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A good start to the week. The team aligned on a quieter onboarding experience, a smaller first release, and a clear
path to testing Fieldwork with five independent studios.

&, Export summary - PDF | Word | MD

A simpler first hello
* Keep onboarding to three meaningful steps: choose a workspace, bring in a project, and make a first note.
s Let people explore before asklng them to configure anything.

s The first session should feel like opening a notebook, not setting up software.

What we decided
= September 21is our working date for the private preview.
s Ship the essentials first. Templates and shared werkspaces can follow.

» Use the Fieldwork design principles as our filter for every new feature.

Small steps, clear owners
[C) Alex — simplify the first-run screens by Thursday.

[ Maya — invite five studios to the preview by Friday.

Pictures show the real shared app interface with fictional demo content. Recording, Al, payments and connected accounts in
the demo are simulations. Availability depends on your installed version, platform, plan and service configuration.

recapp.ca/en/guide/
support@recapp.ca
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01. Start here

Recapp turns your conversations into notes you can review, search and share. This manual covers the 0.9.2
interface.
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_ & meETING 003 A simpler first hello
® Product studio ’
Studio research notes * Keep onboarding to three meaningful steps: choose a workspace, bring in a project, and make a first note.
® Research z Independent studios don’t need another
dashboard, They need a reliable way to find.. » Let people explore before asking them to configure anything.

Conversations 1

Sepd, 2026 - 3Emind0s resaarch « The first session should feel like opening a notebook, not setting up software.
WORKSPACE N

& MEETING | 004 What we decided
= Settings Un buen comienzo.

* September 21is our working date for the private preview.
Una conversacién sobre como empezar con
€D Connectors i

« Ship the essentials first. Templates and shared workspaces can follow.
R Estol « Use the Fieldwork design principles as our filter for every new feature.

Pro

Unlimited meetings and Small steps, clear owners

questions

Up to 120 minutes per meeting

[ Alex — simplify the first-run screens by Thursday.

() Maya — invite five studios to the preview by Friday.
RECAPP | DEMO

Actual shared interface with fictional demo data.

1. Install Recapp from the Downloads section of recapp.ca, then sign in with an available Google, Apple or
Microsoft account.

2. Open Settings > Preferences. Choose English or Espafiol and Light to match this guide.

3. Read the website Privacy policy for details about Azure processing. The app links to it in Settings >
Preferences.

4. Choose your workspace, select Record, give the meeting a title and start. When you stop, open the saved note
and review it.

Pictures show the real shared app interface with fictional demo content. Recording, Al, payments and connected accounts in
the demo are simulations. Availability depends on your installed version, platform, plan and service configuration.
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02. Workspaces and notes

A workspace is an ordinary folder that holds your notes and related files. The selected workspace controls where

new work is saved.
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%7 Connections A good start to the week. The team aligned on a quieter onbearding experience, a smaller

first release, and a clear path to testing Fieldwork with five independent studios.
E Reports

O + o, Export summary - PDF | Word | MD
® Conversations

e Product studio A simpler first hello

» Keep onboarding to three meaningful steps: choose a workspace, bring in a project, and

Research
make a first note.
N ERS R ACE » Let people explore before asking them to configure anything.
= g = The first session should feel like opening a notebook, not setting up software.
= ettings

€O Connectors What we decided

» September 21is our working date for the private preview

Pro = Ship the essentials first. Templates and shared workspaces can follow

Unlimited meetings and

questions = Use the Fieldwork design principles as our filter for every new feature.

Up to 120 minutes per meeting

Small steps, clear owners

RECAPP | DEMO

Actual shared interface with fictional demo data.

{£) MNote conversation o X

Ask this note &, Export prompt
D guestions - saved automatically

<

RECAPP - Monday, a little more aligned.

Ask about a decision, a next step, or something

you want to revisit in this note.

List action items Draft a follow-up Find decisions

» Chat options

Ask something about this conversation e

PRIVA

CLOUD - CHECK IMPORTANT DETAILS AGAINST THE TRANECRIET

1. Use the workspace selector to open a workspace. Free includes Personal; Pro adds other workspaces.

2. In All notes, search for a title, phrase or tag. Use the collection and note filters, then open a result. Pin

frequently used notes.

3. Create a written note, choose its title and collection, and edit with the formatting controls or Markdown. Review

unsaved changes before leaving.

4. Use a note's actions to rename, move, export or delete it. Move related files together through the app.

Deleting a note keeps source audio and transcripts for recovery. A full workspace backup includes attachments, transcripts

and any recovery files, not just Markdown notes.
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03. Record and import audio

Choose a title and the destination workspace before capture. Let participants know you are recording and obtain
the consent you need.

8 Studio notebook | Recording studio Q. Findathought =k ° O e

il recapp
[ Studio notebook

Give this conversation a name

Record a meeting
Ready when you are
||| I
B Al notes 6

@ Tasks 7

00:00

SIMULATED RECORDING « DEMO MODE

<* Ask your workspace

B Briefings

L

Connections

Reports
l,ug Start recording I, Import audio
COLLECTIONS +

Jp to 120 minutes per meeting
@ Conversations Up to 120 minutes per meeting

@ Product studio 0 — .
@ Defaultmicrophone @) Studio notebook € Auto-detect language

Research

WORKSPACE

A% Let everyone in the meeting know they’re being recorded.
% Settings

€D Connectors
This demo simulates recording and Al. No audio or meeting content is uploaded

Pro

Unlimited meetings and
questions

Up to 120 minutes per meeting

Actual shared interface with fictional demo data.

1. Select Record. Confirm the workspace and title, then start recording. Grant microphone permission when
asked.

2. Pause to exclude a break and Resume to continue. You can leave the recording view; the recording indicator
lets you return.

3. Write private scratchpad notes during capture. They stay separate unless you explicitly include them in a
summary.

4. Stop and save to keep the recording. A recording flagged for review remains available for your decision.
Discard only when you want to remove the capture.

5. Use Import audio for an existing recording. Processing needs internet, sign-in and remaining plan allowance.
Failed processing can be retried from the saved note.

