page 47.

Sections to include in the document. For more information, see Define Sections for a
Template on page 49.

12. Click Add; the Recording Meeting Summary page opens.

13. Start recording your meeting, as described in Start Recording the Online Meeting below.

Start Recording the Online Meeting

Once you've created a new task for the online meeting, as described in Add an Online Meeting
Task on page 13, the Recording Meeting Summary page is displayed.

This page provides you with the following recording controls:

-17 -
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Button Name

Start Recording

0

Start Recording

' Mute Mic
4
Mute Mic
& ‘ Unmute Mic
Unmute Mic

End Recording

End Recording

Description

Starts recording the audio of the meeting.

Mutes the microphone and temporarily stops recording.

Unmutes the microphone and resumes recording.

Ends the recording.

> To start recording online meeting:

1. Create a new Online Meeting task (see in Add an Online Meeting Task on page 13); the
Recording Meeting Summary page appears:

Recording Meeting Summary

Meeting topic: Licensing
App

Meeting purpose: Meeting language: fw-en
Purchasing

y 2 O
a - 23audiocedes.com

" o

00:00:00

Start Recording

QX audiocodes

An alert notification message may appear if enabled by your System Admin or

Tenant Manager.

2. Click the Start Recording button to start recording the meeting.

-18 -
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If Meeting Insights On-Prem doesn't detect your microphone, a message pops up to
notify you. This could be caused by any of the following reasons:

e Your microphone is not properly connected to your computer.
e You need to allow your browser access to your microphone. Your browser
typically prompts you to allow or block access.

If this is the first time that you're recording an online meeting on the current computer,
you're prompted to select the available microphone and to choose the option for allowing
Meeting Insights On-Prem to access it:

W e .webrtc.audiocodes.co X

m wants to

\Q..- Use available microphones (1)

J coEEE——

Microphone Array (AMD Audio D...

Allow while visiting the site
Allow this time

Never allow

3. Select the microphone you want to use, and then choose one of the options to allow
Meeting Insights On-Prem to use the microphone; Meeting Insights On-Prem starts
recording and transcribing the meeting.

The recording duration is displayed by the timer and the recording level is displayed by the
gauge, which uses colored segments that illuminate or change position to indicate the
strength or "loudness" of the audio signal:

-19 -
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— ===

End Recording Mute Mic

4. To finish recording, click End Recording; Meeting Insights On-Prem stops recording the
meeting and uploads the audio and transcription files to its server. The following message
is displayed:

Meeting Ended

Meeting Duration:
00:00:57

Upload Successful @

If errors were experienced during the recording (e.g., microphone or speech not
detected), a message is displayed listing the errors. You can do one of the following:

e Click Confirm to keep your recording despite the errors.
e Click Cancel to discard the recording and delete the task.

5. Click Finish; you're navigated to one of the following pages, depending on your settings
(under Select Action group) when you created the Online Meeting task:

e File List page, which lists the transcription file of the recorded meeting.

e Transcription Task List, which lists all the tenant's tasks.

Online Telephony Bot Meetings

Meeting Insights On-Prem telephony bot allows you to record audio directly from your mobile
device without needing to access the web application. This is ideal for ad-hoc tasks when you
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are away from your computer. These meetings are considered online meetings and are
displayed in the Transcription Task List table as Online Meeting Bot.

You can use the bot in two ways:

B Record an in-person conversation: Use your device's microphone to record a face-to-face
meeting, room audio, or yourself like a dictation. For more information, see Record an In-
Person Conversation using Telephony Bot below.

B Record a phone call: Trigger the bot during an active call to record the phone conversation.
For more information, see Record a Phone Call using Telephony Bot on the next page.

Record an In-Person Conversation using Telephony Bot

You can use Meeting Insights On-Prem telephony bot (monologue) to record conversations or
meetings directly from your mobile device's (e.g., mobile phone) microphone. You can also use
this feature to record yourself like a dictation (voice memo). This feature allows you to record
ad-hoc discussions anywhere and anytime, without needing Meeting Insights On-Prem web
app. For example, a face-to-face conversation with a colleague in the hallway.

These recordings are considered Online Meeting tasks and appear in the Transcription Task List
page as an Online Meeting Bot task type.

When you want to record a meeting, you dial the telephone number of the bot, choose the
language of the meeting, and the bot starts recording the audio detected by your device's
microphone.

> To record from device microphone using telephony bot:

1. Onyour device, dial the telephone number of Meeting Insights On-Prem telephony bot
(e.g., 1111); the bot answers and asks for the language of the meeting.

‘& Ask your administrator for the telephone bot number.

2. Press the key on your device's dial pad that corresponds to the meeting language. For
example, if the prompt indicates that English is key "2", then press 2 on your dialpad. The
bot immediately begins recording audio detected by your device's microphone.

The available languages are configured by your System Admin or Tenant Manager
(see Configure Telephony Settings for a Tenant on page 106).

3. To stop recording, end the call.

Meeting Insights On-Prem automatically saves the recording as an Online Meeting task and
queues it for transcription. You can view the new task in the Transcription Task List (see
Manage Transcription Task List on page 54).
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Record a Phone Call using Telephony Bot

You can use Meeting Insights On-Prem telephony bot (dialogue) to record phone calls on your
mobile device. This feature allows you to record phone conversations with one or more
participants, without needing Meeting Insights On-Prem web app.

When you want to record a phone call, you need to press a predefined key sequence to trigger
the bot to start recording. When the call ends, Meeting Insights On-Prem does the following:

1. Saves the recording to its database.
2. Queues the recording for transcription.

3. Creates an Online Meeting task for the recording and displays it in the Transcription Task
List as an Online Meeting Bot task type (see Manage Transcription Task List on page 54).

& e Forthe predefined number of the telephony bot, contact your Meeting Insights
On-Prem Tenant Manager.
e Touse this feature, your user account must have a valid phone number
assigned. If necessary, contact your System Admin or Tenant Manager to
configure this setting (see Add a Local User on page 92).

> To record a phone call:

1. Onyour device, call the person or group you want to speak with.

2. Press the predefined key sequence #0 to start recording; the bot immediately begins
recording the call.

3. You can pause and resume recording by doing the following:

Press the key sequence #1 to pause recording.

Press the key sequence #2 to resume recording.

4. To stop (end) recording, press #3.

Dictations

Meeting Insights On-Prem allows you to record and dictate in real time. As you speak, Meeting
Insights On-Prem instantly transcribes your speech, displaying the text immediately on the
dictation screen.

Recording a dictation includes two main actions:
1. Add a new task for dictation (see Add a Dictation Task on the next page).

2. Trigger the recording of the dictation (see Start Recording a Dictation on page 29).
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A e Dictation is available only for Meeting Insights On-Prem deployments with
Hebrew-English language mode.
e Dictation supports only the following languages:
v Hebrew
v English

Add a Dictation Task

Recording a dictation starts with adding a Dictation task. Once added, you're redirected to a
page for recording your dictation.

Adding a Dictation task includes the following:
B Selecting an existing template or creating a new template from an existing template.

B Uploading logos to include in the header of the downloaded Meeting Summary and
Transcript document. You can upload up to three logos and define their position in the
header.

B Determining the sections (headings) to include in the downloaded Meeting Summary and
Transcript document.

Dictation is available only for Meeting Insights On-Prem deployments with Hebrew-
English language mode.

> To add a Dictation task:

1. Inthe Transcription Task List page, click the Add New Task button; a drop-down menu
appears.

2. Choose ¥ Dictation; the following dialog box appears:
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Add New Dictation Task
GEMERAL SETTINGS TEMPLATE STUDIO

Select Meeting from Calendar

Fill in the meeting leader's detalls and select a meeting to update the rest of the task detalls.

Full Mame Email Address

Task Details
Task / Meeting Name Language

Hebrew

Task / Meeting Topic Notes

File Export Settings

[ Export Audio File

Participants List

Editors List

Distribution List

< Expand All

Select the General Settings tab.

Under Select Meeting from Calendar:

Enter the meeting leader's (owner) details and optionally, select a scheduled meeting in

your Outlook Calendar to obtain a list of the participants:

a. Inthe 'Full Name' field and 'Email Address' field, enter the name and email address of
the owner. This name appears in the Background section ("led by <name>") of the

downloaded Meeting Summary and Transcript document.

b. To obtain a list of participants from a meeting in your Outlook Calendar of the person

you added in the previous step:

i. Click the Select Meeting button; the Meetings List group appears, listing a

current meeting and all meetings in the next hour.

ii. Click the plus button of the meeting you want; the participants of the meeting

are automatically added under the Participants List folder, as shown in the

following example:
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Select Meeting

Enter the details of the meeting leader and select one or more meetings to add the meeting participants to your task

Full Name Email Address

Alice Lee alicel@gmail.com

Meetings List

@ Budget for product © 14:30-15:00 03.02.2028

© Product launch © 15:00-15:30 03.02.2026

Participants List

Full Name Position Department
O Alice M cro u
O Bob B3 Product Manager u

If you don’t assign a meeting leader, Meeting Insights On-Prem automatically assigns
the task creator as the leader.

5. Under Task Details:

a. Inthe 'Task / Meeting Name' field, enter a unique name for the meeting. This name
identifies the meeting in the Task List and system notifications.

& e By default, the "Task / Meeting Name' field value is "Untitled <date> <time>", for
example, "Untitled 14.05.2026 13:00".
e The name can'tinclude spaces.

b. Inthe 'Task / Meeting Topic' field, enter the meeting's main subject.

c. From the 'Language' drop-down list, select the language of the meeting. The language
affects the speech recognition for the real-time transcription process.

& The default language is defined by the System Admin or Tenant Manager (see
Select a Default Task Language on page 101).

d. Inthe 'Notes' field, enter any optional comments. These comments appear in the
Notes section of the downloaded Meeting Summary and Transcript document.

6. Under File Export Settings:

If you want the audio file of the recording to be downloaded with the Meeting Summary
and Transcript document, select the 'Export Audio File' check box.
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7. Expand the Participants List folder, and then add the participants of the recording. This list
appears in the Participants section of the downloaded Meeting Summary and Transcript

document.

a. To add participants:

iv.

V.

In the 'Full Name' field, enter the name of the participant.

In the 'Position’ field, enter the position of the participant.

In the 'Department’ field, enter the department in which the participant works.
Click the plus button.

To add more participants, repeat the above steps.

b. To delete a participant, click the delete B bution.

& You can automatically add participants from a scheduled meeting in your Outlook
calendar, as described previously for the Select Meeting from Calendar section.

8. Expand the Editors List folder to define editors (transcribers) for proofreading the task's
transcription.

a. To add editors for the transcription:

iv.

In the 'Full Name' field, enter the name of the editor.

In the 'Email Address' field, enter the email address of the editor.

Click the plus button.

To add more editors, repeat the above steps.

b. If you add multiple editors, you can make an editor the Task Manager by clicking Set
Task Manager.

c. To delete an editor, click the delete B button.

A\ e

The creator of the task is automatically added as an editor of the task and shown
as the Task Manager.

If you add multiple editors, you can later change the editor (franscriber) after the
recording, as described in Change a Transcriber of a Recording File on page 65.

9. Expand the Distribution List folder to define the people to whom you want to distribute
the final Meeting Summary and Transcript document. This list appears in the Distribution

List section of the document.

a. To add people:

In the 'Full Name' field, enter the name of the person.

In the 'Email Address' field, enter the email address of the person.
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iii. Click the plus button.

iv. To add more people, repeat the above steps.

b. To delete a person, click the delete B button.

10. Select the Template Studio tab, and then define the following:

e Template of the Meeting Summary and Transcript document. For more information,
see Select or Create a Template on page 44.

A If a Meeting Insights On-Prem software update deprecated an Al-powered section in
your selected template, you must select a different template for your new task.

e Logos for the document header. For more information, see Upload Logos to a Template

on page 47.

e Sections to include in the document. For more information, see Define Sections for a
Template on page 49.

11. Click Add; the dictation recording page opens.

12. Continue to Start Recording a Dictation on page 29 for recording your dictation.

Enable Audio Indications for Recording Buttons

You can enable Meeting Insights On-Prem to play an audio (voice) message when you click a
recording control button to indicate its functionality. The voice message confirms the action
you just performed.

Audio indications are available for the following buttons:
Bl StartRec
B Mute Mic
B Un-mute Mic
[ |

Stop Rec

> To enable audio indication for recording buttons:

1. Onthe Dictation page, click your profile account icon in the top-right corner; a drop-down
menu appears.

2. Click @ Enable voice indication:
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@audiocodes.com

User name:
s@audiocodes.com

Syetem Privileges:
Tenant - test
Level - System Admin

+++ (Confidence Level
Set keyboard shortcuts :]

Select language

& B8

Enable voice indication

0

Sign out

Change Display Theme of Dictation Page

Meeting Insights On-Prem offers the following display themes:
M Light theme (default) - black text on a white background

B Dark theme - white text on a black background

> To change display theme:

1. Click your profile icon in the top-right corner; a drop-down box appears.

2. Click one of the following buttons to select the theme:

‘ - Dark theme
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“®7_Light theme

The display immediately switches to the selected theme.

User name:

Syetem Privileges:
Tenant - test
Level - System Admin

+= (Confidence Level

- @3
@ Select language
v+  Enable voice indication
|:—> Sign out

@audiocodes.com

@audiocodes.com

Set keyboard shortcuts :]

Start Recording a Dictation

Once you've created a new task for the dictation, as described in Add a Dictation Task on page

23, the dictation recording page is displayed.

This page provides you with the following recording controls:

B Start recording
B Pause recording

B Resume recording after being paused
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M Endrecording

Mike
Dictation Name (product Update /) @ .com
. 00:00:00
User Name Mike v
Date and Time Start Rec m;
Language English +
No section selected ~ Playback speed 1 (@& > ®m & 00:00:00 @ Reset Dictation & Export File
™G € [1/1 > sentences/page: 50 v
Va Mark editing done
This section is empty. Edit or dictate to add transcription

> To start recording dictation:

1. Create a new Dictation task (see Add a Dictation Task on page 23).

2. Configure the following fields (mandatory) if you didn't configure them in Step 1:
e 'Dictation Name': Enter a unique name for the dictation.
e 'Language': Select the language of the dictation.

3. Click the Start Rec button; Meeting Insights On-Prem connects to its speech-to-text service
and then detects your voice and starts the recording and speech-to-text processes.

Start Rec

If this is the first time that you're recording a dictation on the current computer, you're
prompted to select the available microphone and to choose the option for allowing
Meeting Insights On-Prem to access it:
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s e .webrtc.audiocodes.co X
m wants to

\@a Use available microphones (1)

J oE———

Microphone Array (AMD Audio D...

Allow while visiting the site
Allow this time

Never allow

4. Select the microphone you want to use, and then choose one of the options to allow
Meeting Insights On-Prem to use the microphone.

The recorded audio level and microphone activity is displayed by the gauge. When the
volume level is good, the gauge is green. If the level is low or no voice detected, the gauge

is red.

5. You can use the following recording controls:

Button Name Description

Start Rec Starts the recording your speech and performing real-time
transcription.

. Mute Mic Mutes the microphone and temporarily stops recording and
Y transcription.

