Otter.ai (Mobile App)
Student Guide
Presented by the Academic Support and
Achievement Center
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Otter.ai is a powerful tool that many Mt. SAC instructors use to automatically
transcribe their Confer Zoom sessions. Unfortunately, Otter.ai does not work
inside of Confer Zoom breakout rooms. The purpose of this optional student
guide is to demonstrate how you, as a student, can use a FREE Otter.ai
account to automatically transcribe audio into text.

Signing Up
1. Go to the App store on your mobile device and search “Otter.ai”
2. Download “Otter Voice Meeting Notes”
3. Open the app and sign up for a free account with your email of choice
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Ready to Record
First Time Opening the App
1. Open the app
2. Follow along with the Tutorial
3. Allow the app Microphone Access
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Recording a Class and/or Breakout Room
1.
2.
3.
4.
5.
6.

Open the app
Tap on the blue microphone icon in the bottom right corner
You are recording!
Set phone down by computer (within 6-7 inches from speakers)
Tap on the title to rename the recording ( ex. English 1A 7/20)
Tap the dark blue stop icon towards the bottom of the screen to stop
recording
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Exporting your Otter.ai Transcripts
Exporting Text
1.
2.
3.
4.
5.
6.
7.

Go to “My Conversations”
Click on desired recording
Click the the three vertical dots in the upper right corner
Select “Export”
Select “Export text”
Select “Plain text” or “TXT”
Select preferred formatting
a. Recommended formatting: Include speaker names, Include
timestamps, Merge same-speaker segments
8. Click “Continue” in the upper right corner
9. Select preferred export method (AirDrop, Email, etc.)
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Additional Information for Exporting Text
Plain Text vs. TXT
“Plain text” will be sent as a direct message not as an attachment.
One would have to copy and paste the transcript into a document to
save it.
“TXT” will send as an attachment that can be opened in your email’s
document viewer or can be downloaded directly to your computer.

Can I export the transcript as a PDF or DOCX?
Yes, however you would have to pay for the premium version of
Otter.ai. “Plain text” and “TXT” are free formats to export.
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Exporting Audio
1.
2.
3.
4.
5.
6.

Go to “My Conversations”
Select desired recording
Click the the three vertical dots in the top bar menu
Select “Export”
Select “Export audio”
Select preferred export method (AirDrop, Email, etc.)
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Editing Audio (optional, not necessary)
1. Select desired recording
2. Click the pencil icon in the top bar menu
3. Click “1x” in the top bar menu
4. Select desired speed
5. Save
*Note: Whichever speed you save the audio as is the speed it will play when
exported*
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How Do I Edit the Transcript Text?
Editing Live
● Not much editing can be done while recording aside from highlighting
and inserting photos.
● To highlight, tap the highlight icon in the bottom right corner or double
tap the text directly and select “Highlight.”
● To insert a photo into the transcript click the camera icon next to the
stop button. Allow camera access to the app if you have not done so
already.

10

Editing a Saved Recording
Adding Speakers’ Names
You can directly tap on the speaker icons next to the timestamps to
name them.

Editing the Text
● Click the pencil icon in the top bar menu. Select the desired text
to edit.
● To edit a single word simply tap on the word and retype it. Click
the green check-mark when done.
● To edit whole phrases, paragraphs, etc. double tap and highlight
desired text. Click the green check-mark when done.
● You can also edit the text after exporting once you have saved
the transcript as a Word document, Google document, etc.
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For Further Assistance Please Contact the
Following:
Canvasadors - Exclusive Mt. SAC Student Online Support
Email: canvasadors@mtsac.edu
Submit a help ticket through the Academic Support and Achievement

Center
Contact support through the Otter.ai App
1.
2.
3.
4.

Click the three horizontal lines in the upper left corner
Go to “Settings”
Scroll to “Support”
Click “Contact Support”
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