Recordings during the free month and with Pro stop and save at two hours. After the free month, upgrade to record more
meetings. Windows records default output and microphone. Mac system audio needs macOS 15.2+ and Screen & System
Audio Recording permission. iPhone and Android use the microphone and generally cannot capture another app's call
through headphones.
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04. Screenshots and private scratchpad

An image can help explain a slide, diagram or screen discussed in a meeting.

Il Pause O Finish & make notes

Capture Attach

il recapp

[@ Studio notebook

e DEMO - Project review

Milestone: prototype approved

Recording meeting
00:00

00:12 - 10/22/2026, 2:27:10 AM

B Allnotes 6

Include in Azure processing
@ Tasks 7

Up to 120 minutes per meeting
‘F Ask your workspace
{ Default microphone  [8) Studla noteback @ Auto-detact lanquage

& Briefings
¥ Connections
E Reports 5 . . , .

A Let everyone in the meeting know they’re being recorded.

COLLECTIONS +
This demo simulates recording and Al. No audio or meeting content is uploaded

® Conversations

& Product studio

Research z Scratchpad

Keep your own observations and questions here. These are personal notes, separate from what
WORKSPACE
was said

(PW N

Private example: confirm the date of the next review.

% Settings

¢2 Connectors

Pro

Unlimited meetings and
questions

Up to 120 minutes per meeting

RECAPP [ DEMO

Actual shared interface with fictional demo data.

1. During recording, Capture opens a region selection with the desktop app moved out of the way. Attach opens
a PNG/JPEG. On mobile, take a screenshot with the device controls and attach it.

2. Review each image. Include it in Azure processing only if you want its contents used; remove an image you do
not need.

3. You can attach up to eight images, each up to 4 MB. Open saved images from the note to inspect them.

4. Use the scratchpad for your own observations. Choose whether it contributes to a summary; review the exact
content before sharing.

Visual context is separate from spoken transcript. Included screenshots are sent to Azure, saved with the local note and travel
with applicable workspace exports. Check for private information before including or exporting them.
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05. Review summaries, transcripts and speakers

Generated content is a draft. Check decisions, names, dates and tasks against the original conversation.

[B Studio notebook [ All notes

il recapp

All notes.

Conversations become connections.

[@ Studio notebook

Q, Search your notes.

Al Meetings Chats Pinned
Record a meeting
Ready when you are
RECENT NOTES 05
E Allnotes 5 & MEeeTING | 001 3
Manday, a little more aligned.
@ Tasks & A good start to the week. The team aligned
on a quieter onboarding experience, a small...
‘F Ask your workspace
Sep7,2026 - OminG6s feldwork
& Briefings
() note ooz o

¥ Connections Fieldwork design principles

Fieldwork is a quieter
Zl Reports work. These are the thing:

ant to feel

Seps, 2026 - Text note Felduark
COLLECTIONS +

@ MEETING [ 003
® Product studio :

Studio research notes
® Research Independent studios don't need another
dashboard. They need a reliable way to find

Conversations
Sep4, 2026 - 3Bmin&0s research

WORKSPACE
& MEETING | 004

% Settings Un buen comienzo.

¢2 Connectors

Pro

Unlimited meetings and =
questions ( \.
| g

Up to 120 minutes per meeting

RECAPP [ DEMO

Actual shared interface with fictional demo data.

organize creative

Q Findathought %k @ Demo e

& [ Product studio (5 Ask this note ) Redo summary £ Edit & 4 0 DO ow

O A CONVERSATION, GAPTURED « Saved locally

Monday, a little more aligned.

5 sep7, 2026 Omin58s A, 3speakers 4% English

#fleldwork  #planning  + Add tag

B summary £ Transcript & @ Tasks & Scratchpad & Links 4

(@ Select a timestamp to seek. Select a speaker name to rename every occurrence.

Automatic speaker labels and voice matches are provisional. Review names against the recording; unassigned passages remain unknown.

Local speaker memory Match remembered voices

Enable speaker memory in Settings to match confirmed voices locally. Speaker memory

Demo simulation only. No voice model is downloaded, no voice is analyzed, and browser demo profiles are not encrypted

® Alex 1000
Let's start with the first run. | think three steps is enough: choose a workspace, bring in a project, and make a first note.
Everything else can wait until someone needs it.

& Correct transcript

® Maya 00:10
That feels right. The first session should feel like opening a notebook. | can invite five independent studios to try the
private preview. I'll send those invitations by Friday.

& Correct transcript

Sam  ©0:20

1. Open a meeting note. Read its summary and switch to Transcript to check the source wording. Use playback

and timestamps when audio is available.

2. Rename speaker labels after listening to the voice. Calendar invitees are context; they do not prove who

attended or spoke.

3. Edit the summary with the editor. Generate a summary or tasks separately when needed. Regeneration lets
you choose template, detail, language and the available processing model.

4. Review earlier summary versions in history before restoring a draft. Keep task completion changes when

rewriting summaries.

5. If processing fails, keep the saved audio, review the error, reconnect to the internet and retry. Pause pending

work if you need to defer processing.

Language preferences affect new generated content. Changing the interface language does not translate your existing notes.
Do not close or delete source files while processing is using them.
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06. Ask a note or your workspace

Use chat to revisit decisions, find next steps or draft a follow-up from saved content.

[ Studio notebook | All notes Q, Find athought =k @ e
il recapp
& [ Product studlo (5 Ask this note C Redo summary
[@ Studio notebook (5 Note conversation ] X
& Edit & O DO @
Ask this note & Export prompt

RECAPP - Monday, a little more aligned.
Ready when you are

Record  meeting Monday, a little more aligned. ¥

€ Sep7,2026 @ Omin58s & 3speakers & English Ask about a decision, a next step, or something
you want 1o revisit in this note.
B Allnotes 6 #fleldwork  #planning  + Add tag
@ Tasks 7
B Summary = Transcript & @ Tasks £ Seratchpad & Links

‘F Ask your workspace

[ Brisfings

s 8 45 THE SHORT VERSION

%/ Connections A good start to the week. The team aligned on a quieter onbearding experience, a smaller
first release, and a clear path to testing Fieldwork with five independent studios.