Mute Mic
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Button Name Description
Q | Unmute Unmutes the microphone and resumes recording and
& Mic transcription.
Unmute Mic
. Stop Rec Ends the recording.
Y

Stop Rec

Actions after Ending Dictation Recording

When you've ended recording of your dictation as described in Start Recording a Dictation on
page 29, you can do the following:

Play recorded dictation - see Play Recorded Dictation below

Show or hide the time (timestamps) at which each paragraph in the transcription was
spoken - Show or Hide Speech Timestamps in Transcription on page 75

Edit the transcription - see Edit Dictation Transcription on the next page

Delete the dictation (transcription and audio recording) - see Reset the Dictation on page
38

Download the dictation (transcription and audio recording) to your computer - see
Download Dictation Transcription and Recording Files on page 38

Submit the dictation - see Submit Dictation on page 38

Play Recorded Dictation

After you finish recording (see Start Recording a Dictation on page 29), you can listen to the
recorded dictation. Meeting Insights On-Prem provides playback controls located above the
transcription:

Selected section: (Untitled) = Playback speed 1 (& » HE e 00:00:00
Playback Controls Description
Selected section Displays the selected segment in the transcription for playback.
Playback speed Q} Configures the playback speed:
H 1
H 15
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Playback Controls Description
m 2
H 25
m 3
> Play Plays the recorded dictation.
[ | Stop Stops playing the recorded dictation.
[ iy |

LN Toggle tracking Tracks audio playback in the transcription.

playback position

Time Displays the time in the recorded dictation duration that the
played word was spoken.

If your transcription has multiple segments, playback is limited to the selected segment.
Playback stops automatically when it finishes playing the segment.

During playback, a cursor highlights the words as they’re played. If Meeting Insights On-Prem
can’t fully synchronize the audio with the transcription (for example, after you edit the text),
the system estimates the playback position. In this case, multiple words may be highlighted at
the same time.

During playback, you can also jump to a different point within the same segment. Click the new
location in the text, and playback resumes from that point.

(A

No section selected = Playbackspeed 1 (& 1] W & 00:00:15 B Reset Dictation

[ oy Export File

Q \ & (1171 > sentences / page: |30 ¥

#" Introduction Mark editing done

This meeting concerns a budget that we need or, bringing in mo r:the new product. We need to speak to the finance department
to see i there is, uh, there's enough, uh, budget and then we need to-also-make-sure that the ollowing is updated and and speak to the ceo and
the co and see i um i uh yeah we can uh do anything about it and i yes then everything will be ine then we can launch the

Edit Dictation Transcription

After you finish recording (see Start Recording a Dictation on page 29), you can edit the
transcription of the dictation. You can make the following changes:

B Add, edit, or delete text.
Bl Add bulleted or numbered lists.

B Create a new segment from an existing segment in the transcription.
B Assign action items to people and set due dates.

[ |

Assign a speaker to selected text.
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When you finish editing a segment, you can mark it as complete, by selecting the 'Mark editing
done' check box. The segment is then highlighted in green, as shown in the following example:

No section selected = Playback speed 1 (& > ®E (& 00:00:01 B Reset Dictation

[ oy Export File

G < |1 /1 - sentences/page: 30 ¥
# Introduction Mark editing done

|This meeting concerns a budget that we need or, bringing in more resources or the new product. We need to speak to the finance department
to see i there is, uh, there's enough, uh, budget and then we need to also make sure that the ollowing is updated and and speak to the ceo and
the co and see i um i uh yeah we can uh do anything about it and i yes then everything will be ine then we can launch the

& Your editing changes are saved automatically.

> To edit transcription of dictation:
1. Onthe Dictation page, scroll down to the transcription.
2. To modify text:

a. Click anywhere in the transcription where you want to make a change.

b. Add, edit, or delete text as needed.

Any text you add or modify appears in bold, as shown in the following example:

Selected section: (Untitled) = Playback speed 1 @ > ® & 000834 [ W Reset Dictation [ o Export File
WG € [1/1 > sentences/page: (50 v

Va Mark editing done

= Hello, " hi. 'Thisibutton isimuted.

3. To add a bulleted or numbered list:

a. Right-click the paragraph you want to format; a shortcut menu appears.

b. Choose one of the following:

o "=increment bullet: Indents the paragraph. If the paragraph doesn’t have a

bullet, a bullet is added. If the paragraph already has a bullet, it’s further indented
and changed to a numbered item.

o = Decrement bullet: Outdents the paragraph. If the paragraph has a bullet, the

bullet is removed. If the paragraph has a number, the number is changed to a
bullet.

After you add a bullet or number, you can create additional list items by pressing Enter:

e At the end of the paragraph to add the next item.

e Before a word in the paragraph to start a new bullet or number at that position.
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W Reset Dictation 1 & Export File ‘

Selected section: (Untitled) Playback speed 1 @ > m (¢ 00:00:20

QDG € 171 D sen

tences / page: | 50

7 Mark editing done

+ Hello, »
* Mute.

1. Mute

2. shoule
* Mic.

+ iPhow

4. To create a new segment:

a. Right-click the paragraph in an existing segment from where you want the new
segment to begin; a shortcut menu appears.

+
b. Choose [-EI Create new segment; the following dialog box appears:

Segment Settings

Seament Name

Save Cancel

c. Inthe 'Segment Name', enter a name for the segment.

d. (Optional) To define the segment as a task (action item), click the Define as Task toggle
button to turn it on. For more information, see the next step on assigning an action

item.

e. Click OK; a new segment is added below the current segment. The new segment
includes all text from the original segment starting at the point where you right-clicked.
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No section selected  Playback speed 1 (@) > W & 00:00:00 @ Reset Dictation ] [ & ExportFile
G & (111 > sentences/page: [50
7 Mark editing done
e o ——__ ,
! 1
| /' My NEW SEGMENT Mark editing done !
! I
| 1
1
' 1
I 1

5. To assign an action item (task):

a. Right-click in the segment at the point where you want the action item to begin; a
shortcut menu appears.

b. Choose aAssign new action item; the dialog box appears:

c. Click the Define as Task toggle button to turn it on:

Segment Settings

-
ment "Jr.‘-| ne

(¥
D
[i}9]

@ Define as task

Task owner:

Task due date:

mm/dd/yyyy 0

d. Inthe 'Task Owner' field, enter the name of the person to whom you want to assign

the action item.

e. Inthe 'Task due date' field, click the calendar | icon, and then from the pop-up
calendar, select the date at which the action item must be completed.

f. Click OK; the new action item is added under the Tasks group in the transcription. It
includes all text from the original segment starting at the point where you right-clicked.

-36-



CHAPTER 5 Create Tasks Meeting Insights On-Prem | User's Manual

(]

Selected section: Listtwo ~ Playback speed 1 (@ > W e 00:14:49 B Reset Dictation

[ &y Export File

G € |1/1 = sentences/page: |50 +

Z" List two Mark editing done
=

Tasks
Z 1. Mark editing done

|
1
1
1
|
| Owner: Bob Completion date: 28-1-2026
1
1
1 Get budget for project.

|

1

6. To assign a different speaker to a selected line in transcription:

a. Right-click the line in the segment at the point where you want to assign to a different
speaker; a shortcut menu appears.

b. Choose B Assign speaker; the shortcut menu expands to show a list of speakers that
were detected in the dictation.

Play from selected word
Create new segment
Assign new action item
Increment bullet

Decrement bullet

8wl @ @ ©®

Assign speaker A

| Speaker-1 I

oo o -

&a Rename speaker

c. Select the speaker you want to assign.
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Download Dictation Transcription and Recording Files

After you finish recording of your dictation (see Start Recording a Dictation on page 29), you
can download the transcription and recorded audio to your computer. The transcription saves
as a Microsoft Word file (.docx), and the audio recording saves as an audio file (.webm).

> To download transcription and recording of dictation:

.

e On the Dictation page, click the LZIExport File button; the transcription and recording
files are downloaded to your computer.

Reset the Dictation

You can reset your dictation. This deletes the transcription and recorded audio file of the
dictation.

Resetting a dictation doesn't change the settings of the dictation's task (e.g., template, name
and language). This allows you to easily start a new recording for the same dictation task.

> Toreset a dictation:

e On the Dictation page, click the B Reset Dictation button; the transcription and

recording are deleted.

Submit Dictation

After you finish reviewing and editing your dictation, you need to submit it to upload the audio
recording and transcription to Meeting Insights On-Prem. When submitted, the dictation is
stored in Meeting Insights On-Prem and appears in the Transcription Task List (see Manage
Transcription Task List on page 54).

> To submit a dictation:

1. Onthe Dictation page, click the Submit Dictation button; the following message appears:

Recording complete

¢

Uploading files, please keep the browser window open until completion

Uploading recording (_,

2. Wait until the upload process completes.
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A Keep your browser open until the upload process completes.
3. Click Done.

Offline Prerecorded Meetings

Meeting Insights On-Prem enables you to generate transcriptions from offline meetings. Offline
meetings are audio recordings captured using third-party tools outside of Meeting Insights On-
Prem.

For processing a meeting that was recorded by a third-party tool, you first need to add an
Offline Meeting task. Once added, you're redirected to a page for generating a transcription
and for proofreading.

Adding an Offline Meeting task includes the following:

B Configuring general settings, for example, meeting participants, name, language, and
editors (transcribers) of the meeting recording.

B Uploading audio files.

B Configuring the template of the final Meeting Summary and Transcript document:
e Selecting an existing template or creating a new template from an existing template.
e Uploading logos to include in the header of the document.

e Determining the sections to include in the document.

You can save time by skipping all settings except uploading audio files, and then
clicking Add. Meeting Insights On-Prem automatically assigns "Untitled <date>
<time>" (for example, "Untitled 14.05.2026 13:00") to the meeting name.

> To add an Offline Meeting task:

1. Inthe Transcription Task List page, click the Add New Task button; a drop-down menu
appears.

2. Choose 'Illl Offline Meeting; the following dialog box appears:
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Add New Offline Task

GEMNERAL SETTINGS TEMPLATE STUDIO

Select Meeting from Calendar

Fill in the meeting leader's details and select a3 meeting to update the rest of the task details.

Full Name Email Address
Task Details
— Task{ Meeting Name — Language
Hebrew
Task / Meeting Topic Notes

File Export Settings
[ Export Audio File

Select audio files to upload

Choose the audio files you want to upload

Upload up to 999 files

iselect Files
¢ Expand All

Participants List ~

Editors List ~

Cancel

3. Under Select Meeting from Calendar:

Enter the meeting leader's (owner) details and optionally, select a scheduled meeting in
your Outlook Calendar to obtain a list of the participants:

a. Inthe 'Full Name' field and 'Email Address' field, enter the name and email address of
the owner. This name appears in the Background section ("led by <name>") of the
downloaded Meeting Summary and Transcript document.

b. To obtain a list of participants from a meeting in your Outlook Calendar of the person

you added in the previous step:

i. Click the Select Meeting button; the Meetings List group appears, listing a

current meeting and all meetings in the next hour.

ii. Click the plus button of the meeting you want; the participants of the meeting
are automatically added under the Participants List folder, as shown in the
following example:
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Select Meeting

Enter the details of the meeting leader and select one or more meetings to add the meeting participants to your task

Full Name Email Address

Alice Lee alicel@gmail.com

Meetings List

@ Budget for product © 14:30-15:00 03.02.2028

© Product launch © 15:00-15:30 03.02.2026

Participants List

Full Name Position Department
O Alice M cro u
O Bob B3 Product Manager u

If you don’t assign a meeting leader, Meeting Insights On-Prem automatically assigns
the task creator as the leader.

4. Under Task Details:

a. Inthe 'Task / Meeting Name' field, enter a unique name for the meeting. This name
identifies the meeting in the Task List and system notifications.

& e By default, the "Task / Meeting Name' field value is "Untitled <date> <time>", for
example, "Untitled 14.05.2026 13:00".
e The name can'tinclude spaces.

b. Inthe 'Task / Meeting Topic' field, enter the meeting's main subject.

c. From the 'Language' drop-down list, select the language of the meeting. The language
affects the speech recognition for the real-time transcription process.

& The default language is defined by the System Admin or Tenant Manager (see
Select a Default Task Language on page 101).

d. Inthe 'Notes' field, enter any optional comments. These comments appear in the
Notes section of the downloaded Meeting Summary and Transcript document.

5. Under File Export Settings:

If you want the audio file of the recording to be downloaded with the Meeting Summary
and Transcript document, select the 'Export Audio File' check box.
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6. Under Select audio files to upload:

Click the Select Files button, and then browse your computer and select the audio files you
want to upload; the button displays the total number of selected files (for example, "2" as
shown below).

U2 Files Selected

To change your selection, click the button again and choose the required files.

& e Uploading a file is mandatory.
e You can upload multiple audio files.
e The following audio file formats are supported:

.wav

.mp3

.webm

flac

.mp4

.mxf

.avi

.mov

.m4a

SSSSKSKLKLKKLK

7. Expand the Participants List folder, and then add the participants of the recording. This list
appears in the Participants section of the downloaded Meeting Summary and Transcript
document.

a. To add participants:
i. Inthe 'Full Name' field, enter the name of the participant.
ii. Inthe'Position' field, enter the position of the participant.

iii. Inthe 'Department' field, enter the department in which the participant works.
iv. Click the plus button.
v. Toadd more participants, repeat the above steps.

b. To delete a participant, click the delete i button.

A You can automatically add participants from a scheduled meeting in your Outlook
calendar, as described previously for the Select Meeting from Calendar section.

8. Expand the Editors List folder to define editors (transcribers) for proofreading the task's
transcription.

a. To add editors for the transcription:

i. Inthe 'Full Name' field, enter the name of the editor.

-42 -



CHAPTER 5 Create Tasks Meeting Insights On-Prem | User's Manual

A

ii. Inthe 'Email Address' field, enter the email address of the editor.

iii. Click the plus button.
iv. To add more editors, repeat the above steps.

If you add multiple editors, you can make an editor the Task Manager by clicking Set
Task Manager.

To delete an editor, click the delete B vbutton.

e The creator of the task is automatically added as an editor of the task and shown
as the Task Manager.

e If you add multiple editors, you can later change the editor (transcriber) after the
recording, as described in Change a Transcriber of a Recording File on page 65.

9. Expand the Distribution List folder to define the people to whom you want to distribute
the final Meeting Summary and Transcript document. This list appears in the Distribution

List section of the document.

a.

b.

To add people:

i. Inthe 'Full Name' field, enter the name of the person.

ii. Inthe 'Email Address' field, enter the email address of the person.
iii. Click the plus button.

iv. To add more people, repeat the above steps.

To delete a person, click the delete B button.

10. Select the Template Studio tab, and then define the following:

A

Template of the Meeting Summary and Transcript document. For more information,
see Select or Create a Template on page 44.

If a Meeting Insights On-Prem software update deprecated an Al-powered section in
your selected template, you must select a different template for your new task.

Logos for the document header. For more information, see Upload Logos to a Template
on page 47.

Sections to include in the document. For more information, see Define Sections for a
Template on page 49.

11. Click Add; Meeting Insights On-Prem starts to upload the audio files and create a
transcription for each of the audio files. A progress bar is displayed at the bottom of the
dialog box and when the task is created, a successful message is displayed.

12. Click Close to close the dialog box; your offline task is now listed on the Transcription Task

List page.
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6 Define Document Structure with Template Studio

The downloaded Meeting Summary and Transcript document (.docx) is based on a template.
The template defines the basic structure and appearance of the document as well as
customizable elements:

B Basic structure:
e Name (subject) of meeting
e Date of meeting
® Page numbering

B Customizable elements:

e Logos displayed in the document's header. For more information, see Upload Logos to
a Template on page 47.

e Sections in the document and their order of appearance. For more information, see
Define Sections for a Template on page 49.

Meeting Insights On-Prem provides a Template Studio that lets you choose ready-made
templates and optionally, customize them to suit your needs. The Template Studio also lets you
create a new template from an existing template and then customize the logos and sections.
For more information, see Select or Create a Template below.

Select or Create a Template

Template Studio lets you select an available template or define a new template for your
document. You can create a new template, by copying an existing one and saving it with
modified settings (logos and sections) to suit your needs. You can also make a template the
default.

