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Alluvia Meeting Minutes

Turn every conversation into ready-to-use meeting records
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WHY ALLUVIA

One workspace replaces the manual minutes workflow

Capture once.
Review faster.
Deliver a usable
document.
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Record and transcribe

Summarise the discussion

Ask Alluvia

Work in Microsoft Teams

Generate documents

Convert a meeting into a searchable transcript.

Review the key points without replaying the full
conversation.

Ask questions within the content of the
selected meeting.

Use the Teams app for a connected meeting
workflow.

Create meeting minutes, interview recaps and
otherreports in a preferred format.



WORKFLOW

Capture once. Generate four usable outputs.

MICROSOFT TEAMS

Use the Alluvia Teams app

Paste a Teams meeting link

OTHER MEETINGS

Record directly in Alluvia

Upload an audio recording
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ALLUVIA MEETING

Transcribe
Summarise
Structure

One processing workflow

READY-TO-USE OUTPUTS

Transcript

Summary

Document generation

Ask Alluvia Al



WEB WORKSPACE

Automatic transcripts are ready for review

AAlluvia.ai
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B Teams Transcript
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5 Meetings / 1361tpb audio matters arising

il MEETING RECORDING

1361 tpb audio matters arising
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[ Transcript < Summary B Generate Document

Transcript 6 MOMENTS
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English

Find in transcript
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o, Export v <F Ask Al

R} Name speakers
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i Delete

TRANSCRIPT GENERATION

Audio, transcript and
meeting details stay
together in one
browser view.

Review the generated
transcript before preparing the
final meeting record.



CAPTURE

Start from the meeting source you already have

Add audio or Teams transcript

Upload audio or a Microsoft Teams transcript (.docx)

2, Upload \QJ Record now 1 Teams

'P

(-

Drop audio or a Teams transcript here

Audio, MP4 or Teams DOCX - up to 250 MB

Spoken language Speaker identification

EHRE(EH) ~ A Automatically separate speakers

Microphone permission was not granted. You can upload a file instead.

¥ Processing continues safely in the background
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Three ways to begin

01

02

03

Upload afile

Use an audio recording or transcript text file.

Record now
Record a meeting directly inside Alluvia Meeting.

Connect Microsoft Teams
Paste the Teams meeting link before or after the meeting.



SPEAKER IDENTIFICATION

Speaker identification makes every record clearer

Identify and rename

speakers so the itk e
transcript is easier to
follow.

Speaker 3 5 moments - 2:02 speaking time

“FEEER, REASRESRTRESTN, SARREME WA EHITANEIR? BERTHR
SREEEMRERSIEIE? SHIMIE, RS MRS EREAKENR, RSB
Clear speaker labels also make KHEH, FHZRLIES 5 B ERIEG B SR (R R A S0 B A A,

meeting minutes easier to review and

Ve rlfy. Detected 2 speakers Cancel
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SUMMARY

Generate summaries in English and Chinese

English ¢ Traditional Chinese ¢ Simplified Chinese

1361 tpb audio matters arising

English v &, Export £ Ask Al
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MEETING RECORDING e
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Summary in English Summary in Chinese
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DOCUMENTS

Edit and export meeting documents in Word format

01 Editin the browser 03 Continue in .docx
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ASKALLUVIA

Ask the meeting, with timestamped evidence

. AskAlluvia

[i] Delete What are the key takeaways?

List all action items and owners.

What did the team decide about Q4?

a
List all action items and owners.

Action items mentioned in the transcript:

1. Town Planning Board to consider
the representations on the Hung
Shui Kiu and Ha Tsuen Outline
Zoning Plan; a hearing is proposed.

- Owner: The meeting / Town Planning
- Board (Speaker 3, [0116])

1. Town Planning Board to consider
the representations on the Mai Po
and Fairview Park Outline Zening

include a Plan; a hearing is proposed.

- Owner: The meeting / Town Planning
Board (Speaker 3, [01:43])

No other explicit action items or named
owners are stated in the transcript.

cument

(rt doctiment Ask about this meeting...
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a

Ask meeting-related questions

Find answers without replaying the full conversation.

Keep answers meeting-bound

The response scope is limited to the selected meeting content.

Verify with evidence

Related timestamps and speakers are quoted for review.