E Reports

CULLECRIURS + ok Export summary - PDF | Word | MD

e Conversations

s Product studio A simpler first hello

= Keep onboarding to three meaningful steps: choose a workspace, bring in a project, and

Research
make a first note.

WORKSPACE = Let people explore before asking them to configure anything.
= g # The first session should feel like opening a notebook, not setting up software.
-y ettings
¢D Connectors What we decided List action items Draft a follow-up Find decisions

= September 21 is our working date for the private preview.

» Chat options

Pro # Ship the essentials first. Templates and shared workspaces can follow.
Unlimited meetings and [ \
—— g * Use the Fieldwork design principles as our filter for every new feature. Ask something about this conversation e ‘
Up to 120 minutes per meeting -

Small steps, clear owners PRIVATE AZURE CLOUD - CHECK IMPORTANT DETAILS AGAINST THE TRANSCRIET
RECAPP | DEMO

Actual shared interface with fictional demo data.

1. Open a note and choose Ask this note. Write a specific question, such as “Which decisions still need an
owner?”

2. Choose an available chat model and whether related notes can contribute. Review citations to open the
supporting note, transcript passage or image.

3. Workspace chat searches the accessible notes in the chosen scope. Narrow the question when the source
material is broad.

4. Conversations are saved locally. Export a prompt or reviewed answer when useful; drafting a follow-up does
not send it.

Free includes three questions per meeting; Pro has unlimited meeting questions. Answers depend on the sources found.
Check the cited evidence before acting on an answer.
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07. Tasks and follow-through

Tasks come from saved notes and remain connected to their source.
B Studio notebook | Tasks Q, Findathought =k [ CE LI T
il recapp @

FOLLOW THROUGH

Tasks

[@ Studio notebook

. ) + Add task
Action items from the notes in this workspace
|||||
Record a meeting
arch tasks
Ready when you are Open Completed All Q FrrEhirs
E Allnotes 7 Owner [ All owners v| Priority [ All priorities _ ~| Duedate |Any date v|
@ Tasks El
< Ask your workspace [] Alex — simplify the first-run screens by Thursday. i
. Weekly planning - example Oct 22, 2026
= Briefings
- —
V' Connections 7] Maya — invite five studios to the preview by Friday. p
a2 Weekly planning - example Oct 22, 2026
E Reports Weekly planning - example
COLLECTIONS + [T] Alex — simplify the first-run screens by Thursday. &
Monday, a little more aligned. Sep 7, 2026
o Conversations 3
® Product studio p— R N R .
[_] Maya— invite five studios to the preview by Friday. v
Research 2 Monday, a little more aligned. Sep 7, 2026
WORKSPACE — . <
| | Diego — preparar tres proyectos de ejemplo antes del miércoles. z
% Settings Un buen comienzo. Sep 3, 2026
¢2 Connectors
[ ] Lucia—revisar los textos de bienvenida y las etiguetas. a
Un buen comienzo. Sep 3, 2026
Pro
Unlimited meetings and
P —— | | Measure the windowsill. Vi
Up to 120 minutes per meeting A weekend with a little green. Sep 6, 2026
RECAPP | DEMO
™1 Find three cmall nate with drainane »

Actual shared interface with fictional demo data.

1. Open Tasks. Choose Open, Completed or All, then search or filter by owner, priority or overdue date.

2. Open a task's source note to review its context. Add or edit a task with a clear owner, due date and priority
when known.

3. Mark tasks complete as the work is done. Changes update the saved note; deleting or changing a task affects
the local source.

4. Generate tasks independently of a summary. Review inferred commitments before accepting them.

Completing a Recapp task does not update an external project tracker. Send reviewed tasks through a configured workflow
when you want another system to receive them.
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08. Tags, links and Connections

Connections show real relationships between your notes, collections and shared tags.
[@ Studionotebook | Connections Q Findathought xk [ CE LI T
il recapp @

YOUR CONNECTED WORKSPACE

Connections

[@ Studio notebook

" 5 A £ Edit connections [> Resume motion
Explore the ideas, meetings, and topics that belong together.
|||||
Record a meeting Explore - | 100% +  Resetview
Ready when you are
Elndalnctalonionic Drag to explore - Seroll or pinch to zoom
Search titles and tags
B Allnotes 7 9
@ Tasks a Central topic
‘F Ask your workspace #ieldwork h
£ Briefings Graph scope
i ~
7 Connections All connections
E Reports Tags . #planning
O collections - .
Un buen comienzo.
COLLECTIONS + Unconnected notes
e Conversations 3 Color by
@ Product studio 2 Content type v
S ) #espafiol . Monday, a little more aligned.
Research - » Layout forces . P
WORKSPACE
9 notes
% Settings
23 connections
¢2 Connectors
Hover or focus to highlight
neighbors. Drag a node to
Pro ® Meetings @ Nowes @ Tags
arrange it. Select a note to open
Unlimited meetings and it.
questions
R T e T T Graph history @ 10222026, 2:27:10 AM Play history Show present

Manage tags —

RECAPP [ DEMO

Actual shared interface with fictional demo data.

1. Add tags to a note, accept useful suggestions and link related notes. Use Settings > Tags manager to maintain
your vocabulary.

2. Open Connections and choose a central topic: tag, note, collection or workspace. Select a node to open its
note.

3. Pan, scroll, pinch or use zoom controls to inspect the graph. Fit the view when you lose your place; motion is
optional.

4. Use filters, history and connection editing to review relationships. Unconnected notes remain separate.

A line shows a saved link, shared tag or other supported relationship. It does not prove that one meeting caused another.
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09. Reports and activity

The dashboard describes saved activity. Pro can turn matching summaries into an editable report.
[B Studio notebook | Reports Q, Findathought K [ CE LI T
il recapp @

YOUR DAY, CONNECTED

Reports

Understand your activity. Share what matters

[@ Studio notebook

Record a meeting Reporting period Date In period Perlod ends
Ready when you are
Daily v 2026-10-22 [m] 2026-10-22
@ All notes 7 workspace Collection Tag
@ Tasks a Studio notebook v All collections v All tags v
‘F Ask your workspace
Include chats

] Briefings Today
%7 Connections One day, one calendar week, or one calendar month. Weeks run Monday to Sunday.