Templates created by the System Admin are available to all tenants. These templates appear
under System when selecting a template from the drop-down list (see procedure below).
Templates created by a tenant are available only to that specific tenant. These templates
appear under Tenant when selecting a template from the drop-down list.
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A e Only the following users can delete templates:

v System Admin: Can delete any template.

v Tenant Manager: Can only delete templates created by the Tenant
Manager.

v Task Manager: Can only delete templates created by the Task Manager.
e Only the following users can make a template the default:

v System Admin

v Tenant Manager

v Task Manager
e You can modify only one template when you add or edit a task. To modify

another template, you need to save your current settings and then reopen the
add or edit dialog box.

> To select a template or create a new template:

1.

Access the Template Studio:

When adding Online Meeting tasks, see Add an Online Meeting Task on page 13
When adding Offline Meeting task, see Offline Prerecorded Meetings on page 39

When editing Online Meeting or Offline Meeting tasks, see Edit a Transcription Task on
page 58

When editing a tenant, see Configure a Tenant's Templates with Template Studio on
page 111

Select the Template Studio tab, and then go to the Select template group:
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Add New Offline Task

GENERAL SETTINGS TEMPLATE STUDIO

Select Template Sections
Choose the template you want to use. You can make changes to the You can add sections that will appear in the final document and will
template or use the existing settings. If changes are made, you can be editable in the conversation summary screen

save 2 new copy of the template.

Select Template Section Comments
( System Default Template -

You can change the order of elements by dragging.
The order you choose here is the order in which they will appear in
the final document.

Set as Default

You can save a new template copy with 2 new name

erefore Al-generated
therefore Al-generated

= | Transcription <4 ©
Upload Additional Logos

) SelectFile = Meeting Participants ©

Up to 3 Files Allowed
Supported Size 80x80 in SVG or PNG Format, up to 200K8 = | Distribution List ©

Select Position = Motes Q
(x] System Logo ﬁ Top Left

= | Title ©
=  Participants o
— Abstract ©
= | Details L =3

3. From the 'Select Template' drop-down list, select a template. The list groups templates
created by the tenant under Tenant and templates created by the System Admin under
System.

If a Meeting Insights On-Prem software update deprecated an Al-powered section in
your selected template, you must select a different template:

e Deprecated Al-powered sections are displayed under the Sections group with a

gray Al icon (instead of + ).
e Deprecated templates appear in the 'Select Template' drop-down list with the

warning @ icon.

4. To make it the default template:

a. Click Set As Default; a confirmation message is displayed.

b. Click Yes to confirm; the default template is displayed with a green tick mark+" .
5. To delete the template:

a. Click Delete Template; a confirmation message is displayed.

b. Click Yes to confirm; the template is removed from the list.
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6. To create a new template based on the currently selected template (see Step 3):

a. Inthe 'Name for template copy' field, enter a name for the new template.

b. Click Save New Template; the template appears in the 'Select Template' field (see

above).

c. Make changes to the template like logos and sections.

7. Save your settings.

Upload Logos to a Template

Template Studio lets you define and manage the logos (images) in a template. These settings
determine which logos appear in the header of the generated Word document. You can specify

the position of each logo in the header - left (see #1) or right (see #2):

@—> February 9, 2026 “g‘_ 4—@

T'o: Distribution List
Subject: My Meeting
1. Background

* A discussion on My Meeting, led by , was held on 09.02.2026
« Participants are listed under Participants

2. Transcription
1. Untitled Segment
Speaker-1. This was spoken. ..
Speaker-2. This was spoken...
Speaker-3 This was spoken...

Only the following user types can define Template Studio settings:
v System Admin

v Tenant Manager

v Task Manager

You can add up to three logos to a template.

The logo file must meet the following requirements:

v File format: .svg or .png

v Image size: 80 x 80 px

v Maximum file size: 200 KB

If you upload a logo that doesn't meet these requirements, it appears in the
Template Studio, but without a preview and is excluded from the document.

> To add logos to document template:

1. Access the Template Studio:

e When adding Online Meeting tasks, see Add an Online Meeting Task on page 13

e When adding Offline Meeting task, see Offline Prerecorded Meetings on page 39
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e When editing Online Meeting or Offline Meeting tasks, see Edit a Transcription Task on
page 58

e When editing a tenant, see Configure a Tenant's Templates with Template Studio on
page 111

2. Select the Template Studio tab, and then scroll down to the Upload Additional Logos
group:

Add New Offline Task

GENERAL SETTINGS TEMPLATE STUDIO

Select Template Sections
Choose the template you want to use. You can make changes to the You can add sections that will appear in the final document and will
template or use the existing settings. If changes are made, you can be editable in the conversation summary screen

save 3 new copy of the template.

Select Template Section Comments
( System Default Template -

You can change the order of elements by dragging.
The order you choose here is the order in which they will appear in
the final document.

Set as Default

You can save a new template copy with a new name

Al-generated

= | Transcription <4 o

Upload Additional Logos

) selectFile = Meeting Participants ©

Up to 3 Files Allowed
Supported Size 80x80 in SVG or PNG Format, up to 200KB = | Distribution List o

Select Position = Motes Q
(] System Lago W Top Left

= | Title ©
= Participants °©
= | Abstract [ 5]
= | Details ©

3. Click the Select File button.

4. Browse to the file on your computer and select it; the logo is displayed below the Select
File button.

5. To upload additional logo files, repeat steps 3 and 4.

6. To delete an uploaded logo, click the @ icon next to the logo.

7. From the 'Select Position' drop-down list, select where the logo must appear in the header
of the document:

e Top Left: Positions the logo in the top-left corner of the header.

e Top Right: Positions the logo in the top-right corner of the header.
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8.

Save your settings.

Define Sections for a Template

Template Studio lets you define and manage the sections in a template. These settings

determine which sections appear in the generated Meeting Summary and Transcript document

(.docx) and their order of display.

You can do the following actions on sections in a template:

Include or exclude sections: Control whether a section appears in the document.
Reorder sections: Change the order in which sections appear in the document.

Add user-defined sections: Define customized sections to include content specific to your
needs.

Delete user-defined sections: Remove sections you no longer need.

You can include the following section types in the template:

User-defined sections: Custom sections with content. These sections are displayed in the
proofing tool and document with "Created by transcriber".

Metadata Sections:

e Participants: A list of meeting participants, which is retrieved from the Participants List
folder on the General Settings tab.

e Distribution List: A list of people who should receive the document, which is retrieved
from the Distribution List folder on the General Settings tab.

Al-Powered Sections:

If your tenant is enabled for Al Support (see Enable or Disable Al Support on page 102), you
can include special sections with Al-generated content. In Template Studio, these sections

appear with the + icon. In the proofing tool and the document, the section name is
displayed as "Created by Al".

If Al Support is disabled, you can still include these sections, but they won't contain Al-
generated content. You can manually add text to them during proofreading. These sections

appear in Template Studio with the icon, and the section name is displayed as
"Created by Al (no content)".

Depending on your System Admin configuration, the available Al sections include the
following:

e Transcription (always appears)

e Title

e Participants (list of detected participants)

e Main Topics (key topics discussed in the meeting)

® Details (detailed meeting information)
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e Action Items (tasks that require follow-up)
e Decisions (decisions made during the meeting)
e Background (purpose or context of the meeting)

The following figure displays an example of a document based on a template that includes
sections Background (1), Transcription (2), Participants (3), Distribution List (4), and Action
Iltems (5):
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]

To: Distribution List

Subject: My Meeting

Background

* A discussion on My Meeting, led by , was held on 09.02.2026
* Participants are listed under Participants

Transcription
1. Untitled Segment

Speaker-1: This was spoken...
Speaker-2: This was spoken...
Speaker-3: This was spoken...

Participants
Created at: 9/2/2026 12: 41

# Full name
Bob Lee
Alice Ros
Distribution List

Created at: 9/2/2026 12: 41

# Full name

Nikola Tesla

Action Items
Created by A
Created at: 9/2/2026 12: 43

# Action items
1 Get quote

2 Resources

171

March 10, 2026 %

Position Department
HR
CFO Finance
email
example.com

Assigned by Assignedto  Due date
Bob
Alice
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A e If Al Supportis disabled, a message appears above the list of sections informing
you that Al-powered sections will be generated without content.

e The Al-powered Transcription section is always generated if included in the
template, regardless of Al Support.
You can delete only user-defined sections.
The section names are displayed in the language that you selected in the
'Language’ field on the General Settings tab.

> To manage sections for template:

1. Access the Template Studio:
e When adding Online Meeting tasks, see Add an Online Meeting Task on page 13
e When adding Offline Meeting task, see Offline Prerecorded Meetings on page 39

e When editing Online Meeting or Offline Meeting tasks, see Edit a Transcription Task on
page 58

e When editing a tenant, see Configure a Tenant's Templates with Template Studio on
page 111

2. Select the Template Studio tab, and then go to the Sections group:

Add New Offline Task

GENERAL SETTINGS TEMPLATE STUDIO

select Template Sections
Choose the template you want to use. You can make changes to the You can add sections that will appear in the final document and will
template or use the existing settings. If changes are made, you can be editable in the conversation summary screen

save a new copy of the template.

Select Template Section Comments
( System Default Template -

You can change the order of elements by dragging.
The order you choose here is the order in which they will appear in
the final document.

Set as Default

You can save a new template copy with a new name

= | Transcription <4 ©
Upload Additional Logos

) SelectFile = Meeting Participants ©

Up to 3 Files Allowed
supported Size 8080 in SVG or PNG Format, up to 200KE = | Distribution List L =3

Select Position = | Notes ©

>} System Logo ﬁ Top Left

= | Title o
= Participants ©
= | Abstract ©
= | Details (=3

Add Cancel
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3. To add a user-defined section:
a. Inthe 'Section' field, enter a name for the section.

b. (Optional) In the 'Comments' field, enter the text you want to appear under this
section in the document.

c. Click the plus button; the new section is added to the bottom of the list of sections.

To delete a user-defined section: Click the l icon of the section.

4. To change the order of a section: Drag the section's two-horizontal lines == button up or
down to the position you want.

5. To include or exclude a section:

e Exclude a section: Click the @ icon; the section is grayed out and the icon is replaced

with the Q icon.

® Include a section: Click the Q icon to include the section; the icon is replaced with

the@ icon.

6. Save your settings.
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7 Manage Transcription Task List

All your transcription tasks appear on the Transcription Task List page. This page is the main
page of Meeting Insights On-Prem and opens automatically when you sign in. This is also the
page from where you add a new task.

If you’re on another page, you can always return to the Transcription Task List page, by clicking
the Back to Transcription Task List button. This button is available on every page in Meeting
Insights On-Prem.

The Transcription Task List page lets you do the following:
B Filter the transcription tasks list (see Filter Transcription Task List on page 56)

B Sort the transcription tasks list by ascending or descending order (see Sort Transcription
Task List on page 56)

Search for a transcription task (see Search for a Transcription Task on page 57)
Edit a transcription task (see Edit a Transcription Task on page 58)
Delete a transcription task (see Delete a Transcription Task on page 59)

View status of a transcription task (see Manage Task Statuses on page 60)

Open the File List page to view the list of recording and transcription files of a specific task.
From the File List page, you can open the Transcript Proofreading page to proofread the
transcription.

The following figure shows an example of the Transcription Task List page with created tasks:

o q o
Transcription Task List o @audiocodes.com
Q [ = Filter © Add New Task | v
Task Name 1| Task Type 1] File Count 1| Date Created | Task Manager & Editors | Status 1| Last Update View Files
Online Meeting e =
test ® i 1 16.02.2026 14:59 n@audiocodes.con Ready for Revie 16.02.2026 14:59 B
onl Meet
@ “n( ine Meeting 1 15.02.2026 11:36 y@audiocodes.com R 16.02.2026 13:16
Al Offline Meeting 6 16.02.2026 08:20 h@gmail.com Ready for Revie 16.02.2026 08:46
Online Meeting
® Mic 1 15.02.2026 11:37 y@audiocodes.com Completed 15.02.2026 14:10 @
‘I|\‘ Offline Meeting 6 08.02.2026 18:33 h@gmail.com 15.02.2026 12:22

Rows per Page 5 - 71-750f 3,477 < >

To change the number of rows (tasks) displayed per page, from the 'Rows Per Page' drop-down
list (located in the bottom-right corner), select a value from 5 to 100. To view other pages, click
the Go to next page * icon or Go to previous page < icon. In the following example, rows per
page is set to 10, displaying rows 1 through 10, out of a total of 43 rows:

Rows per Page 10 ~ 1-10 of 43 >

The following table describes the columns of the Transcription Task List:
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Column Description
Task Name Displays the name of the task (meeting name).

Task Type Displays the type of task:

| @ Online Meeting - Mic

For more information on these task types and recording them, see
Online In-person Meetings on page 13.

[ | G:" Online Meeting - Bot

For more information on these task types and recording them, see
Online Telephony Bot Meetings on page 20.

[ | k'r-‘ Dictation

For more information on these task types and recording them, see Dicta-
tions on page 22.

[ | 'I|I' Offline Meeting

For more information on these task types and recording them, see Off-
line Prerecorded Meetings on page 39.

File Count Displays the number of transcription files that were created for the task. For
example, if you uploaded two audio files for an Offline Meeting task, the
number "2" is displayed.

Date Displays the date and time the task was added.

Created

Task Displays the Task Manager and Task Editors of the task.

Manager & | Task Manager is the user that created the task. Task Editors are the defined
Editors editors under Editors List when creating a task.

If you've configured multiple Task Editors, a number appears next to the
Task Manager. If you hover your mouse over the number, a pop-up list
displays the email addresses of the Task Editors.

Status Displays the status of the task. For more information, see Manage Task
Statuses on page 60.

Last Date and time the task was last modified.
Update

View Files Opens the File List page (see Manage Audio Recording File List on page 64).
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Filter Transcription Task List

You can filter transcription tasks to help you find a task on the Transcription Task List page.

> To filter transcription task list:

1. Open the Transcription Task List page (see Manage Transcription Task List on page 54).

2. Click the = Filter button; the following dialog box appears:

Select Filters

Column Name - Value -

Add Filter ‘ @ Clear Filters ‘

3. From the 'Column Name' drop-down list, select the column you want to filter by, and then
from the 'Value' drop-down list, select the value of the column.

4. (Optional) To add another filter, click the Add Filter button and then repeat Step 3.

5. Click Update; the Transcription Task List displays the filtered result. The applied filters
appear next to the Filter button, as shown in the following example:

Transcription Task List o T e
P ———————— )
e o L 1 '
Task Name 1] Task Type 1 File Count 11 Date Created 11 Task Manager & . Status 11 Last Update & View Files
Editors

To remove filters, do one of the following:

B Click the @ icon of the filtered value.

M Click the Filter button, and then click the B icon of the filter you want to delete.

B To remove all filters, click the Filter button, and then click the Clear Filters button.

Sort Transcription Task List

You can sort the Transcription Task List in ascending or descending order by a single column or
multiple columns:

B Ascending: Sorts text from A to Z, numbers from smallest to largest, and dates from oldest
to newest.

-56-



CHAPTER 7 Manage Transcription Task List

Meeting Insights On-Prem | User's Manual

B Descending: Sorts text from Z to A, numbers from largest to smallest, and dates from

newest to oldest.

Instead of sorting by one column, you may want to implement multi-level sorting using multiple
columns. For example, you might want to sort by Task Type (ascending) first and then by Date

Created (descending).

> To sort transcription task list:

1. Open the Transcription Task List page (see Manage Transcription Task List on page 54).

2. Click the column header to toggle between ascending or descending order; an arrow on the

header indicates the sort order:

« T (up arrow): The column is sorted in ascending order.

o (down arrow): The column is sorted in descending order.

° “ (up and down arrows): The column is not sorted.

3. To add another column to the sort:

a. While pressing the Shift key on your keyboard, click the column you want to add; the
number "2" appears next to the sort arrow, indicating that it's the second sorting

criteria.

b. To change the sort order (ascending or descending), click the column header again.

c. Toremove the column from your order, click the column header again.

