
Zoom AI Companion Meeting Summary

This new feature uses AI technology and allows meeting hosts to initiate an AI-generated 
meeting summary. The summary is automatically sent to the host’s email after the meeting has 
ended.

Please be aware that this feature requires activation. To initiate the summary, the host of the 
meeting should click on the "Start Summary" button. Here's a brief introduction to this feature:

Start Meeting Summary as the Host
- Start a meeting from the Zoom as you would normally do.
- On the in-meeting controls, on the lower section of your screen, you will now notice a

new button called “Start Summary”

Click on it to Start the AI Summary

- You will be greeted with the following screen:

- Click Got it

- The meeting summary will begin to be generated in the background, and participants will
see a similar notification.
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- On the upper left of your screen, you will see a new Icon indicating that Summary AI is
active.

You can click on it to see the following message:

After the meeting concludes, the finalized summary will be sent out shortly for the host.
We advise reviewing/editing the emailed summary, as the AI may introduce errors while capturing meeting notes.
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AI Meeting Summary as a participant
- Join a meeting with Zoom as you would normally do.

Once the host activates the ZOOM AI Summary you will be greeted by the following
message.

- Note that in your meeting control toolbar, on the lower section of your screen, you will
see the new button Summary.

- If the host has not initiated the AI Summary option for this meeting, participants will still
be able to prompt a request for this feature to be enabled for the meeting session.

- Click on the Summary button and click Send Request.

ITS – Information Technology Services, Page 3, 12/17/24.



The request will be sent to the host in the current meeting. Note that the summary at the end of
the meeting will still only be emailed to the Host.

- On the upper left you will see this new Icon indicating that Summary AI is active.

You can click on it to see the following message:

—----------------—----------------—----------------—----------------—----------------—----------------—----------
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Viewing/editing the email Summary as the host - (summaries will only be sent to the host)

Once a meeting summary is available, a copy of it is provided through email.
- Access your email inbox; find and select the email with the same subject as the meeting topic to

view the summary.
- (Optional for the host) From the body of the email, click “Edit Summary Here”.

You will be prompted to sign in to your Zoom (if you are not already) to continue editing via the web.
Note: Only the host has the Edit Summary Here option. Unauthenticated users will not receive an email summary.

- The link will take you to your ZOOM profile where your Meetings Summaries can be EDITED
(see image below)

If you do not get an email, you still have the option to directly go to your ZOOM profile online and under MY SUMMARY you can 
view all your previous files that can be edited.

We are excited about this and encourage you to explore the new Zoom AI Summary feature.
We also understand that sometimes adapting to such brand new AI innovation can feel a little 
challenging initially. These advancements are here to enrich and transform our interactions for the 
better at USD. Thank you for being part of this positive change!

For more information please visit https://blog.zoom.us/zoom-ai-companion/ and for improved and better service with all audiovisual 
support, please send your future emails to ims@sandiego.edu. With all other IT matters, please send your requests to
help@sandieego.edu.
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