E Reports
Activity dashboard 2026-10-22 + 2026-10-22

COLLECTIONS +
@ Conversations 3 Workspaces in period Collections Relationships Tags
® Product studio 2 1 1 1 3

3 total In workspace Within this period and fliters Saved links and shared-tag pairs Within this period and fiiters

Research

WORKSPACE Meetings Meeting time Average meeting Active days
- . "
% setings 1 Omin58s Omin58s 1

Within this perlad and filters Known recording durations Across 1 meetings with duration Days with newly created notes
¢2 Connectors

Personal notes Chats Open actions Completed actions
Pro
Unlimited meetings and 0 1 2 1
UBELCHE Within this perlod and filters Within this perlad and fliters Unchecked tasks In saved notes Checked tasks In saved notes
Up to 120 minutes per meeting
e e Metrics use completed notes created in this period. Active days count note creation dates. Relationships count distinct pairs within the selection. Collections are counted per workspace.

Actual shared interface with fictional demo data.

1. Open Reports. Choose Daily, Weekly or Monthly and an anchor date. Weeks run Monday-Sunday; months
follow calendar boundaries.

2. Select workspace scope, collection and exact tag. Choose whether saved chats are included. Review totals
and source coverage.

3. Choose a report template and detail, then generate a shareable summary. Reports use saved summaries; they
do not transcribe the audio again.

4. Review and edit the draft before copying or exporting PDF, Word or Markdown. Regenerate after changing
scope or when sources change.

Unavailable workspaces can block generation. Large reports are processed in batches; coverage and any unavailable
sources are shown. Activity totals are not a measure of time spent using the app.
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10. Google and Outlook calendars

Pro calendars are read-only connections, separate from your Recapp sign-in.

[E Studionotebook | Google Calendar Q Findathought %k @ [ CE LI T
il recapp

MEETINGS

Google Calendar

Bring context to your next conversation.

[@) Studio notebook

Manage connection =5

Record a meeting

Ready when you are E
B All notes 7 This calendar is not connected.
©@ Tasks 9 Enable a calendar in Connectors to add its meeting section below All notes.

‘F Ask your workspace
q Briefings

¥ Connections

Reports

COLLECTIONS +

® Conversations

® Product studio
Research

WORKSPACE

-

o Settings

¢2 Connectors

Pro

Unlimited meetings and
questions

Up to 120 minutes per meeting

Actual shared interface with fictional demo data.

1. Open Connectors and select Google Calendar or Outlook Calendar. Connect an account and review the
provider's requested permissions.

2. Select the calendars to display and save your choice. You can connect multiple accounts; the app permits up
to 20 accounts and 10 calendars per account.

3. Refresh the calendar, inspect a meeting, then join, start a recording, prepare a note or ask about the meeting.

4. Review participant context before processing. A recording-notice email opens as an editable draft; review
recipients and send it yourself.

5. Reconnect if access expires. Disconnect an account when no longer needed and remove provider consent if
required. Organization administrators may need to approve access.

Recapp cannot modify calendar events. It does not read your mailbox. Invited people do not prove attendance, and a notice
email does not replace recording consent.
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11. Prepare meetings and a daily briefing

Briefings bring selected calendar meetings, related local notes and open tasks together before a conversation.

B Studio notebook [ Briefings Q, Findathought K @ Bame z_nnnum
il recapp
[@ Studio notebook BEFORE YOUR NEXT CONVERSATION
Briefings Briefing preferences
|||||
Related context, relevant people and open tasks, kept in your workspace
Record a meeting
Ready when you are
B Allnotes 7 Arrive with context
© Tasks s Bring related conversations, calendar participants and unfinished source tasks into one loca

preparation view.
‘F Ask your workspace

= Briefings Enable briefings

¥ Connections

E Reports

COLLECTIONS +

® Conversations

® Product studio
Research

WORKSPACE

% Settings

¢2 Connectors

Pro

Unlimited meetings and
questions

Up to 120 minutes per meeting

Actual shared interface with fictional demo data.

1. Enable briefings in Settings > Briefings and connect an eligible calendar. Choose all meetings or external
meetings and unknown participants.

2. Open Briefings and select a meeting to review people, related conversations, open tasks and the suggested
agenda.

3. Prepare a meeting briefing or the daily briefing. Open the saved note and edit it to suit your needs.

4. Refresh calendars when needed. If sources change, review the stale indication and explicitly update the saved
briefing; the previous draft stays in history.

Preparation stays local and changes only when requested. Recapp does not send daily briefing emails. Missing identities
remain included for review rather than being assumed internal.
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12. Export, share and back up

Choose exactly what leaves your workspace and review the result before sending it.

Export note x

Choose what to share. PDF, Word and Markdown notes do not
include the transcript or recording.

Export format

PDF - Notes

cencel

Actual shared interface with fictional demo data.

1. Use a note's Export action. Choose Markdown, Word or PDF for the note, or explicitly choose transcript or
audio when those are needed.

2. Reports can be exported as PDF, Word or Markdown. Review the edited report and its scope first.

3. Use the device's share or save dialog to choose a destination. Exporting does not email a document
automatically.

4. Use Settings > Workspace to export the current workspace. Keep backups of the full folder and test that notes
and attachments are readable.

Note PDFs do not automatically include original audio or the full transcript. Exported files, system share caches and your
backups may persist after you delete a note. Pro can turn Recapp attribution off.
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13. Send a reviewed workflow export

Pro can send a selected summary or tasks to an HTTPS webhook in Power Automate, Zapier, Make, n8n or your
own service.

[ Studio notebook | Connectors Find athought  xk [BemoRcEsunk
Mieros
i recapp

REVIEW BEFORE SHARING

Workflow webhook

Connect a workflow in Power Automate, Zapier, Make, n8n, or your own service

8] Studio notebook

Record a meetin, puUTOMATION
9 Demo only. No credentials are stored and no content is sent.