The following example shows the transcription list sorted by both the Task Type and Date

Created columns:

Transcription Task List

a

=
Task Name 1| Task Type| u; File Count 11

© Srjhne Meeting E

@ Online Meeting
Bot

Online Mestin,
® g

Bot

Online Meetin,
© o g

Online Meetin,
® Bot ¢

Date crealedl_’rj J'
13.11.2025 16:52
14.11.2025 09:35
14.11.2025 09:36

15.11.2025 14:30

16.11.2025 12:27

Task Manager & Editors 11

@audiocodes.com

'@audiocodes.com

v@audiocodes.com

"@audiocodes.com

@audiocodes.com

@ o
@audiocodes.com
status 11 Last Update 11 View Files
( n Queue | 13.11.2025 16:52
[ Ready for Review | 14.11.2025 09:35
[ Ready for Review | 14.11.2025 09:36
[ Completed | 15.11.2025 14:30
[ Ready for Review | 16.11.2025 12:27
Rows per Page 5 - 16-200f3,493 < »

Search for a Transcription Task

You can search for transcription tasks on the Transcription Task List page by entering a text

string or a number. You can search using:

B Text, such as a task name or task manager email address
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B Numbers, such as a creation date or time

The search doesn't apply to the following columns:
e Status
e File Count

> To search for a transcription task:

1. Open the Transcription Task List page (see Manage Transcription Task List on page 54).

2. Inthe 'Free Search' text box, type the string you want to find; the search string appears
next to the = Filter button and the transcription task list displays the tasks with the closest
match at the top of the list.

The following shows an example of a search for tasks based on a specific string:

Transcription Task List o |@audiocodes.com
il
| budgel | Q © Add NewTask | v
Task Name 1| Task Type 11 File Count | Date Created 1] Task Manager & Editors 1| Status 11 Last Update View Files
|_a;\dget-'[m marketing Al Offline Meeting 2 05.01.2026 15:43 \@audiocodes.com Ready for Review \ 05.01.2026 15:44.
Rows per Page 5 - 1-10f1

Edit a Transcription Task

You can edit an existing task from the Transcription Task List.

& You can only edit one task at a time.

> To edit a task:

Open the Transcription Task List page (see Manage Transcription Task List on page 54).

=

2. Select the check box of the task you want to edit.

3. Click the # Edit button; the following dialog box appears.

4. Modify the task as needed.
For a description of each setting:
® Online Meeting task - see Add an Online Meeting Task on page 13
e Offline Meeting task - see Offline Prerecorded Meetings on page 39
e Dictation task - see Add a Dictation Task on page 23

5. Click Save; the task is updated and the dialog box closes.
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Delete a Transcription Task

You can delete transcription tasks from the Transcription Task List page. You can delete a single

task, multiple tasks, or all tasks on the currently displayed page number.

& e When you delete a task, all associated data is deleted, including recorded audio

files.

e Deleting a task depends on your permission level (see User Permissions on page

89).

> To delete transcription tasks:

1. Open the Transcription Task List page (see Manage Transcription Task List on page 54).

2. Select the check box of each task you want to delete. To delete all the tasks on the

currently displayed page, click the Select all check box, as shown below:

Transcription Task List

Q ‘ = Filter
regl
I i Task Name 1] Task Type 1|
o - @ Online Meeting

Mic

Online Meeting
Mic

<

. Offline Meeting

Online Meeting
Mic

<

. Offline Meeting

5 Selected

File Count 1|

1

Date Created 1|

16.02.2026 14:59

15.02.2026 11:36

16.02.2026 08:20

15.02.2026 11:37

08.02.2026 18:33

Task Manager & Editors 1

@audiocodes.con

@audiocodes.com

@gmail.com

@audiocodes.com

@gmail.com

- ]
¥ Delete

Status 1|

Completed

Rows per Page 5

© Add New Task \ v

Last Update

16.02.2026 14:59

16.02.2026 13:16

16.02.2026 08:46

15.02.2026 14:10

15.02.2026 12:22

- 71-750f3,477 < >

@audiocodes.com

View Files

3. Click the B Delete button; a confirmation message appears.

4. Click Confirm; the selected tasks are deleted and no longer appear in the Transcription Task

List.
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8 Manage Task Statuses

Meeting Insights On-Prem implements task statuses that allow you to effectively track and
manage transcription tasks. Some of the statuses are automatically set while others you need
to set manually.

If a task includes multiple transcription files, each of them has a status. In these cases, the
status of the task depends on the status of all its individual transcription files.

& e Multiple recordings are queued for transcription and processed sequentially.
Therefore, some recordings may take longer than others to transcribe.

e  When re-running an Al-powered transcription or summary (see Re-Run Al-
Powered Transcription or Summary on page 84), the In Queue, Transcribing,
and Generating Insights status icons appear with a circular arrow, as shown in
the example below:

Transcribing G

The following table describes the different task statuses:

Status Description

| In Queue In Queue The audio recording of the

meeting is waiting to be
transcribed.

Note: This status is set
automatically.

[ Transcribi ng ] Transcribing The audio recording of the
meeting is currently being

transcribed.

Note: This status is set
automatically.

( Generati ng In Sightﬂ | Gerierating Al insights are currently being
\ ) Insights generated for the

transcription.
Note:

B This status is applicable
only if Al support is
enabled. For more
information, see Enable or
Disable Al Support on page
102.

-60 -



CHAPTER 8 Manage Task Statuses Meeting Insights On-Prem | User's Manual

Status Description

B This status is set
automatically.

Ready for The transcription (and Al

Review summary if enabled) is
complete and ready to be
proofread by a user
(Transcriber).

Ready for Review

Meeting Insights On-Prem
sends a notification email to
the following people:

B The user that added the
task.

B The selected transcriber of
the task (as described in
Change a Transcriber of a
Recording File on page 65

Note: This status is set
automatically. However, if the
status was later changed to In
Review or Completed, you
can change the status back to
Ready for Review.

In Review The transcription is currently
being proofread by a user
(Transcriber).

Note: This status is set
manually by the user.

Completed The transcription has been
proofread and is ready to be
distributed as a Word
document.

Completed

Meeting Insights On-Prem
sends a notification email to
the user that added the task
(i.e., Task Manager).

Note: This status is set
manually by the user.
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Status Description

Error An error occurred during the

Error o
transcrlptlon of one or more

audio recordings.

Meeting Insights On-Prem
sends a notification email to
the user that added the task
(i.e., Task Manager).

For more information, see
View a Task's Error Message
on the next page.

Change a Task's Status

You can change the status of a transcription task. If the task includes multiple transcription files
like for an Offline Meeting, you can change the status of each transcription file.

You can only change a task to one of the following statuses (all other statuses are automatically

set):
B Ready for Review
Bl In Review

Bl Completed

If you update a task's status to Ready for Review, the transcriber can open the
transcription file(s) and proofread them.

> To change status of task:

1. Open the Transcription Task List page (see Manage Transcription Task List on page 54).

2. Click the task's name or View Files button; the File List page opens, listing the
transcription files of the task.

3. Inthe 'Status' column, click the current status of the transcription file; a drop-down list
appears with possible status values, as shown in the following example:

File List o taskzd.mr;:aumm
File Name || Transcriber Email 1| File Format || File size | Duration || Status || Last Status Update 4 Open Proofing Tool
2min 2.mxf mxf 30216 kb 02:14 Ready for Review 24.03.2026 23:30
2min 2.mp3 mp2 3004 kb 02:04 7 24032026 23:30
yenin 2.me mov 4875 kb 02:04 SRLLDACSLILLE 24.03.2026 23:30
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4. Select a status; the status is updated.

View a Task's Error Message

If a transcription fails, the task is automatically set to the Error status. In the File List page, an
"i" (Information) icon appears next to the status. This icon contains the reason for the error.

Meeting Insights On-Prem sends a notification email to the user who created the task.

> To view an error message:

1. Open the Transcription Task List page (see Manage Transcription Task List on page 54).

2. Click the task's name or View Files button; the File List page opens, listing all the
recorded files of the task.

3. Under the 'Status' column, hover your mouse over the "i" icon on the status of the
recorded file; a pop-up message appears, explaining the error. The following shows an
example of an error message.

. . . ©
Recruitment for Plan - File List o o @audiocodes.com
Q = Filter | © Back to Transcription Task List ]
File Name 1] Transcriber Email 1] File Format 1| File Size 11 Status 1| Last Status Update Open Proofing Tool 1|
Meeting-1min-
eetng=tmin Select Transcriber wav 13809 kb Optimize stt | 11.01.2026 16:55
EN.wav )
2min1.mp3 Select Transcriber mp3 3004 kb 11.01.2026 16:54
General error
Meeting-1min- Transcription error: connect -
Select T b 3 1727 kb 2026 16:54 4
EN.mp3 ‘ elect Transcriber | mp ETIMEDOUT 52.40.132.126:443 &
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9 Manage Audio Recording File List

The File List page displays a list of recorded audio files and their status about the processing and
proofreading of their Al-powered meeting summary and transcription. The files that are listed
depend on your permission level, as described in View Recording File List below.

View Recording File List

The recorded audio files that are listed on the File List page depend on your permission level:

B Tenant Manager or Task Manager: The page displays only the files that belong to the task
you selected on the Transcription Task List page.

B Task Editor: The page displays all files assigned to you for proofreading (as the transcriber).

> To view the file list:

1. Open the File List page:
e Tenant Manager or Task Manager:
i.  Onthe Transcription Task List page, select the task.

ii. Click View Files. For more information, see Manage Transcription Task List on page
54,

e Task Editor: Sign in to Meeting Insights On-Prem; the File List page opens
automatically. If you receive an email notification that a task is ready for review, click
the link in the email. After you sign in, Meeting Insights On-Prem opens the File List

page.
The following shows an example of a File List page accessed by a Task Editor:
File Li ° taskeditor ats
ile List @mail.com
Q ‘ = Filter

File Name || Transcriber Email 1} File Format || File Size 1) Duration || Status 1| Last Status Update Open Proofing Tool

2min 2.mp3 mp3 3004 kb 02:04 Completed 24.03.2026 23:30

2min 2.mov mov 4875 kb 02:04 24.03.2026 23:30

2min 2.avi avi 1128 kb 02:04 Ready for Review 24.03.2026 23:30

The File List page displays a table with the following columns:

Column Description
File Name Displays the name of the audio file.
Transcriber Displays the email address of the assigned user (transcriber) to proofread
Email the Al-powered meeting summary and transcription.
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Column

File Format
File Size
Duration

Status

Last Status
Update

Open
Proofing Tool

£,

Description

If you're a Task Editor, your email is displayed. If you're a Task Manager,
you can assign a transcriber (see Change a Transcriber of a Recording File
below).

Displays the audio file type (e.g., AVI).
Displays the file size in kilobytes (KB).
Displays the recording length in minutes and seconds (e.g., 02:14).

Displays the current status of the audio file. For more information, see
Manage Task Statuses on page 60.

Displays the date and time the status of the audio file was last modified.

Opens the Proofing tool's Meeting Summary page. For more information,
see Proofread Meeting Summary and Transcription on page 67.

Change a Transcriber of a Recording File

You can change the transcriber assigned to proofread a task's transcription. If you don't specify
a transcriber when you added a task, Meeting Insights On-Prem assigns you as the transcriber.

If you specified one or more transcribers when you add a task, you can later select a different

transcriber.

When you select a transcriber, you can enable Meeting Insights On-Prem to send an email
notification to the transcriber. The email provides a link to the transcription for proofreading.

& Only the Tenant Manager or Task Manager can change the transcriber.

> To change the transcriber:

1.

Open the Transcription Task List page (see Manage Transcription Task List on page 54).

Select a task, and then cIick View Files; the File List page appears.

In the 'Transcriber Email' column of the file, click Select Transcriber or click the currently

displayed email address; a dialog box appears, listing all transcribers configured for the

task:
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4. Click the Select button next to the email address of the person you want to assign as the

transcriber; you're prompted to choose if you want an email notification sent to the
transcriber.

5. Click Yes if you want to send an email; Meeting Insights On-Prem sends an email to the
selected transcriber with a link to the transcription for proofreading. The File List page
displays the email address in the 'Transcriber Email' column of the task.

Delete a Recording File

You can delete one or more files (audio recordings) from a task. When you delete a file, all
associated content such as the transcription and meeting summary is permanently removed.

A e Only the Tenant Manager or Task Manager can delete files from a task.
e You can'tdelete files that are currently in the following statuses:
v "In Queue"
v "Transcribing"
v "Generating Insights"

e Ifyou delete the last (or only) file of a task, the task itself is automatically deleted
and removed from the Transcription Task List page.

> To delete a file:

1. Open the Transcription Task List page.

2. Select a task, and then click View Files; the File List page appears.

3. Select the file you want to delete, and then click the B pelete button:

el s

A A ystem Admin

File List o @audiocodes.com
—i 1

Q & Re-RunAl v 'Il § Delete J:I 7/ Edit ] { © Back to Transcription Task List ‘
1
________ 1
File Name 1] Transcriber Email 1| File Format 1| File Size | Duration 1] Status 1| Last Status Update ©Open Proofing Tool
sound.webm webm 23kb 00:06 1052026 09:27

A confirmation message appears.

4. Click Confirm.
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10

Proofread Meeting Summary and Transcription

Meeting Insights On-Prem provides the easy-to-use and feature-rich Proofing tool.
The Proofing tool provides two pages for proofreading:

B Meeting Summary page: This page lets you proofread the meeting summary, which
includes the user-defined sections, metadata sections, and Al-powered sections for the
downloaded Meeting Summary and Transcript document (see Proofread the Meeting
Summary below).

B Transcript Proofreading page: This page lets you proofread the transcription for the
downloaded Meeting Summary and Transcript document (see Proofread the Transcription
on page 70).

To download (export) the meeting summary and transcription as a Microsoft Word
document (during or after proofreading), see Download Meeting Summary and
Transcript Word Document on page 85.

Proofread the Meeting Summary

In addition to proofreading the transcription (see Proofread the Transcription on page 70), the
Proofing tool allows you to review and refine the meeting summary before downloading the
Meeting Summary and Transcript document. The meeting summary contains all the sections
defined by the template in the Template Studio (Define Sections for a Template on page 49) for
inclusion in the document. These sections may include:

B Metadata sections (e.g., Participants)

B Al-powered sections (e.g., Title, Main Topics, and Action Items)

B User-defined sections

How you review and modify these sections depends on their layout:

B Sections in text layout - see Edit Sections in Text Layout on page 69

B Sections in table layout - see Edit Sections in Table Layout on the next page

Open the Meeting Summary Page

Proofreading the meeting summary is done on the Meeting Summary page of the Meeting
Insights On-Prem Proofing tool.

> To open the Meeting Summary page:

1. Open the Transcription Task List page (see Manage Transcription Task List on page 54).
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2. Click the name of the task or the View Files button of the meeting summary you want
to proofread; the File List page opens, listing all the recorded audio files of the task.

3. Change the transcription status of the recorded file to In Review (see Change a Task's
Status on page 62):

Untitled 07.06.2026 14:47 - File List o O TR
Q [ = Filter G Re-Run Al v | ® Delete # Edit © Back to Transcription Task List
File Name ] Transcriber Email 1 File Format 1 File Size 1] Duration 1| Status 1| Last Status Update - Open Proafing Toal
@ ?“-mn”;flf Select Transcriber | wav 1544 kb 00:43 07.06.2026 16:26

4. Under the Open Proofing Tool column, cIick of the recorded file; the Proofing tool's
Meeting Summary page appears, as shown in the following example.

The sections are displayed collapsed. To view a section's content, expand the section by clicking
the section's name or arrow. You can also use the Expand All / Collapse All button to expand all
sections or collapse all sections.

