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Alluvia Meeting Minutes
Turn every conversation into ready-to-use meeting records

ALLUVIA.AI  |  AI MEETING INTELLIGENCE
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One workspace replaces the manual minutes workflow
WHY ALLUVIA

Capture once.
Review faster.
Deliver a usable 
document.

01 Record and transcribe Convert a meeting into a searchable transcript.

02 Summarise the discussion Review the key points without replaying the full 
conversation.

03 Ask Alluvia Ask questions within the content of the 
selected meeting.

04 Work in Microsoft Teams Use the Teams app for a connected meeting 
workflow.

05 Generate documents Create meeting minutes, interview recaps and 
other reports in a preferred format.
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Capture once. Generate four usable outputs.

Use the Alluvia Teams app

Paste a Teams meeting link

Upload an audio recording

Record directly in Alluvia

Transcript

Summary

Document generation

Ask Alluvia AI

READY-TO-USE OUTPUTS

OTHER MEETINGS

MICROSOFT TEAMS

WORKFLOW

›

›

›

›

ALLUVIA MEETING

Transcribe
Summarise

Structure

One processing workflow
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Automatic transcripts are ready for review

TRANSCRIPT GENERATION

WEB WORKSPACE

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

Review the generated 
transcript before preparing the 
final meeting record.
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Start from the meeting source you already have
CAPTURE

Three ways to begin

01 Upload a file
Use an audio recording or transcript text file.

02 Record now
Record a meeting directly inside Alluvia Meeting.

03 Connect Microsoft Teams
Paste the Teams meeting link before or after the meeting.
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Speaker identification makes every record clearer
SPEAKER IDENTIFICATION

Identify and rename 
speakers so the 
transcript is easier to 
follow.

Clear speaker labels also make 
meeting minutes easier to review and 
verify.
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Generate summaries in English and Chinese
English  •  Traditional Chinese  •  Simplified Chinese

Summary in English Summary in Chinese

SUMMARY
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Edit and export meeting documents in Word format

01  Edit in the browser 03  Continue in .docx

DOCUMENTS

→ →

02  Choose export
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Ask the meeting, with timestamped evidence
ASK ALLUVIA

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   •   SPEAKER
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Keep meeting usage and AI costs visible

USAGE ANALYTICS

ADMINISTRATION

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

Recorded minutes        AI token usage        Cost tracking
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Work from desktop, tablet or mobile

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

RESPONSIVE ACCESS
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Capture Teams meetings with fewer steps
MICROSOFT TEAMS

Use Alluvia Meeting directly inside Microsoft 
Teams.

01 Open the Alluvia Teams app
Access Alluvia Meeting within Microsoft Teams.

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

03 Record in Microsoft Teams
Complete the meeting recording inside Teams.

04 Generate transcript and summary
Outputs are generated after the meeting is 
finished.
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One meeting library across Teams and the web

Teams app Web workspace

CROSS-PLATFORM

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

Email info@alluvia.ai

Tel +852 2623 5211

Address Unit 2601-02, Kin Sang Commercial Centre,

49 King Yip Street, Kwun Tong

REQUEST A DEMO

See Alluvia Meeting with 
your own minutes format.

alluvia.ai
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