Ready when you are
<o Workflow webhook >
B Allnotes 7 CALENDARS Destination
@ Tasks L] E oogle calendar Choose a destination to receive reviewed exparts.
< Ask your workspace G P Your endpoint and optional token are stored securely on this device. Only the destination host is shown here.
B3 Briefings

Configure destination
NOTES & KNOWLEDGE

u OneNote

% Connections

E Reports
[ wotion Review an export
COLLECTIONS +
Choose a saved note and the content to send. You review the exact export before sending it.
® Conversations 3 PRUJEGTS A TASKS
Source note
® Product studio z Jira
Weekly planning - example v
Research
[
e Asana Cantent
WORKSPACE
CUSTOMER RELATIONSHIPS Summaw e
% Settings
a Salesforce
€D Connectors
HubSpot
% P Recordings, transcripts, screenshots, and private scratchpad notes are excluded. Each send requires a new review.

Pro

Unlimited meetings and
questions

Up to 120 minutes per meeting

RECAPP | DEMO

Actual shared interface with fictional demo data.

1. Open Connectors > Workflow webhook and configure a destination. The endpoint and optional token are
saved securely on the device.

2. Choose a saved note and Summary or Tasks. Select Review export.

3. Read the exact payload, confirm the destination host and send only when it is correct. Every send requires a
new review.

4. Change the destination or disconnect it when needed.

Recordings, transcripts, screenshots and private scratchpad are excluded from this export. OneNote, Notion, Jira, Asana,
Salesforce and HubSpot cards marked Coming soon are setup previews, not live integrations.

Recapp | 0.9.4 | October 22, 2026 15



14. Settings > Account

Manage sign-in separately from your local files.

il recapp

[@ Studio notebook

Record a meeting
Ready when you are
B Allnotes
@ Tasks
‘F Ask your workspace
& Briefings
¥ Connections

E Reports

COLLECTIONS

® Conversations

® Product studio
Research

WORKSPACE

-

= Settings

¢2 Connectors

Pro

Unlimited meetings and
questions

Up to 120 minutes per meeting

RECAPP [ DEMO

¢ @ O e © U ]

x

[B Studio notebook [ Settings Q, Find a thought

MAKE YOURSELF AT HOME

Account

Your content belongs to you. Choose local storage or private cloud sync in Preferences.

Manage your sign-in and account.

Account
Billing Demo account
Preferences Pro plan - Your files stay on this device.
Notifications Sign out Delete account
Meeting automation
Privacy policy  Help & support
Briefings
Summary
Personalization

Speaker memory

Tags manager

Templates

[ workspace

Actual shared interface with fictional demo data.

EK

@ Demo account
Micrazoft

1. Review the current account and sign-in provider. Sign out to lock access to the workspace on this device.

2. Use Delete account when you want the account profile and sessions removed. Read the confirmation before

continuing.

3. Open Privacy policy or Help & support from this panel when needed.

Signing out or deleting an account does not delete your local notes, recordings, backups or exports. Cancel a subscription
separately with its payment provider.

Recapp | 0.9.4 | October 22, 2026
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15. Settings > Billing
Review your free month and subscription status.
||||| e [ Studio notebook | Settings Q, Findathought =k @ [ CE LI T

Billing

Your content belongs to you. Choose local storage or private cloud sync in Preferences.

[@ Studio notebook

Review your plan, usage, and subscription.

Record a meeting A\ Account
Ready when you are
Billing Your plan Pro - Demo
B Allnotes u % Preferences
© Tasks s @ Notifications Free Pro Enterprise
& asky o Room for every conversation. Custom implementation in
SR @ Meeting automation $0 your organization’s
) infrastructure. Storage and
) Briefings § Monthly Yearly
— B eriefings = 30 days with every Pro deployment are agreed with
feature $8.99 USD $79.99 USD your organization
¥ Connections
Summar! n = . er month er year
@ Y = Unlimited meetings during . L e See how meetings, notes,
E Reports n your free month shared chat insights and
- o <% Personalization 2 t dat Recap
Applicable taxes are calculated at Stripe action updates in Recapp
= Read-only access after
) Checkout become company signals and
COLLECTIONS + A% Speaker memory theitial measurable decisions
* Keep reading and s Unlimited meetings
® Conversations 3 &2 Tags manager exporting your content ‘ Explore Enterprise S
= Upto 2 hours per meeting demo
®  Productstudio Templates Pro * Unlimited questions
Research Unl\m!ted meetings and = All workspaces and report summaries Fictional company - Simulated
Workspace questions Al - Browser-only changes
Up to 120 minutes per meeting » Google and Outlook calendars
WORKSPACE
Pro is active on this device. ContactLs
% Settings
Use Pro across your signed-in devices. Enable
¢2 Connectors cloud storage in Preferences to synchronize
content.
Pro
Unlimited meetings and
questions Refresh plan

Up to 120 minutes per meeting

Demo plan contrals only change this browser. No purchase or real subscription is created
RECAPP  DEMO

Actual shared interface with fictional demo data.

1. Your first 30 days include every Pro feature and unlimited meetings. Afterward, read and export all your
content; upgrade to record, edit or use Al. There is no automatic charge when the free month ends.

2. Choose Monthly or Yearly for Pro and use the available secure checkout. Pro includes meetings up to two
hours, unlimited meeting questions, more workspaces, report summaries and supported connectors.

3. Refresh plan after a purchase. Manage or cancel with Stripe or the App Store. On iPhone, Restore purchases
checks an existing purchase.

4. If Pro is active elsewhere, choose Activate Pro on this device and review the transfer. Redeem an eligible
access code where the control is offered. Contact support for Enterprise.

Pro works across signed-in devices; cloud sync is optional. Activating another device does not copy your files. Demo plan
changes and payments are simulated.
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16. Settings > Preferences
Choose the interface language and appearance independently of your note content.
||||| e [B Studio natebook [ Settings Q, Findathought K @ [ CE LI T

MAKE YOURSELF AT HOME

Preferences

Your content belongs to you. Choose local storage or private cloud sync in Preferences.