If Al Support is enabled, Al-powered sections contain Al-generated content and appear with

the + icon and "Created by Al". If Al Support is disabled, Al-powered sections are empty and

are displayed with the + icon and "Created by Al (no content)".

q Licensing A| (7]
Meeting Summary 10/3/2026g1 BP; ﬂ @ @audiocodes.com
Created at: 10/3/2026 18:52

£ Expand All

v Participants List Created at: 10/3/2026 18:51
v Distribution List Created at: 10/3/2026 18:51
A Title /7 D50

<4 Created by Al Created at: 10/3/2026 18:52

Challenges of Nuclear Space Travel & Space Program Budget

A Participants /s D0
4 Created by Al Created at: 10/3/2026 18:52

« Speaker-1 - Presenter/Researcher focusing on nuclear spaceship feasibility and space program issues.

W Main Topics Created at: 10/3/2026 18:52

Edit Sections in Table Layout

Some sections on the Meeting Summary page use table layout, for example:
B Participants section

B Distribution List section
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B Action Items section

In these sections, you can add, edit, or delete rows to update the table content.

> To edit sections in table format:

1. Open the Meeting Summary page.

2. Expand the section you want to edit, by clicking the arrow " next to the section's name;
the table of the section appears.

3. Clickthe # Edit Table button; the table becomes editable.
4. To add a row:

e Participants or Distribution List: Click the New Person button, enter the details, and
then click Save.

e Action Items: Click the New action item button, enter the details, and then click Save.
5. To edit an existing row:

a. Click the # icon of the row you want to edit.

b. Make your changes.

c. Click Save.

6. To delete a row: Click the Il icon of the row you want to delete.

7. Close the window, by clicking the X button in the top-right corner of the window.

The following example shows an editable table:

1

1

1

1

1

1

1

1

1

| Full name Position Department
1

1

1

1

1

1

1

1 Rows per page 10 v i1
1

Edit Sections in Text Layout

Several sections on the Meeting Summary page use a text layout, for example:

B Al-powered sections, such as Title, Main Topics, and Participants

B Notes section

B User-defined sections

In these sections, you can:

B Modify text: Add, edit, or delete content.

B Format text: Apply basic formatting, such as bold text, bulleted lists, and numbered lists.

B Revert changes: Restore the text to its original version if you need to undo your edits.
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B Copy content: Copy the text to your clipboard to paste it elsewhere.

> To edit sections in text layout:

1. Openthe Meeting Summary page.

2. Expand the section you want to edit, by clicking the arrow W next to the section's name;
the content of the section appears.

3. Click the Edit # icon; the text becomes editable.

“ Distribution List Created at: 24/2/2026 11:21
—-
A Notes : 219 0
iy
=, Created by transcriber Created at: 24/2/2026 11:21
S ¢ B i =

4. Add, edit or delete text as desired. You can also use the formatting tools to:
e Bold text.
e Make a list bullet.
e Make a numbered list.
e Undo or redo previous editing action

5. When you're finished editing, click anywhere outside of the editable pane to automatically
save your changes.

6. Todiscard all your changes and restore the text to its original version:
a. Click the Reset editing @ icon; a confirmation message appears.
b. Click OK to confirm.

7. To copy the content of the section to your clipboard:

a. Click the Copy content LD icon.

b. Paste the content from your clipboard to wherever you want it (e.g., in an email).

Proofread the Transcription

Once a transcription of your task has been generated, you can use Meeting Insights On-Prem
built-in Transcript Proofreading tool to review and edit the transcription.

You can use the Transcript Proofreading tool to do the following:

M Customize shortcut keys for various actions (see Customize Shortcut Keys on page 72).
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Show or hide timestamps of spoken speech (see Show or Hide Speech Timestamps in
Transcription on page 75).

Track audio playback in transcription (see Track Audio Playback in Transcription on page 75)
Play audio from selected text (see Play Audio for Specific Transcription Text on page 76)
Align text left or right (see Align Text Left or Right on page 76)

Add, edit, or delete text (see Modify Transcription Text on page 77).

Add bullets or numbers (see Add Bullets and Numbers in Transcription on page 78).

Add segments (sections) from paragraphs (see Add a Segment in Transcription on page 78).
Add and assign action items (see Add an Action Item in Transcription on page 80).

Change the speaker (see Assign a Speaker to Transcribed Line on page 81).

Rename a speaker (see Rename a Speaker on page 82).

Discard proofreading changes (see Discard Proofreading Changes on page 83).

Open the Transcript Proofreading Page

Proofreading the transcription is done on the Transcript Proofreading page of the Meeting
Insights On-Prem Proofing tool.

> To open Transcript Proofreading page:

1. Open the Transcription Task List page (see Manage Transcription Task List on page 54).
2. Click the name of the task or the View Files button whose transcription you want to
proofread; the File List page opens, listing all the recorded audio files of the task.
3. Change the transcription status of the recorded file to In Review (see Change a Task's
Status on page 62), as shown in the following example:
Untitled 07.06.2026 14:47 - File List G O TG
Q, —ﬂ G Re-RunAl v # Delete / Edit © Back to Transcription Task List
File Name 1] Transcriber Email 1] File Format 1| File Size 1) Duration 1] Status 1| Last Status Update - Open Proofing Tool
ﬁcd :nv;,w:‘v Select Transcriver | iy 1544 kb 00:49 07.06.2026 16:26
4. Under the Open Proofing Tool column, cIick of the recorded file; the Proofing tool's
Meeting Summary page appears.
5. Click the Transcript Proofreading button; the Transcript Proofreading page appears.
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Customize Shortcut Keys

Meeting Insights On-Prem provides default keyboard shortcuts for various actions. Each
shortcut includes one fixed key that can’t be changed, combined with one or more modifier
keys - Alt, Ctrl, or Shift.

You can customize a shortcut by changing the modifier keys:
B All three modifier keys.

B Any two modifier keys.

M A single modifier key.

For example, the default shortcut for play or pause recording is the modifier key Ctrl with the
fixed key Spacebar. You can change it to Alt + Shift + Spacebar.

The following table displays the default shortcut keys:

Modifier Keys
Functionality Fixed Key
Alt Ctrl Shift

Player functionality

Play / Pause N Space
Play Selection v v Space
Stop N N S
Toggle tracking playback position v J
Back 1 (one second backward) N N N
Forward 1 (one second forward) N M
Back 5 (five seconds backward) N B
Forward 5 (five seconds forward) N L
Replay (play from beginning) N z
Speed Up v v =
Speed Down N Vv -
Reset Speed v Enter
Save

Save Changes v S
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Modifier Keys
Functionality Fixed Key
Alt Ctrl Shift
Pagination
Next page v Page Down
Previous page N Page Up

> To customize shortcut keys:

1. Onthe Meeting Summary page, click your profile account icon in the top-right corner; a
drop-down menu appears.

2. Click B Set keyboard shortcuts; the following dialog box appears:
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Set keyboard shortcuts

Play Selection Alt Space

Toggle tracking . - -
playback position Ailt el

[S—

Forward 1 Alt Ctrl Shift m
Back 5 Alt Ctrl Shift b
Forward 5 Alt Ctrl Shift I
Replay Alt Ctrl Shift z

Speed Up Alt
Speed Down Alt -
Reset Speed Alt Shift Enter
Save Changes Alt Shift s
Next page [ Ctrl J Shift PageDown

Previous page “[ Ctrl ” Shift ] Parelln

Return to default ‘

3. Configure the modifier keys (Alt, Ctrl, and Shift) for the shortcut key you want to change.

4. Click Save.

To restore the default settings, click Return to default.
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Show or Hide Speech Timestamps in Transcription

You can show or hide timestamps that indicate when each spoken paragraph started in the
recording.

Timestamps help you:

B Edit the transcription more accurately

B Understand the order of speakers

Bl Identify when each part of the conversation starts
By default, timestamps are turned on.

The figure below shows the icon used to show or hide timestamps and where the timestamps
appear in the transcription:

: . Meeting-1
Transcript Proofreading 51112026 15.44 X
Selected section: (Untitled) ~ Playback speed 1 (9 » ®m [¢] 000000 @ No unsaved changes 4D Reset Changes i &y Export File

1 @@: & 1 /1 = sentences/page: 30 «

»

Va Mark editing done

i_ﬂDZ_DO_OT-;@ lH\ there. Today I've got a slightly odd, whimsical news story or you, which | read last week and which links to a childhood pastime, which you may well share
1 00:00:13 : with me. And it links to understanding the world's oceans and some artwork in Cornwall.

: 00:00:20 | How do you combine all that?

| 00:00:22 Well, here goes. Stay with me until the end to ind out.

! 1
| 00:00:25 l@ Have you ever played with

> To show or hide timestamps in transcription:

1. Open the Transcript Proofreading page (see Open the Transcript Proofreading Page on
page 71).

2. To hide the timestamps, click © @ .

3. To show the timestamps, clickﬁ"k‘r A

Track Audio Playback in Transcription

You can enable Meeting Insights On-Prem to automatically track audio playback on the
Transcript Proofreading page. As the audio plays, Meeting Insights On-Prem highlights the
corresponding word in the text so you can easily follow and review the transcription. Meeting
Insights On-Prem also automatically scrolls down the page or even through pages as playback
progresses.

By default, playback tracking is turned off.

> To track audio playback in transcription:

1. Open the Transcript Proofreading page (see Open the Transcript Proofreading Page on
page 71).
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[ e |
2. Click the Toggle tracking playback position *icon.

Play Audio for Specific Transcription Text

You can play audio for specific text to compare the transcription with the original recorded
audio:

B Play a specific word.
B Play a specific line.

B Play a range of text.
|

Play the transcription from a specific word.

> To play specific text in the transcription:

1. Open the Transcript Proofreading page (see Open the Transcript Proofreading Page on
page 71).

2. Follow the relevant procedure below based on what you want to play:

To ... Do this ...
Play a 1. Double-click the word; the word appears highlighted.
word

2. Right-click the selected word, and then from the drop-down menu,

choose @ Play text selection.

Play a line

1
Ji

1. Hover your mouse over the line; the icon appears at the beginning

of the line.

2. Click the icon to select the line.

3. Right-click the icon, and then from the drop-down menu, choose @
Play text selection.

Playatext | 1. Dragyour mouse to select the text range.

range 2. Right-click anywhere in the selected text, and then from the drop-down

menu, choose @ Play text selection.
Play from 1. Right-click the word; a drop-down menu appears.

a word
2. Choose @ Play from selected word.

Align Text Left or Right

By default, Meeting Insights On-Prem aligns the text according to the transcription language.
For example, English transcriptions are left-aligned, while right-to-left languages such as Arabic
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or Hebrew are right-aligned.

You can override the default alignment.

& Changing the alignment applies to all text in the transcription.

> To align text left or right:

1. Open the Transcript Proofreading page (see Open the Transcript Proofreading Page on
page 71).

2. Click one of the following icons:

° - aligns all transcription text to the left.

e _— -aligns all transcription text to the right.

Product Update

Transcript Proofreading 5172006 15:44

Selected section: (Untitled) = Playback speed 1 (& > W & 00:00:00 & No unsaved changes €D Reset Changes oy Export File J

o0

1M

= € 1/1 > sentences/page: 30

Modify Transcription Text

You can modify the transcription by adding, editing, or deleting text.

> To modify text:

1. Open the Transcript Proofreading page (see Open the Transcript Proofreading Page on
page 71).

2. Click in the line of text where you want to make the change. To select a word, double-click
it.
3. Add, edit, or delete text as needed.

Text you add or modify appears in bold, as shown in the following example ("find"):

Meeting-1

Transcript Proofreading 51172026 1544

Selected section: (Untitled) =~ Playback speed 1 (%) > [ ] &) 00:00:00 @ No unsaved changes 4D Reset Changes

l & Export File

® 0 & | 1 |11 > sentences/page: |30 «

»

Va Mark editing done

00:00:01 @ |H\ there. Today I've got a slightly odd, whimsical news story or you, which I read last week and which links to a childhood pastime, which you may well share

00:00:13 with me. And it links to understanding the world's oceans and some artwork in Cornwall.
00:00:20 How do you combine all that?
00:00:22 Well, here goes. Stay with me until the end lr{ﬁnd}vm

00:00:25 @ Have you ever played with
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Add Bullets and Numbers in Transcription

You can add list bullets and numbers to the transcription.

> To add list bullets or numbers:

1. Open the Transcript Proofreading page (see Open the Transcript Proofreading Page on
page 71).

2. Right-click the paragraph you want to format, and then from the shortcut menu, choose
one of the following:

-

—= Increment bullet:
¢ Indents the paragraph.
o If the paragraph doesn’t already have a bullet, a bullet is added.

¢ If the paragraph already has a bullet, it’s further indented and changed to a
numbered item.

1=

— Decrement bullet:
¢ Outdents the paragraph.
¢ If the paragraph has a bullet, the bullet is removed.
¢ If the paragraph has a number, the number is changed to a bullet.
3. After adding a bullet or number, you can create additional list items by pressing Enter:
e At the end of the paragraph to add the next item.
e Before a word in the paragraph to start a new bullet or number at that position.

An example of list bullets and numbers is shown below:

Meeting-1

Transcript Proofreading 5/1/2026 1544

Selected section: (Untitled) = Playback speed 1 (%) > [ ] &)  00:00:00 & No unsaved changes 4D Reset Changes

l & Export File

® 0 & | 1 |11 > sentences/page: |30 v

»

Vi Mark editing done

00:00:01 @ |H\ there. Today I've got a slightly odd, whimsical news story or you, which I read last week and which links to a childhood pastime, which you may well share
00:00:13 with me. And it links to understanding the world's oceans and some artwork in Cornwall

00:00:20 :_L-iHGW do you combine all that?

00:00:22 l'_1_-i Well, here goes. Stay with me until the end fo ind out.

00:00:25 @ Have you ever played with

Add a Segment in Transcription

You can create segments of paragraphs in the transcription. These segments appear as
subsections under the Transcription section in the downloaded Meeting Summary and
Transcript document, as shown in the following example for the added segment "Finance":
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.)
qe)

January 25, 2026

Subject: Product Update
1. Background
* A discusson on Product Update, led by Bob, was held on 5.1.2026 17 34

2. Transcription
1. Untitled Segment

: 2. Finance

|
| This should be budgeted by finance department. :

> To add a segment:

1. Open the Transcript Proofreading page (see Open the Transcript Proofreading Page on
page 71).

2. Right-click the paragraph in an existing segment from where you want the new segment to

+
begin, and then from the shortcut menu, chooserEI Create new segment; the following
dialog box appears:

& All text in the segment from where you right-click is moved into the new segment.

Segment Settings

Segment Name

=N -

3. Inthe 'Segment Name' field, enter a name for the segment.

4. Click Save; a new segment is added below the current segment. The new segment includes
all text from the original segment starting at the point where you right-clicked.
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. . Mikes UM
Transcript Proofreading /E/2096 151 1 X
16/2026

Selected section: (Untitled) = Playbackspeed 1 (@ > ®m [ 00:00:00 @ No unsaved changes 4D Reset Changes r&; Export File

@0

= & 171 = sentences/page: |30 v

FOOIS S S0 QOO IEONOSS | K AT

{

1
E\

Z" My New Segment Mark editing dene

00:02:33 e

Add an Action Item in Transcription

You can create action items (tasks to be done) from the transcription and assign them to
people, with a due date for completion.