MEETING CONTENT ONLY ¢ TIMESTAMP e SPEAKER



ADMINISTRATION

Keep meeting usage and Al costs visible

Ll PERSONAL ANALYTICS
My usage
Activity and estimated Al spend for admin@example.com
Meetings processe d ,  Altokens
a &
14 41.5K

Token activity
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] Last30days v

Estimated cloud cost
o)

$0.43

Recorded minutes

& Export CSV

$0.25

$0.12

$0.01

$0.05

USAGE ANALYTICS

Administrators can review recorded
minutes, Al token usage and cost tracking
from one view.

Al token usage Cost tracking
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RESPONSIVE ACCESS

Work from desktop, tablet or mobile

Meeting about Alluvi.. &,

 Teams recording

11 Delete
Meeting about Alluvia
Meeting
[Cl/ 213:02 AM - 0:59

2 Transcript  {* Summary [ Generate Document S

' >

' Meeting video

Meeting about Alluvia Meeting

> 0:00/0:59

Meetings New

= Meeting about Alluvi... &

¢ Teams recording

Meeting about Alluvia
Meeting

(C]

10 Delete

[ Transcript £ Summary [ Generate Document =

ENgISN  HEEHX  [WBHX

<* MEETING MINUTES

The team confirmed that the
Teams recording will be used to
capture the meeting transcript
and summary after the call
ends.

This short meeting was a technical check on how
the Alluvia meeting recording and transcript

process works in Teams. The speakers confirmed

that the recording is already running, that the

transcript/summary will be available after the
meeting finishes, and that the team could test the

sound from multiple speakers if needed

& L

Meetings

>

Meeting about Alluvi &

O Teams recording

[ Delete
Meeting about Alluvia
Meeting
Transcript < Summary [® Generate Document
S - EE
Meeting Minutes: Alluvia
Meeting
Overview

Discussion Highlights

* The team will review the meeting minutes and

transcript after the cal

* Recording gh Teams.

. Id be captured
L

Add audio or Teams transcript x

2, Upload O Record now 0 Teams

2,

-

Drop audio or a Teams transcript here

Spoken language

WAE(HB

Speaker identification

A Automatically separat er v

Ask Alluvia

B X

What are the key takeaways'

List all action items ¢

What did the team de about Q47

(=]

'm ready. Ask me anything grounded in this meeting

Responsive browser access keeps the meeting workflow available on phones and tablets.
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MICROSOFTTEAMS

Capture Teams meetings with fewer steps

Use Alluvia Meeting directly inside Microsoft

Teams App Testing A&A Limited 1T - ] X
owe £ & 6 © B8 G 8 8 @& A @ - &, % @ ~ Teams.
Chat Peopl Raise React View Control ls. Notes Rooms Copilot Alluvia Apps More Camera Mic Share Leave

Alluvia

Alluvia oo 3¢
® o
alluvi

CURRENT TEAMS MEETING
Teams App Testing
+ Add this meeting

ik MEETING RECORDING ]ﬁ[ Del
elete

alluviarecording
1785394383938

6, 6:53:42 AM 814

TT

enerate
- 03

Waiting for others to join...
0:00 -10 ° +10 1=

Meetings New ‘- 04
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Open the Alluvia Teams app
Access Alluvia Meeting within Microsoft Teams.

Add this meeting
Use the one-click action to link the meeting.

Record in Microsoft Teams
Complete the meeting recording inside Teams.

Generate transcript and summary

Outputs are generated after the meeting is
finished.
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CROSS-PLATFORM

One meeting library across Teams and the web

Alluvia qL A . . . . q
. . Meeting about Alluvia Meeting English v o, Export v <5 Ask Al
AAlluvia.ai ¥

. + New Audio O Teams recording £ pelete
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Meeting about Alluvia Meeting ] BB T EIE GRS L, EA—i7 AR ERIN
2,
i My usage
> Andy ©0:24
@ e FAbltestE2ABABE,

Web workspace

Teams app

Review Teams recordings on a larger browser screen, while Teams and non-Teams meetings remain stored in the same place.
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Turn your next meeting into usable minutes

Website https://alluvia.ai

REQUEST A DEMO . _ o
Email info@alluvia.ai

See Alluvia Meeting with Tel  +85226235211
your own minutes format. Address Unit 2601-02, Kin Sang Commercial Centre,

49 King Yip Street, Kwun Tong

alluvia.ai
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