[@ Studio notebook

Choose how Recapp looks and the language it uses

Record a meeting A\ Account
Ready when you are
Billing
Interface language N
English ~
B All notes 5 = Preferences Follow your device, or choose a language for Recapp
@ Tasks & (© Notifications
Theme
Light =
g N Follow your device, or choose a light or dark workspace.
¥ sk your workspace Q' Meeting automation ’
& Briefings &) Briefings
=
¥ Connections @ summary
Storage & sync
3| s 4 Personalization
Keep your work on this device, or use private Azure cloud storage to access it across your devices.
3
COLLECTIONS + A% Speaker memory Cloud storage uses encrypted connections and encryption at rest. Recapp can access content to provide synchronization and cloud Al; this is not
device-only end-to-end encryption. Up to 20 GB is included. A local copy remains available on each synced device.
e Product studio 2 €2 Tags manager
Notes, recordings, attachments, templates, tags, speaker profiles, and portable preferences are synchronized. Sign-in tokens and device
® Research [ Templates permissions stay on each device.
Conversations 1 Stored locally

[ workspace

WORKSPACE Use cloud storage Download and delete cloud content

% Settings

¢2 Connectors

Exports

Pro

Include Recapp title and link
Unlimited meetings and
questions Add Recapp attribution to exported documents. Pro users can turn it off.

Up to 120 minutes per meeting

RECAPP [ DEMO

Actual shared interface with fictional demo data.

1. Interface language: Auto follows the device; English and Espafiol are explicit choices. Unsupported device
languages fall back to English.

2. Theme: Auto follows the device; Light and Dark stay selected until you change them. This manual uses Light.

3. Preferences shows storage and sync, Diagnostics, and version/build with the available update check. Review
What's new or replay the app tour from the app's help controls.

Summary language is a separate setting. Your written text, speaker names and existing notes are not translated when you
change the interface.

Recapp | 0.9.4 | October 22, 2026
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17. Settings > Notifications
Choose which app events use local system natifications, then Save preferences.
||||| o [B Studio natebook [ Settings Q, Findathought K @ [ CE LI T

MAKE YOURSELF AT HOME

Notifications

Your content belongs to you. Choose local storage or private cloud sync in Preferences.

[@ Studio notebook

Record a meeting A\ Account
Ready when you are a a
Notifications
Billing
oose which local app events use system notifications. Your device manages permission and soun
E Allnotes 7 = e Ch hich local 1 1 tificat Your d d d
- references
Q@ Tasks & @ Notifications

System permission: Simulated in this demo Review permission

¥ sk your workspace Meeting automation

©

] Briefings Recording started

B eriefings
When capture begins.
%7 Connections B summary
5] Recording saved
Reports s
- . <% Personalization
When capture ends and your recording is ready to review.
A Speaker memon
COLLECTIONS + o Sp ¥
Long recording reminders
o Conversations 3 &5 Tags manager
D Teg 9 At your chosen recording reminder interval
® Product studio Templates
e Detected meeting prompts
Workspace When a selected desktop app starts using the microphone.
WORKSPACE

Meeting-end alerts
= Settings <

When your tracked meeting app stops using the microphane.
¢2 Connectors

Summary ready

When the processed summary has been

successfully.
Pro

Unlimited meetings and

questions Processing needs attention
Up to 120 minutes per meeting When processing fails and saved work needs a retry.
RECAPP | DEMO

Actual shared interface with fictional demo data.

1. Review permission to manage notifications in your device settings. The operating system controls sound and
delivery.

2. Turn Recording started, Recording saved and Long recording reminders on or off.
3. Choose Detected meeting prompts and Meeting-end alerts for supported meeting detection.

4. Choose Summary ready and Processing needs attention to hear about saved results or work that needs a
retry.

Turning off notifications does not remove duration limits or Android's recording indicator. These settings do not send email.
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18. Settings > Meeting automation

Supported Windows and Mac devices can notice selected apps using the microphone.

[B Studio notebook [ Settings

il recapp

MAKE YOURSELF AT HOME
[@ Studio notebook

Meeting automation

Record a meeting A\ Account
Raady when you are
Billing
B Allnotes 7 = Preferences
@ Tasks 2 @ Notifications
¥ sk your workspace U Meeting automation
8 Briefings & Briefings
-
¥ Connections B summary
E Reports s
<% Personalization
A\ Speaks
COLLECTIONS + O R ST 7
e Conversations 3 €2 Tags manager

& Product studio
u . Templates

Research
[ workspace

WORKSPACE

-

= Settings

¢2 Connectors

Pro

Unlimited meetings and
questions

Up to 120 minutes per meeting

RECAPP [ DEMO

Actual shared interface with fictional demo data.

Your content belongs to you. Choose local storage or private cloud sync in Preferences.

Choose when recording starts and how meeting detection behaves.

Meeting automation

Q Findathought %k @ Demo e

Set how Recapp notices meetings, starts capture and handles the end. Automatic detection is available on supported

Windows and Mac computers.

Start recording
Ask when a meeting is detected

Detect these apps

Microseft Teams

Webex
Google Chrome

Firefox

Stable signal before starting

5 seconds

Microphone inactivity grace

30 seconds

Recording reminder

Every 60 captured minutes

<]

Zoom

<]

Slack

<]

Microsoft Edge

<]

Safari

When the meeting ends

Stop and save after a warning v

Warning before automatic stop

10 seconds v

Mo apps selected means no automatic starts. Returning microphone activity cancels a pending stop. Reminders count captured time
and pause with recording. Plan duration limits always apply. Changes apply to the next meeting; pending start or stop countdowns can

1. Start recording: choose manual recording, ask when a meeting is detected, or start automatically. Choose

which supported apps to detect.

2. Browser meetings are included by default. Select or deselect each browser with the other apps. Set a stable

signal delay before starting.

3. When the meeting ends: finish manually, receive an alert and keep recording, or stop and save after a warning.

4. Set microphone inactivity grace, warning countdown and recording reminder interval. Save preferences.
Cancel a pending start or stop when the detection is wrong.

No selected apps means no automatic starts. Returning microphone activity cancels a pending stop. Reminders repeat at the
selected interval of captured time; pauses do not count. Changes apply to the next meeting; plan limits still apply.