In the downloaded Meeting Summary and Transcript document, action items appear in the
Tasks subsection under the Transcription section, as shown in the following example:

January 25, 2026

Subject: Product Update

1. Background
* A discusson on Product Update, led by , was held on 5.1.2026 17: 36

2. Transcription
1. Untitled Segment

2. Finance
This should be budgeted by finance department.

3. Tasks
# Action items Assigned by Assigned to Due date
1 Check status of budget Bob 30/01/2026
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> To add an action item:

1. Open the Transcript Proofreading page (see Open the Transcript Proofreading Page on
page 71).

2. Right-click a line of the transcription, and then from the shortcut menu, choosea Assign
new action item; the following dialog box appears:

New action item

Speaker

Speaker-1 - Assigned to Due date

Task description

BN =

3. From the 'Speaker' drop-down list, select the name of the person assigning the action item.

4. Inthe 'Assigned to' field, enter the name of the person to whom you want to assign the
action item.

5. Inthe 'Due date' field, enter the date at which the action item must be completed.
6. Inthe 'Task description' field, enter a description of the required action.

7. Click Save; the action item is added to the Action Items table on the Meeting Summary
page (see Proofread the Meeting Summary on page 67), as shown in the following

example:
. Mikes UM | ] System Ad
4 T ipt Proofreadi l 4, ExportFile | G Re-RunA D
Meetlng summary 8/6/2026 15:11 | o @ '@audiocodes.com
v Abstract Created At: 8/6/2026 15:12
v Details Created At: 8/6/2026 15:12

A Action Items 7 Edit Table |

Task description Creator Last edited at Speaker Assigned to Due date
Get the budget = 15:24 08/06/2026 @) speaker- Mike 1)uly
Rows per page 10 v  110f1

Assign a Speaker to Transcribed Line

You can assign a speaker to a line in the transcription.
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A To rename a speaker, see Rename a Speaker below.

> To assign a speaker to a spoken line:

1. Open the Transcript Proofreading page (see Open the Transcript Proofreading Page on

page 71).

2. Inthe transcript, locate the line from where you want to assign a speaker.

3. Right-click the line, and then from the shortcut menu, expand B Assign speaker; a list of
speakers that were detected during the recording is displayed:

Meeting-1
o x

Transcript Proofreading 5/1/2026 15:44

Selected section: (Untitled) ~ Playback speed 1 (& » n HH 00:00:00 @ No unsaved changes 4D Reset Changes l by Export File

©®@® € | 1[/11 > sentences/page: (30 ¥

»

Vi Mark editing done

00:00:01 @ |H\ there. Today I've got a slightly odd, whimsical news story or you, which I read last week and which links to a childhood pastime, which you may well share

00:00:13 . ing the world's oceans and some artwork in Comwall
(®  Play text selection

E

BB Assign new action item

00:00:20
Create new segment

00:00:22 the end o find out

00:00:25 @

7= Increment bullet

Decrement bullet

I8  Assign speaker ~ |
1
1 Speaker-1 I
I
1o Spekerz 1

& Rename speaker Speaker-1

4. Select the speaker you want to assign.

Rename a Speaker

You can rename a speaker in the transcription. When you rename a speaker, the new name is
applied to all of that speaker’s entries throughout the transcript.

By default, Meeting Insights On-Prem assigns speaker names using the format Speaker-
<number> (e.g., "Speaker-1", "Speaker-2", "Speaker-3", and so on).
> To rename a speaker:

1. Open the Transcript Proofreading page (see Open the Transcript Proofreading Page on
page 71).

2. Inthe transcript, locate any line spoken by the speaker.

3. Right-click the line, and then from the shortcut menu, choose :f.l Rename speaker; the

following dialog box appears:
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Rename speaker "Speaker-1"

Speaker-1

Save [ Cancel

4. Type a new name for the speaker.
5. Click Save; the speaker’s name is updated throughout the transcript.

The speaker icon displays the first two letters of the assigned name (e.g., SU), or the initials
if a first name and surname are configured:

. . Meeting-1
Transcript Proofreading 5/1/2026 15:44 X
Selected section: (Untitled) = Playback speed 1 (& > [ ] iCH 00:00:00 & No unsaved changes 4D Reset Changes i ok Export File

@ (@© & | 111 > sentences/page: (30 ~

»

Vi Mark editing done

r
00:00:01 @ 'H\ there. Today I've got a slightly odd, whimsical news story or you, which | read last week and which links to a childhood pastime, which you may well share

00:00:13 with me. And it links to understanding the world's oceans and some artwork in Cornwall
00:00:20 How do you combine all that?
00:0022  Well, here goes. Stay with me until the end to ind out.

00:00:25; @ :Have you ever played with

Discard Proofreading Changes

You can discard all proofreading changes and restore (reset) the transcription to its original
version.

> To reset the transcription:

1. Open the Transcript Proofreading page (see Open the Transcript Proofreading Page on
page 71).

2. Click the @ Reset Changes button:
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Meeting-1

Transcript Proofreading 5/1/2026 15:44

[ ———

[}
Selected section: (Untitled)  Playback speed 1 (& > n A 00:00:00 @ No unsaved changes 1 4D Reset Changes

®@@® € | 1]11 > sentences/page: (30 =

»

v Mark editing done

00:00:01 Q [Hi there. Today I've got a slightly odd, whimsical news story or you, which | read last week and which links 1o a childhood pastime, which you may well share
00:00:13 with me. And it links to understanding the world's oceans and some artwork in Comwall,

00:00:20 How do you combine all that?

00:00:22 Well, here goes. Stay with me until the end to find out

00:0025 @ Have you ever played with

A confirmation message appears.

3. Click OK to confirm; all the proofreading changes are discarded and the transcription is
returned to its original state.

Re-Run Al-Powered Transcription or Summary

You can re-run the Al-powered transcription or summary for a task, if needed. This may be
useful in the following example scenarios:

B Improved accuracy: Meeting Insights On-Prem has updated the large language model
(LLM) that it uses, and you want to take advantage of the improvement.

B Language correction: The task was previously configured with the incorrect language, and
you want to regenerate the transcription or summary in the correct language.

When you re-run the transcription or summary, the status icons appear with a circular arrow, as
shown in the following example:

Transcribing G

A e Re-running the Al-powered transcription and summary permanently overwrites
your current transcription and summary, and any edits you have done.
e If Meeting Insights On-Prem replaced the original (high quality) audio file with a
standard .mp3 audio file because of its retention policy, re-running Al may reduce
the accuracy of the transcription and summary.

> To re-run Al-powered transcription or summary:

1. Trigger Re-run from any of the following pages:

e Meeting Summary page of the task's recording file (see Open the Meeting Summary
Page on page 67).

e File List page and select the task's recording file (see Manage Audio Recording File List
on page 64).

-84 -



CHAPTER 10 Proofread Meeting Summary and Transcription Meeting Insights On-Prem | User's Manual

P

2. Click the "< Re-Run Al button, and then from the drop-down menu, choose one of the
following options:

B Transcription - Re-runs the Al-powered transcription and summary.

+
*‘h Al Summary - Re-runs the Al-powered summary only (current transcription remains).

A message appears warning you that your current transcription and summary will be
overwritten.

3. Click Confirm; Meeting Insights On-Prem uses Al to generate a transcription or summary
again.

Download Meeting Summary and Transcript Word Document

You can download (export) the meeting summary (insights) and transcription as a Microsoft
Word document (.docx).

During proofreading, you may download the Meeting Summary and Transcript document at any
time to review its formatting and layout. After reviewing the document, you can return to the
Proofing tool to make additional corrections or adjustments.

When proofreading is complete, you can download the document and distribute the final
version.

The document file name is based on the 'Task / Meeting Name' configured on the task's
General Settings tab. For example, if the task's name is "Budget for Product"”, the file is named
Budget for Product.docx.

The audio file of the recording is also downloaded with the document if this option is
enabled for the task ('"Export Audio File' checkbox on the General Settings tab).

> To download the Meeting Summary and Transcript document:

1. Open the Proofing tool:
e Meeting Summary page (see Proofread the Meeting Summary on page 67)
- Or‘ -

e Transcript Proofreading page (see Open the Transcript Proofreading Page on page 71)

1

2. Click the L=I Export File button; the document is downloaded to your computer.
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11  Administration

This section describes functionality in Meeting Insights On-Prem that can be performed only by
System Admin or Tenant Manager users.

Sign In as System Admin

Most administrative tasks require System Admin permission level. The System Admin belongs
to a built-in logical tenant called "Master" and signs in using "master" as the tenant name.

Tenant Managers have a more limited set of administrative tasks, all scoped to their own
tenant. These tasks include:

B Managing the tenant's local users
B Editing the tenant's settings (except Active Directory)

A Tenant Manager signs in the same way as any other user in their tenant, as described in Sign
In on page 5. The System Admin signs in using the tenant name "master" as described in this
section.

> To sign in as System Admin:

1. Goto the URL of your Meeting Insights On-Prem; you're prompted to enter the tenant
name.

2. Inthe 'Tenant' field, enter "master" (lower case) as shown below:

Enter tenant

Tenant

master

A The tenant name is case-sensitive.

3. Click Confirm; you're prompted to sign in with your credentials:
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D
19

Meeting Insights On-Prem

Tenant: master

[TTRYTTRYY a

Back

A If you entered the incorrect tenant name, click Back.

4. Inthe 'Username' field, enter your username.
5. Inthe 'Password' field, enter your password.

6. Click Sign in.

Switch to a Tenant

As a System Admin, you can switch between tenants to manage tenant-level settings. Switching
to a tenant is required to manage the following:

B Users of the tenant

B Tasks of the tenant

& e This section is applicable only to the System Admin.
e Regardless of tenant, the following functionality remains on the system level:
License Management
Management of Tenants
Template Studio
User interface language
User interface display theme

LSS L L

> To switch to a tenant:

1. Click your profile icon in the top-right corner; a drop-down box appears.

2. Under System Privileges, from the 'Tenant' drop-down list, select the tenant:
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Mike System Admin
mike

User name:
mike. com

System Privileges:
Tenant: ats &
1 Leg
Select Tenant
; B

master
@
ats
(=
2
ats2
demotenant g
2
testtenant
— | l

User Management

This section describes how to manage Meeting Insights On-Prem users.

User Levels and Tenants

Meeting Insights On-Prem offers multi-tenant management. An example of a multi-tenant
implementation in Meeting Insights On-Prem could be the military, where each unit - Navy,
Army, Air Force, and Intelligence - is a tenant.

Meeting Insights On-Prem provides role-based user management, where each role (referred to
as Permission Level) determines what actions the user can do in Meeting Insights On-Prem.
These are the different user permission levels:

B System Admin: This user has the highest authority level and is responsible for initial tenant
provisioning and for managing global parameters that apply to all your tenants.

B Tenant Manager: This user is the manager of a specific tenant only and defines global
settings for that tenant.
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B Task Manager: This user is restricted to creating and organizing tasks within a tenant, but
cannot change global or tenant-level configurations.

B Task Editor: This user is assigned by the Task Manager to proofread a specific task
transcription.

A e You can have multiple users with the same permission level, including multiple
System Admin users.

e ATenant Manager and Task Manager can belong to only one tenant.

Highest permission level (Master Tenant)

J\

Tenant Manager (Tenant A) Tenant Manager (Tenant B)

Tenant-specific settings and management Tenant-specific settings and management

Task Manager 1 (Tenant A) Task Manager 2 (Tenant A)

Creates and assigns tasks
(views and manages only these tasks)

Creates and assigns tasks
(views and manages only these tasks)

N

Proofreads assigned transcription tasks

Proofreads assigned transcription tasks Proofreads assigned transcription tasks

User Permissions

The permissions each type of Meeting Insights On-Prem user is allowed to do is summarized in
the following table.

Master Tenant (All

Action Within Specific Tenant
Tenants)
System Admin Tenant Task Task Editor
Manager Manager
Tenants
Add tenant v x x x
View tenant v v x x
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Master Tenant (All

Action Within Specific Tenant
Tenants)
Edit tenant v v x x
Delete tenant v x x x

License management

Upload license v x x x
Enable / disable Al v x x x
Support

User management

Add user v v x x
Edit user v v x x
Delete user v v x x
Authentication by v x x x

Central Server

Tasks

Add task v v v x
View task v v v x
Edit task v v v x
Delete task v v v x

Transcription

Proofreading x v v v (if
assigned)

Change transcriber x v v x

Download x v v v (if
assigned)

Pages

Transcription Task List v v v x

page
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. Master Tenant (All L .
Action Within Specific Tenant
Tenants)

File List page v v v v (only
assigned)

User Management Options

Meeting Insights On-Prem lets you implement one of the following user management methods:

B Local user management: Users are created and managed directly through Meeting Insights
On-Prem. For more information, see Local Users below

B External user management: Users are managed on an external identity provider such as
Microsoft Active Directory or Entra ID, and synchronized with Meeting Insights On-Prem.
For more information, see Microsoft Active Directory Users on page 95.

Local Users

You can manage users directly in Meeting Insights On-Prem. This includes the following:

B Add users (see Add a Local User on the next page)

M Edit users (see Modify a Local User on page 94)

B Delete users (see Delete a Local User on page 95)

If you're using Active Directory to manage users, you can't add local users in the
Local Users List table.

View List of Local Users

If you're implementing local-based user management, you can view a list of the Meeting
Insights On-Prem users in the Local Users List table.

> To view users:

1. Click your profile icon in the top-right corner; a drop-down box appears.
2. From the Tenant drop-down list, select a tenant (or Master tenant).

3. Click 1:3 System Settings, and then from the drop-down menu, choose Local Users List; the

Managing User Permissions page opens, displaying the Local Users List table:
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. . . o — i
Managing User Permissions a 0 P codes com.
Local Users List

Q

Username 1 Permission Level 1| User Email 1| Office Phone Number 1| Mobile Phone Number 1| Home Phone Number 1| Tenant 1|
Task Manager .com 3434 343 434 ats
Tenant Manager @audiocodes.com + ats
Task Editor @audiocodes.com ats
Task Manager com ats

Rows per Page 10 - 1-10 of 53

Add a Local User

You can add the following types of Meeting Insights On-Prem users, each representing a certain
permission level (role):

B System Admin - highest level user that initially provisions all tenants and defines them with
global settings.

B Tenant Manager - user within a specific tenant that defines global settings for the tenant.

B Task Manager - user within a specific tenant that creates and manages tasks, and assigns
them to users for proofreading.

B Task Editor - user within a specific tenant that proofreads assigned transcription tasks.

For more information on permission levels, see User Permissions on page 89.

& e Only the Tenant Manager or System Admin can add users.
e Toreturn to the Transcription Task List, click the Back to Transcription Task
List button.

> To add a user:
1. Click your profile icon in the top-right corner; a drop-down box appears.
2. From the Tenant drop-down list, select a tenant (or Master tenant).

3. Click 1:3 System Settings, and then from the drop-down menu, choose Local Users List; the
Managing User Permissions page opens, displaying the Local Users List table.

4. Click the Add New User button; the following dialog box appears:
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Add User
Username * User Email *
Password * Confirm Password *
Name * Last Name *
Permission Level *

Office Phone Number Permission Level -
Mobile Phone Number Comments
Home Phone Number

Add ‘ Cancel

5. Inthe 'Username' field, enter a username. This is used to sign in to Meeting Insights On-
Prem.

& The username can only contain alphabetical letters and can't contain spaces.

6. Inthe 'Password' field, enter a password, and then in the 'Confirm Password' field, enter
the password again to confirm.

& The password must meet the following complexity policy:
e Contain at least eight characters.
Contain at least one lower case letter.
Contain at least one upper case letter.
Contain at least one number.
Contain at least one of these special characters: @ $! % * ? &
Can only contain special characters that are mentioned above.
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7. Inthe 'User Email', enter the user's email address.

8. Inthe 'Name' field and 'Last Name' field, enter the user's first name and last name

(surname), respectively.

9. (Optional) Enter the user's phone number:

A

'Office Phone Number': Enter the user's office phone number.
'Mobile Phone Number': Enter the user's mobile phone number.

