
 

Managing account settings for Otter.ai (transcription tool) 

 

If you set up a free account with Otter.ai (https://otter.ai/start-for-free )make sure 
that, once you have verified your account, you manage your account settings 
straight away. This will enable you to limit the activities of your Otter Meeting Note 
Taker to be an opt in resource for you, rather than Otter sending a note taker, for 
example, into all the meetings in your Outlook calendar. 

To do this: 

1. go to your account settings by clicking on the drop-down arrow next to 
your name … 

 

2. Click on Account Settings and select the Meetings tab 

 

 

3. Toggle off or select the following settings to shut down functionality as 
much as possible so that you can actively switch on the settings you want. 

See the example below of how to do this. 

 

https://otter.ai/start-for-free


 

 



 

 

Here’s a link to what the Meeting Settings all mean:  
https://help.otter.ai/hc/en-us/categories/13674443883031-Meeting-settings-
recordings 

 

Also here is a link to Otter’s Privacy Policy:  
https://otter.ai/privacy-policy 

Note the account setting above (Help improve otter) which you can switch to 
‘Don’t allow training’. 

 

How Otter uses your data: 

• Secure storage: Otter stores your recordings and transcripts in secure 
cloud storage.  

• Service provision: Your data is used to provide the services, including 
transcription and meeting summaries.  

• AI model improvement: Otter may use your de-identified audio data to 
train and improve its AI models, but individual users cannot be identified 
from this data.  

• No manual access: Otter staff does not access your personal audio 
recordings unless you give explicit consent to help with troubleshooting or if 
you opt-in to contribute data for system improvement.  
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