Recapp | 0.9.4 | October 22, 2026
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19. Settings > Briefings

Choose whether calendar-based preparation appears and which meetings it covers.

il recapp

[@ Studio notebook

Record a meeting
Ready when you are
B Allnotes
@ Tasks
‘F Ask your workspace
& Briefings
¥ Connections

E Reports

COLLECTIONS
e Conversations
& Product studio

Research

WORKSPACE

% Settings

¢2 Connectors

Pro

Unlimited meetings and
questions

Up to 120 minutes per meeting

RECAPP [ DEMO

Actual shared interface with fictional demo data.

Studio notebook |

A

4

©

©

MAKE YOURSELF AT HOME

Briefings

Your content belongs to you. Choose local storage or private cloud sync in Preferences.

Account

Billing

Preferences

Natifications

Meeting automation

Briefings

Summary

Personalization

Speaker memory

Tags manager

Templates

[ workspace

Settings

Q Findathought %k @ Dwmo aceoumt

Briefings

Prepare upcoming meetings from your selected calendars, related saved notes and open tasks. Preparation stays
local and is refreshed only when you ask.

Enable briefings

Show a dedicated preparation workspace for upcoming meetings.

Meeting coverage

All selected-calendar meetings v

External coverage skips a meeting only when every known active participant shares your account email domain. Missing or incomplete
identities remain included for review. No daily email or background calendar surveillance

Openbrietings

1. Enable briefings to show the dedicated preparation workspace. This needs Pro and a supported connected

calendar.

2. Meeting coverage: choose all selected-calendar meetings or external meetings and unknown participants.

3. Save preferences, open Briefings and prepare or update the note when ready.

External coverage skips a meeting only when all known active participants share your account's email domain. Incomplete
identities stay available for review. No daily email is sent.

Recapp | 0.9.4 | October 22, 2026
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20. Settings > Summary

These defaults apply to new summaries and tasks; you can choose again when regenerating a note.

[ Studio notebook | Settings Q, Findathought K @ Demo e
il recapp

MAKE YOURSELF AT HOME

Summary

Your content belongs to you. Choose local storage or private cloud sync in Preferences.

[@ Studio notebook

Choose the language, detail, and structure of generated notes

Record a meeting A\ Account
Ready when you are
Billing
Ready to process
B Allnotes u % Preferences
Automatic summary generation a
v
@ Tasks i © Notifications Prepare a summary after transcription. You can generate it later
¥ sk your workspace Q' Meeting automation
Automatic task generation
- _
= Briefings E Briefings Extract commitments after transcription, independently of the summary.
¥ Connections B Summary
Summary language
Match recording ~
El Reports n Choase the language for newly generated notes.
- o <% Personalization
3
COLLECTIONS + A} Speaker memory Meeting summary template J— o
utomatic —mate... ~
Choose the structure used for new summaries. You can choose again when regenerating a note
® Conversations 3 €5 Tags manager
& Product studio .
Templates Summary detail
k] B Standard =
Choose how much source detail to include in new notes
Research
[ workspace
WORKSPACE Default transcription model Use plan default - Standard transcription =
- . Saved on this device for new recordings and audio imports
~o Settings Selected model: Standard transcriptior
¢2 Connectors
Default processing model
P 9 Use plan default - Fast o

Saved on this device for summaries and reports included in your plan. Chat has its

own model choice Selected model: Fast
Pro
Unlimited meetings and
questions Fast is the everyday default. Choose Deep analysis only for complex, high-stakes, or nuanced work.

Up to 120 minutes per meeting

RECAPP | DEMO Transcript language
RECAPP | DEMO AUTO
English and Spanish, detected automatically.

Actual shared interface with fictional demo data.

1. Automatic summary generation and Automatic task generation are independent switches. Turn either off to
generate it later.

2. Summary language: match the recording, English or Espafiol. Transcript language is detected automatically
for supported English/Spanish speech.

3. Choose a meeting summary template and Concise, Standard or More detailed. Automatic template selection
follows the meeting's apparent purpose.

4. Choose an available default transcription model and processing model, or use the plan default. The app
identifies the selected model and available choices.

Model availability depends on your plan and the service. Chat has its own model choice. Changing a default does not rewrite
an existing note.
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21. Settings > Personalization

Custom vocabulary helps transcription recognize names, acronyms and specialist terms.

il recapp

[@ Studio notebook

Record a meeting
Ready when you are
B Allnotes
@ Tasks
‘F Ask your workspace
& Briefings
¥ Connections

E Reports

COLLECTIONS
e Conversations
& Product studio

Research

WORKSPACE

-

= Settings

¢2 Connectors

Pro

Unlimited meetings and
questions

Up to 120 minutes per meeting

RECAPP [ DEMO

Actual shared interface with fictional demo data.

Studio notebook |

A

¢ @™ O e © U

x

MAKE YOURSELF AT HOME

Personalization

Your content belongs to you. Choose local storage or private cloud sync in Preferences.

Account

Billing

Preferences

Natifications

Meeting automation

Briefings

Summary

Personalization

Speaker memory

Tags manager

Templates

[ workspace

Settings

Q, Find a thought

Improve recognition of names and specialist terms.

Custom vocabulary

Help recognize names, acronyms, and specialist terms. Add one term per line.

Custom vocabulary

A project name or specialist term

Use up to 100 terms, with at most 80 characters each.

Save vocabulary

1. Enter one term per line, such as a product name or technical acronym.

2. Use up to 100 terms, each at most 80 characters. Save vocabulary.

3. Correct the transcript when recognition is wrong. Update the vocabulary for future processing.

EK

@ Demo account
Micrazoft

Vocabulary is a recognition hint, not a guarantee. Terms can be sent with the selected transcription request, so include only

what you intend to share for processing.
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22. Settings > Speaker memory
Optional voice matching remembers speakers you confirm in this workspace.
||||| o [B Studio natebook [ Settings Q, Findathought K @ [ CE LI T

MAKE YOURSELF AT HOME

Speaker memory

Your content belongs to you. Choose local storage or private cloud sync in Preferences.

[@ Studio notebook

Confirm voices for future local matching.