'Home Phone Number': Enter the user's home phone number.

e The office phone number must be unique.

e Toallow the user to record phone calls using Meeting Insights On-Prem
telephony bot, you must enter a phone number that the user will use. For more
information on the telephony bot, see Online Telephony Bot Meetings on
page 20.

10. From the 'Permission Level' drop-down list, select the user's permission level:

A

System Admin
Tenant Manager
Task Manager

Task Editor

For the Master tenant, the only available permission level is System Admin. For all
other tenants, you can select one of the following permission levels:

e Tenant Manager

e Task Manager

e Task Editor

To change to another tenant, see Switch to a Tenant on page 87.

11. (Optional) In the 'Comments' field, enter any useful information about this user.

12. Click Add; the user is added to the Local Users List table.

Modify a Local User

You can modify a user. This includes, for example, the user's username and password, email

address, and permission level.

A

e Only the Tenant Manager or System Admin can edit users.
e Toreturn to the Transcription Task List, click the Back to Transcription Task
List button.
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> To edit a user:

=

Click your profile icon in the top-right corner; a drop-down box appears.

(System Admin only) From the Tenant drop-down list, select a tenant.

Click l:‘ System Settings, and then from the drop-down menu, choose Local Users List; the
Managing User Permissions page opens, displaying the Local Users List table:

Click the ellipsis --- icon of the user you want to edit, and then from the drop-down menu,

%]
choose# Edit User Details; the following dialog box appears.
Modify the fields you want.

Click Update.

Delete a Local User

You can delete a user. Once deleted, the user can't sign in to Meeting Insights On-Prem. If the

user is currently signed in, Meeting Insights On-Prem automatically ends the user's sessions.

To return to the Transcription Task List window, click the Back to Transcription
Task List button.

> To delete a user:

Click your profile icon in the top-right corner; a drop-down box appears.
From the Tenant drop-down list, select a tenant (or Master tenant).

Click l:’ System Settings, and then from the drop-down menu, choose Local Users List; the
Managing User Permissions page opens, displaying the Local Users List table.

Click the ellipsis --- icon of the user you want to delete, and then from the drop-down

menu, choose M Delete User; a confirmation message appears.

Click Confirm to confirm deletion; the user is removed from the Local Users List table.

Microsoft Active Directory Users

You can integrate your organization’s Microsoft Active Directory with Meeting Insights On-Prem

to manage users. Integration is per tenant, which means that all users from your organization's
Active Directory are for that specific tenant.

View the List of Active Directory Users

If you're implementing external-based user management (Active Directory), you can view a list
of the Meeting Insights On-Prem users in the Users List table. These are the users that Meeting
Insights On-Prem retrieves from the Active Directory server through synchronization. You can

also view a user's details such as email address, permission level, and phone numbers.
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Before you can view Active Directory users, Active Directory must be configured in
Meeting Insights On-Prem for the tenant by the System Admin (see Configure
Active Directory Server Settings for a Tenant on page 107).

> To view users:
1. Click your profile icon in the top-right corner; a drop-down box appears.
2. From the Tenant drop-down list, select a tenant (or Master tenant).

3. Click I:I System Settings, and then from the drop-down menu, choose Users List; the
Managing User Permissions page opens, displaying the users in the Users List table:

Managing User Permissions ﬂ" (-]

o

& A user displaying a Permission Level of "Unauthorized" has not been assigned to any
Active Directory group that is mapped to a Meeting Insights On-Prem permission
level. As a result, the user doesn't have access to Meeting Insights On-Prem. For
more information on mapping Active Directory groups to permission levels, see
Configure Active Directory Server Settings for a Tenant on page 107.

4. To view details of a user, click the ellipsis --- icon of the user, and then from the drop-down
menu, choose @ View User Details; the following dialog box appears:
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View User Details

Username User Email

Mame Last Mame

Permission Level

Office Phone Number Tenant Manager

Mobile Phone Number Comments

Home Phone Number

Close

Configure Active Directory Settings

The System Admin configures Active Directory for each tenant when creating or editing the
tenant. For more information, see Configure Active Directory Server Settings for a Tenant on
page 107.

Tenant Management

Tenant management includes the following:

View a list of tenants (see View the List of Tenants on the next page).

Create a tenant (see Create a Tenant on the next page).

Description of the tenant (see Configure a Tenant Description on page 101).
Default language of recordings (see Select a Default Task Language on page 101).

Al support for Al-powered insights (see Enable or Disable Al Support on page 102).

Obtain URL of tenant and share with users (see Find and Share the Tenant Login URL on
page 111).

Logo of user interface (see Upload a Tenant Logo on page 105).
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B Create or select templates for the Meeting Summary and Transcript document of tasks (see
Configure a Tenant's Templates with Template Studio on page 111).

M Specifying voice prompt index file and configuring DTMF telephone keys for selecting
language when recording a phone call (see Configure Telephony Settings for a Tenant on
page 106).

A e Only the System Admin can create tenants.
e Only users with the following permission levels can edit tenants:
v System Admin (can edit all tenants)
v Tenant Manager (can edit their own tenant only)
e You cannot delete tenants through the web interface.

View the List of Tenants

The System Admin can view all the tenants in Meeting Insights On-Prem.

> To view tenants:
1. Click your profile icon in the top-right corner; a drop-down box appears.

2. Click 1:3 System Settings, and then from the drop-down menu, choose Manage Customers
(Tenants); the Manage Customers (Tenants) page appears, listing all the tenants:

=) -
Manage Customers (Tenants) ﬁ W @audizy:u‘;?si:‘;m

a

Tenant Name || Logo Tenant Description ) Default Language 1| Default Template 1) Voice Prompt Index 1| User Permissions
Management

achi English BensNew 235

ats Hebrew MyTemplate

English BensNew

Create a Tenant

This section describes how to create a tenant.

& e Only the System Admin can create tenants.
e You cannot delete tenants through the web interface.

> To create a tenant:

1. Click your profile icon in the top-right corner; a drop-down box appears.

2. Click t:’ System Settings, and then from the drop-down menu, choose Manage Customers

(Tenants); the Manage Customers (Tenants) page appears.

3. Click the Create Tenant button; the following dialog box appears:
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Create Tenant

GENERAL SETTINGS TELEPHONY SETTINGS ACTIVE DIRECTORY SERVER SETTINGS

Tenant Name * Upload Main Logo

| [0 select File

Description Supported Size 80x80 in SVG or
PNG Format, up to 200KB

Language

Support Al

Show clearance alert in online meeting

4. Select the General Settings tab (default), and then configure the following:

a. Inthe 'Tenant Name' field, enter a name for the tenant.

& e The 'Tenant Name' field is mandatory.
e The tenant name can be up to 64 characters and include only the following:
v Letters
v Numbers
v Hyphens (-)
v Underscores (_)
The tenant name can't include spaces.
Letters in the tenant name are always displayed in lower case.
The tenant name must be unique.

b. For the other general settings, see the following sections:
o Description - see Configure a Tenant Description on page 101
¢ Language - see Select a Default Task Language on page 101

Support Al - see Enable or Disable Al Support on page 102

*

¢ Show clearance alert in online meeting - see Control the Recording Notification
for Online Meetings on page 103

¢ Upload Main Logo - see Upload a Tenant Logo on page 105

5. Select the Telephony Settings tab to configure the voice prompt and phone keys for
language selection when Meeting Insights On-Prem bot records meetings through a
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phone's microphone. For more information, see Configure Telephony Settings for a Tenant
on page 106.

Select the Active Directory Server Settings tab to enable and configure external users in
Microsoft Active Directory. For more information, see Configure Active Directory Server
Settings for a Tenant on page 107.

General Settings

The General Settings tab that appears in the dialog box when creating or editing a tenant, lets

you configure the following general tenant settings:

Tenant name:

Specifies the name of the tenant. For more information, see Create a Tenant on page 98.

& The tenant name can't be edited through the web interface once the tenant is created.

Tenant description:

Describes the tenant for administrative purposes. For more information, see Configure a
Tenant Description on the next page.

Default task (meeting) language:

Defines the default language used for tasks (meetings) in the tenant. For more information,
see Select a Default Task Language on the next page.

Al-powered meeting summaries and insights:

Enables or disables Al-powered summaries and insights for meetings. For more
information, see Enable or Disable Al Support on page 102.

Tenant login URL:

Displays the login URL for the tenant (which can be copied). For more information, see Find
and Share the Tenant Login URL on page 111.

Clearance alert message:

Enables or disables a clearance alert message during online meetings and allows you to
customize the message text. For more information, see Control the Recording Notification
for Online Meetings on page 103.

Tenant logo:

Defines the logo displayed in the tenant user interface. For more information, see Upload a
Tenant Logo on page 105.
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Configure a Tenant Description

When you create or edit a tenant, you can enter a description to help identify the tenant.

A e Only the System Admin and Tenant Manager can configure the tenant
description.

e You can't edit the tenant name through the Meeting Insights On-Prem web app.

> To configure a tenant description:

1. When creating (see Create a Tenant on page 98) or editing (see Edit a Tenant on page 109)
a tenant, select the General Settings tab.

2. Inthe 'Description' field, enter a description of the tenant.

3. Click Save.

Select a Default Task Language

You can define the default spoken language of tasks (meetings) for the tenant.

When adding a task, this language is selected by default. The user adding the task (e.g., Task
Manager) can change the language.

Only the System Admin or Tenant Manager can define the default language for a
tenant.

> To define default task language:

1. When creating (see Create a Tenant on page 98) or editing (see Edit a Tenant on page 109)
a tenant, select the General Settings tab.

2. From the 'Language' drop-down list, select the language:
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Edit Tenant

GENERAL SETTINGS TELEPHONY SETTINGS ACTIVE DIRECTORY SERVER SETTINGS

Tenant Name Upload Main Logo

Description

HR Dept. Supported Size 80x80in SVG or

PNG Format, up to 200KB
— Language

English
[ %] logo-miaop.svg ﬁ

Hebrew

English

French g.com/offline client/?renant=mikestw |_.

Afrikaans

online meeting
Arabic (Levantine) 1

Arabic

Azerbaijani

Basque 2
Belarusian

Bangla

Bosnian

Save Cancel

3. Click Save.

Enable or Disable Al Support

You can enable or disable Al support per tenant. Al support enables Meeting Insights On-Prem
to create Al-powered insights (meeting summary) from the transcription, which can be included
as sections in the Insights and Transcription Word document.

Al-powered sections appear in the Template Studio with the + icon (see Define Sections for a

Template on page 49) and displayed in the document with "Created by Al". The following lists
some of the Al-powered sections:

B Transcription
Title
Participants
Main Topics
Details
Action Items

Decisions

Background
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A\ e

The System Admin controls Al support at the license level. Al support must be
enabled in the license before it can be enabled for any tenant. For more
information, see Control Al Support on page 118.

The Tenant Manager can enable or disable Al support only for their assigned
tenant, and only if Al support is enabled by the System Admin at the license
level. If Al support is disabled in the license, the Tenant Manager cannot enable
Al support for the tenant.

If Al support is disabled, Al-powered sections are still available in the Template
Studio, allowing a user to include them in the document. However, these sections
are added without Al-powered content and the user can manually add content
when proofreading.

Disabling Al support doesn't affect Al-generated insights of existing tasks.

> To enable or disable Al support:

1. When creating (see Create a Tenant on page 98) or editing (see Edit a Tenant on page 109)

a tenant

2. Click the

, select the General Settings tab.

Support Al toggle switch to turn it on or off:

Create Tenan

Tenant Name *

Description

HR Dept

Language

English

[ ¢ Support Al

Please note, the

classi
'Secret

discussions

GENERAL SETTINGS ~ TELEPHONY SETTINGS  ACTIVE DIRECTORY

Show clearance alert in online meeting

recording system is open -

- not for use in Top Secret/SAS/AM

t

Upload Main Logo

| ﬂJ Select File

Supported Size 80x80 in SVG or
PNG Format, up to 200KB

tion in the room includes up to

3. Click Save.

Control the Recording Notification for Online Meetings

You can configure Meeting Insights On-Prem to display a clearance alert notification during the

recording of

Online Meetings. The recording notification is controlled per tenant, allowing each

tenant to present messaging that aligns with their security policies, language, and regulatory
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needs. Use this alert to inform participants, for example, that the meeting is being recorded
and that its content is confidential or classified.

Control over the recording notification includes the following:

B Turn recording notifications on or off: By default, Meeting Insights On-Prem doesn't
display the recording notification. If you turn it on, the notification is displayed when
Meeting Insights On-Prem records an Online Meeting task.

B Customize the notification text: Create a tailored message that reflects your organization’s
legal, security, and privacy policies. You can enter the text in any language. Instead of
customizing a message, you can use Meeting Insights On-Prem default message ("Please
note - the meeting is currently being recorded and transcribed").

& e Only the System Admin and Tenant Manager can control the clearance alert
message.

e The alert message is displayed in the language in which you write it, regardless
of the user interface language (see Change Display Language on page 9).

> To enable or disable alert message:

1. When creating (see Create a Tenant on page 98) or editing (see Edit a Tenant on page 109)
a tenant, select the General Settings tab.

2. Click the Show clearance alert in online meeting toggle switch to turn it on or off:

3. If you turn on the feature, you can optionally customize the message in the available text
box in any language you want:

Edit Tenant
GENERAL SETTINGS TELEPHONY SETTINGS ACTIVE DIRECTORY SERVER SETTINGS
Tenant Name Upload Main Logo
Description
TW Dept. Supported Size 80x80 in SVG or

PNG Format, up to 200KB

Language
English -

Q ogo-miaop.svg ﬁ

Login Page URL

-

tips:fi udiocodes.com/offline client/?tenant= L]

@ show clearance alert in online meeting

This meeting recording contains highly sensitive and
confidential information. Do not share it with anyone
outside the company.

Save Cancel
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4. Click Save.

Upload a Tenant Logo

You can customize the logo that is displayed in the Meeting Insights On-Prem user interface per
tenant. This feature is useful if you want to align each tenant with your organization's branding

or needs.

The Master tenant displays the official logo by default (below). All other tenants have no logo
assigned by default.

OP

Ir

& e Only the System Admin or Tenant Manager can upload a logo.
e Logo file requirements:
v File format: .svg or .png
v Image size: 80 x 80 px
v Max. file size: 200 KB

> To customize the user interface logo:

1. When creating (see Create a Tenant on page 98) or editing (see Edit a Tenant on page 109)
a tenant, select the General Settings tab.

2. Under Upload Main Logo, click themj Select File button.

3. Browse to and select the new logo on your computer; the logo is uploaded to Meeting
Insights On-Prem and is used for the tenant:
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Edit Tenant
GENERAL SETTINGS TELEPHONY SETTINGS ACTIVE DIRECTORY SERVER SETTINGS
Tenant Name Upload Main Logo
Description
TW Dept. Supported Size 80x80 in SVG or

PNG Format, up to 200KB

Language
English

(<] logo-miaop.svg ﬁ

Login Page URL

https:/i_____.._....._..._.audiocodes.com/offline client/?tenant= |_.

@ show clearance alert in online meeting

This meeting recording contains highly sensitive and
confidential information. Do not share it with anyone
outside the company.

Save Cancel

4. Click Save.

Configure Telephony Settings for a Tenant

Telephony settings is needed for recording meetings through a phone's microphone by Meeting
Insights On-Prem bot, as described in Record an In-Person Conversation using Telephony Bot on
page 21. As described, the user calls the telephone number of the bot and when the bot
answers, it records audio detected by the phone's microphone.

Telephony settings includes the following:

B Specify the voice prompt that you want played by the bot when the bot answers. The voice
prompt asks the user to select the language of the meeting, by pressing the relevant key on
the phone keypad. The voice prompt is specified by an index number, which is listed in a
Voice Prompt file managed by a remote AudioCodes device (Session Border Controller /
SBC). Ask your AudioCodes support for the index number.

B Defines the phone key per language. When the bot asks for the language of the meeting,
the user presses the relevant key. For example, if the meeting is in English and key "2" is
defined for English, the user would press the "2" on the phone's keypad. This is referred to
as Interactive Voice Response (IVR).

Only the System Admin or Tenant Manager can define telephony settings for a
tenant.
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> To define telephony settings:

1. When creating (see Create a Tenant on page 98) or editing (see Edit a Tenant on page 109)
a tenant, select the Telephony Settings tab.

Edit Tenant

GENERAL SETTINGS TELEPHONY SETTINGS ACTIVE DIRECTORY SERVER SETTINGS

Voice Prompt Index
23

Map code to language

Code Language
B @& English ﬂ
B3 2 @ Japanese ﬂ

Save Cancel

2. Inthe 'Voice Prompt Index' field, enter the voice prompt index that is defined in the Voice

Prompt file. This specifies the voice prompt that is played by the bot.

3. Inthe 'Map code to language' field, enter a keypad number, and then from the 'Language’
drop-down list, select the language for the key.

4. Click the plus button; your key-to-language mapping is added to the list.

5. To configure additional mappings, repeat steps 3 through 4.

6. To delete a mapping, click the B button of the mapping you want to delete.

7. Click Create or Save.

Configure Active Directory Server Settings for a Tenant

You can integrate your organization’s Microsoft Active Directory with Meeting Insights On-Prem
to manage users. Integration is per tenant, which means that all users from the Active Directory
are for that specific tenant.

After you configure the required Active Directory settings, Meeting Insights On-Prem connects
to Active Directory and synchronizes its Users List table with the Active Directory users. During
synchronization, user information (such as usernames, email addresses, and permission levels is
automatically retrieved and kept up to date. Whenever a user is added or modified in Active
Directory, the Users List table is updated accordingly when Meeting Insights On-Prem
synchronizes again with Active Directory.

Configuration includes the following main areas:

B Configure connectivity settings for the Active Directory service account.

-107 -



CHAPTER 11 Administration Meeting Insights On-Prem | User's Manual

B Map Active Directory groups to permission levels (Task Editor, Task Manager, or Tenant
Manager).

B Configure Active Directory attributes for user telephone numbers.

A e Only the System Admin can control the Active Directory feature.

e You can view the users retrieved from Active Directory in the Users List table
(see View the List of Active Directory Users on page 95).

e You can only manage (add, edit or delete) these users in Active Directory (notin
Meeting Insights On-Prem).

> To enable and configure Active Directory based users:

1. When creating (see Create a Tenant on page 98) or editing (see Edit a Tenant on the next
page) a tenant, select the Active Directory Server Settings tab.

2. Click the Enable Active Directory toggle switch to turn on the Active Directory feature; the
fields for configuring Active Directory appear:

Create Tenant

GENERAL SETTINGS TELEPHONY SETTINGS ACTIVE DIRECTORY SERVER SETTINGS

@ Enable Active Directory

Active Directory Server Settings

IP Address or Main Se... User Sort Identification
Domain Username for Search Server Password for Connectivity

1 @audiocodes.com | seeeeenen

Group Mappers

Groups Base DN

Task Editor Group Task Manager Group Tenant Manager Group

Extension Number Mappings

3. Under the Active Directory Server Settings group, configure the following mandatory fields
to connect to the Active Directory service account:

a. Inthe'IP Address or Main Server Name' field, configure the IP address or domain name
of the Active Directory server.
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In the 'User Sort Identification' field, configure the attribute used to uniquely identify
and sort users (e.g., userPrincipalName).

In the 'Domain Username for Search' field, configure the service account username to
authenticate when querying the Active Directory server.

In the 'Server Password for Connection' field, configure the password to authenticate
with the Active Directory server.

4. Under the Group Mappers group, map Active Directory groups to Meeting Insights On-
Prem permission levels:

a.

A

In the 'Groups Base DN' field, configure the Distinguished Names (DNs) or LDAP path
where the group objects are located (e.g., OU=AADDC Users,DC=company,DC=com, or
OU=Groups,DC=company,DC=com).

In the 'Task Editor Group' field, configure the Active Directory group whose members
(users) get Task Editor permissions (e.g., TaskEditors).

In the 'Task Manager Group' field, configure the Active Directory group whose
members (users) get Task Manager permissions (e.g., TaskManagers).

In the 'Tenant Manager' field, enter the Active Directory group whose members (users)
get Tenant Manager permissions (e.g., TenantManagers).

If a user belongs to multiple AD groups, the highest permission level is assigned to
the user.

5. Under the Extension Number Mappings group, configure the Active Directory attributes
used for telephone numbers:

a.

In the 'Mobile Phone Number' field, configure the Active Directory attribute that
contains the mobile number (e.g., mobile).

In the '"Home Phone Number' field, configure the Active Directory attribute that
contains the home number (e.g., homePhone).

In the 'Office Phone Number' field, configure the Active Directory attribute that
contains the office number (e.g., telephoneNumber).

6. Click Create or Save; Meeting Insights On-Prem synchronizes with the Active Directory
platform and updates the Users List table with the users from Active Directory.

Edit a Tenant

The System Admin can edit all tenants. The Tenant Manager can edit only its assigned tenant.

& Only the System Admin can edit Active Directory settings.
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> To edit a tenant:

1. Click your profile icon in the top-right corner; a drop-down box appears.

2. Click ¢ System Settings, and then from the drop-down menu, do one of the following

depending on user type:
e System Admin

Choose Manage Customers (Tenants), select the tenant you want, and then click the
/" Edit button.

e Tenant Manager

Choose Edit Customer (Tenant).

The following dialog box appears:

Edit Tenant

GENERAL SETTINGS TELEPHONY SETTINGS ACTIVE DIRECTORY SERVER SETTINGS

Tenant Name Upload Main Logo

Description

TW Dept. Supported Size 80x80 in SVG or
PNG Format, up to 200KB

Language

English

[x] logo-miaop.svg 0@
[ ¢ Support Al

Login Page URL

https:, audiocodes.com/offline client/?tenant= L]
@ Show clearance alert in online meeting

This meeting recording contains highly sensitive and
confidential information. Do not share it with anyone
outside the company.

3. Select the required tab:
e General Settings
For a description of the configuration on this tab, see General Settings on page 100.
e Telephony Settings

For a description of the configuration on this tab, see Configure Telephony Settings for
a Tenant on page 106.

e Active Directory Server Settings

For a description of the configuration on this tab, see Configure Active Directory Server
Settings for a Tenant on page 107.
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4. Click Save.

Find and Share the Tenant Login URL

You can share a tenant's URL with other users so they can sign in to the tenant in Meeting

Insights On-Prem.

‘& e Only the System Admin or Tenant Manager can obtain the tenant's URL.
e The URL is generated only after you create the tenant; to view it, you must enter
the tenant's edit mode.

> To obtain the tenant login URL:

1. Access the edit mode of the tenant (see Edit a Tenant on page 109).

2. Select the General Settings tab.

3. Under Login Page URL, click the copy-to-clipboard I_. icon; the URL is copied to your
clipboard:

Edit Tenant

GENERAL SETTINGS TELEPHONY SETTINGS ACTIVE DIRECTORY SERVER SETTINGS

Tenant Name Upload Main Logo

Description

TW Dept. Supported Size 80x80 in 5VG or
PNG Format, up to 200KB

(] logo-mizop.svg ﬁ

Language

English

Login Page URL

hrrps:/s audiocodes.com/offline client/?renant= ‘_|_.

Show clearance alert in online meeting

Save Cancel

4. Paste the URL into an email, for example, and send it to the user.

5. Click Cancel to close the dialog box.

Configure a Tenant's Templates with Template Studio

You can configure templates for a tenant. This is done in the Template Studio. When a user of
the tenant adds a transcription task, these templates are available for selection (in addition to
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the system templates).

Template settings determine the structure of the downloaded Meeting Summary and Transcript
document and includes the following:

B Selecting (or deleting) a template.

B Creating a new template from an existing template and saving it with your new template
settings.

B Uploading logos to include in the document header.

B Determining the sections (headings) to include in the document.

& e Only the System Admin or Tenant Manager can define templates:
v System Admin: Changes apply to all tenants.

v Tenant Manager: Changes apply to their assigned tenant only and override
the System Admin setting.

e The Task Manager can also create additional templates that are available only
to the specific Task Manager when creating a task.

> To configure a template for tenant:

1. Click your profile icon in the top-right corner; a drop-down box appears.

2. Choose =: Template Studio; the following dialog box appears:
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Template Studio

Select Template

Choose the template you want to use. You can make changes to the
template or use the existing settings. If changes are made, you can

save a new copy of the template.

Select Template

System Default Template -
Set as Default

You can save a new template copy with a new name

Upload Additional Logos

Up to 3 Files Allowed
Supported Size 80x80 in SVG or PNG Format, up to 200KB

Select Position

L] System Logo ﬁ Top Left

Sections

You can add sections that will appear in the final document and will
be editable in the conversation summary screen

Section Comments

You can change the order of elements by dragging.
The order you choose here is the order in which they will appear in
the final document.

== | Transcription 4 ©
= Meeting Participants ©
= | Distribution List ©
= | Notes o
= | Title L)
= | Participants o
= | Abstract ©
= | Details [ =3

Close

To select or create a template, see Select or Create a Template on page 44.

To upload logos for the document header, see Upload Logos to a Template on page 47.

To configure sections to include in the document, see Define Sections for a Template on

page 49.

6. Click Save.

Manage the License

This section provides step-by-step instructions for managing Meeting Insights On-Prem license.

A e Only the System Admin can manage the Meeting Insights On-Prem license.
e To purchase a New or an Upgrade license, contact your AudioCodes sales

representative.

License Overview

e The license becomes invalid.
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® You can't use any Meeting Insights On-Prem functionality.
e A notification message appears when you sign in.

To continue using Meeting Insights On-Prem, you must purchase a New license and upload
it to Meeting Insights On-Prem.

B Total meeting transcription hours: When all the transcription hours are utilized (and your
license is still valid), you can't create any tasks (recordings). To create tasks, you must
purchase an Upgrade license that provides additional transcription hours and upload it to
Meeting Insights On-Prem.

To help prevent service interruptions, Meeting Insights On-Prem automatically sends email
notifications as your license approaches expiration or as transcription hours run low:

B License expiration notifications are sent:
e Two months before expiration
® One month before expiration
e Two weeks before expiration
e One week before expiration
B Transcription hours notifications are sent when utilization:
® Exceeds 80%
e Exceeds 90%
e Reaches 100%

The license also allows you to control (enable or disable) Al support. For more information, see
Control Al Support on page 118.

& e Only the System Admin can manage the Meeting Insights On-Prem license.
e Topurchase a New or an Upgrade license, contact your AudioCodes sales
representative.

View the License

The following procedure describes how to view your Meeting Insights On-Prem license.

Only the System Admin can manage and view your Meeting Insights On-Prem
license.

> To view license:

1. Click your profile icon in the top-right corner; a drop-down box appears.

2. Click 3:3 System Settings, and then from the drop-down menu, choose License
Management; the following dialog box appears:
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License Management

Select New License File

Current License
Product Key: 2E67913537F162F7

Status: Active
Expiration Date:2027-03-12
Days Until Expiration: 359

Transcription Hours: 0%

Total hours: 40,000 Remaining hours: 39,989
@ SupportAl

Close

The license displays the following information:

Field Description

Product Key Unique Product Key number associated with your Meeting Insights On-
Prem platform.

Status Status of the license according to expiration date:
B "Active": The license is still valid

Note: If all the transcription hours have been utilized (100%), you
can't create tasks, but you can still use the other functionality of
Meeting Insights On-Prem, for example, proofreading transcriptions
of tasks.

B "Not Active": The license has expired.

Expiration Date | Expiration date of the license.

Days Until Number of days remaining until the license reaches the expiration date.
Expiration

Transcription Percentage (and progress bar) of currently utilized hours of

Hours transcription. The number of hours remaining (‘Remaining hours') out

of the total hours ('Total hours') is also displayed.

Support Al For more information, see Control Al Support on page 118.
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Upload a New or Upgrade License

When your Meeting Insights On-Prem license expires or the number of transcription hours are
low or depleted, purchase a license from AudioCodes and upload it to Meeting Insights On-

Prem.

You can purchase the following license types:

New License: This license has a new Product Key, sets a new expiration date, and allocates
new transcription hours. Use this license when the current license has expired. This license
replaces the existing license.

Upgrade License: This license adds transcription hours to the current license. The Product
Key and expiration date remain unchanged. Use this option when transcription hours are

low or depleted.

A The Upgrade license must match the Product Key of the current license.

The same procedure is used to install both types of licenses.

& e Only the System Admin can upload a license.

e Topurchase anew license, contact your AudioCodes sales representative.

> To upload a license:

Save the purchased license file to a folder on your computer.
Click your profile icon in the top-right corner; a drop-down box appears.

Click l:’ System Settings, and then from the drop-down menu, choose License

Management; the License Management dialog box appears.

Click Select New License File, and then browse to and select the license file (.lic); Meeting
Insights On-Prem displays details based on the license type:

e New License: The dialog box displays a comparison between the current license and
the new license:
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License Management

Select New License File

Current License Mew License
Product Key: iLe Product Key: T1H
Status: Active Status:Active
Expiration Date:2027-12-31 Expiration Date: 2026-10.04
Days Until Expiration: 531 Days Until Expiration: 138
Transcription Hours: 0% Transcription Hours: 10

Total hours: 100.000 Remaining houwrs: 99,898

Are you sure you want 1o réplace the license?
This operation takes time, the old license will be displayed vntil the replacement is complete, ne need to upload again

Ml  Support Al

Upload License Cancel |

e Upgrade License: The dialog box displays the transcription hours added by the license
('Included Hours'):
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License Management

Select New License File

Current License

Product Key:
Status: Active
Expiration Date:2027-12-31
Days Until Expiration: 591

Transcription Hours: 0%
Total hours: 100,000 Remaining hours: 99,997
Upgrade Included Hours: 15

Total hours: 100,015 Remaining hours: 100,012

Are you sure you want to upgrade the license?

@ sSupport Al

Upload License

5. Verify the following:
e The license status is "Active".
e The license details match your purchase order.

6. Click Upload License; a message is briefly displayed indicating that the license was
successfully installed.

Control Al Support

You can enable or disable Al support at the license level. This setting determines how Al
support behaves for tenants.

Bl Disabled: You can't enable Al support when you create new tenants. Meeting Insights On-
Prem automatically disables Al support for any existing tenants that previously had it
enabled.

B Enabled: You can enable or disable Al support per tenant.
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A e Only the System Admin can enable or disable Al supportin the license.
If you've enabled Al support in the license, the System Admin or Tenant
Manager can control Al support (enable or disable) for a specific tenant (see
Enable or Disable Al Support on page 102).
e Meeting Insights On-Prem always generates the transcription, regardless of the
Al support setting.

Al support generates Al-powered insights from the meeting transcription. Meeting Insights On-
Prem can include these insights as sections in the transcription document:

Title - meeting title

Participants - list of detected participants

Main Topics - key topics discussed in the meeting
Details - detailed information about the meeting
Action Items - tasks that require follow-up

Decisions - decisions made during the meeting

Background - purpose or context of the meeting

> To enable or disable Al support:

1. Click your profile icon in the top-right corner; a drop-down box appears.

2. Click & System Settings, and then from the drop-down menu, choose License
Management; the following dialog box appears.

3. Click the Support Al toggle switch to turn it on or off:
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License Management

Select New License File

Current License
Product Key: 2ZE67913537F162F7
Status: Active
Expiration Date:2027-03-12
Days Until Expiration: 359

Transcription Hours: 0%

Total hours: 40,000 Remaining hours: 39,989

4. Click Close.
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