Record a meeting A\ Account
Ready when you are
Billing
Remember voices locally |—|
B Allnotes 7 = Preferences Recognize previously confirmed speakers in this workspace. —
Tasks 9 i
@ @ Natifications Optional model download: about 26.5 MB. Voice matching runs on this device.
¥ sk your workspace Q' Meeting automation
Demo simulation only. No voice model is downloaded, no voice is analyzed, and browser demo profiles are not encrypted.
= Briefings B Briefings
Matched names become part of your notes and follow your processing and export choices.
¥ Connections B summary
Disabling keeps remembered voices. Forget or clear them below to remove profiles. Existing transcript names stay unchanged
E Reports o
< Personalization Model not downloaded
R OTNECTIONS + A Speaker memory Remembered speakers
® Conversations 3 ¢» Tags manager MNo remembered voices yet.
@ Product studio 2 Templates Listen to a speaker in a recorded transcript, then rename and confirm their voice to remember them. At least six seconds of clear speech is
required
Research
[ workspace
WeSpeaker - pretrained VoxCeleb ResNet34-LM - CC BY 4.0 Model attribution  License
WORKSPACE
% Settings

¢2 Connectors

Pro

Unlimited meetings and
questions

Up to 120 minutes per meeting

RECAPP [ DEMO

Actual shared interface with fictional demo data.

1. Enable Remember voices locally and review the optional voice-model download of about 26.5 MB.

2. Listen to a recorded speaker, rename them and explicitly confirm the voice. At least six seconds of clear
speech is needed.

3. Review remembered speakers. Forget a person or clear profiles when you want to remove them.

Matching runs on the device and can be wrong. Turning the setting off keeps profiles; Forget or Clear removes them. Existing
transcript names remain. Confirmed names become note content and follow your processing/export choices.
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23. Settings > Tags manager
Manage reusable tags and the related notes in the selected workspace.
||||| o [B Studio natebook [ Settings Q, Findathought K @ [ CE LI T

MAKE YOURSELF AT HOME

Tags manager

Your content belongs to you. Choose local storage or private cloud sync in Preferences.

[@ Studio notebook

Organize related meetings and notes.

Record a meeting A\ Account
Ready when you are
Billing Workspace tags + Add tag
Studio notebook - 6 tags
B Allnotes 7 = Preferences
Find a tag
@ Tasks 9 © Notifications

Search tags

¥ sk your workspace Meeting automation

©

Tags found in your saved notes, including automatically suggested tags you accepted. Dates show the earliest and latest tagged notes.
& Briefings

B eriefings
v teal v (efielanork  2MOtES t R R
ea #tleidu Apply to notes  Rename fmerge  Remove
V' Connections B summary Sep 4, 2026 026
[E Reports .
- o <% Personalization 4 notes
teal ~  #planning Apply to notes  Rename fmerge  Remove
Sep 3, 2026 - Oct 22, 2026
COLLECTIONS + A\ Speaker memory
~ 2 note: .
@ Conversations 3 €5 Tags manager teal hd #research Sep 2, 2026 - Sep 4, 2026 Apply ta notes. Rename | merge Remove
® Product studio
u Templates 1 ot
note
teal v #demo - Apply tonotes  Rename / merge  Remave
Research 2 Oct 22, 2026 - Oct 22, 2026
[ workspace
1note
WORKSPACE teal v #espafiol 2095 . Apply to notes  Rename f merge  Remave
Sep 3, 2026 - Sep 3, 2026
% Settings
#prin s incte
v ciple AN io Ol 0 f A
@3 GegnEEn: teal ; o e TNzt Apply to notes  Rename fmerge  Remove
Pro

Unlimited meetings and .
questions Tag suggestions

ggest tags from your works viewin
U 0120 minutas per mesting Suggest tags from your workspace while reviewing a note.

RECAPP  DEMO
Automatic tags

Actual shared interface with fictional demo data.

1. Search tags, add a tag and optionally select notes to apply it to. Choose a color for recognition.
2. Apply tags to notes, rename or merge a tag, or remove it after reviewing the affected notes.

3. Tag suggestions proposes existing workspace terms while you review a note. Automatic tags adds
suggestions when a meeting summary finishes.

Removing a tag keeps the notes. Renaming to an existing tag merges the groups. Saved chats inherit source-note tags;
shared tags can appear in Connections.
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24. Settings > Templates

Templates describe the meeting purpose and the sections a new summary should contain.

=

[B Studio notebook [ Settings

il recapp
MAKE YOURSELF AT HOME

Templates

[@ Studio notebook

Create and manage reusable meeting formats.

Record a meeting A\ Account
Ready when you are Choose a template to inspect its context and sections.
Billing
B Allnotes u % Preferences
Your templates
@ Tasks 9 Notifications
] Built-in templates
¥ sk your workspace Q' Meeting automation .
General meeting
=] 5 Built-in
= Briefings B Briefings
1con
¥ Connections B summary Sales call
7 Built-in
& Reports 4 Personalization
Engineering sync
COLLECTIONS + A} Speaker memory = Built-in
o Conversations 3 ¢O Tags manager . X
8 8 Planning meeting
i 4 Built-
e Product studio e ullt-in
Research .
D) Workspace > Daily standup
Built-in
WORKSPACE
% Settings =] UL ]
Built-in
¢2 Connectors
Interview
< Built-in
Pro
Unlimited meetings and ) Training and learning
questions Built-in
Up to 120 minutes per meeting
. - Retrospective
RECAPP | DEMO
: 7

Built-in

Actual shared interface with fictional demo data.

Q, Find a thought

EK

@ Demo account
Micrazoft

Your content belongs to you. Choose local storage or private cloud sync in Preferences.

Import JSON Create template

General meeting

Bulit-in

Reorder or remove sections to create your own copy.

Template name
v General meeting

Meeting context

Mixed-purpose meeting notes.

yescribe the purpose and emphasis, not facts about a meeting

Additional Instructions

Qartinne

Customize a copy Preview structure Dugplicate Export JSON

Export Markdown

summary

1. Select a built-in template. Use Customize a copy or Duplicate to edit your own version.

2. Create a template with a name, icon, meeting context, additional instructions and ordered sections. Each

section has a title and instructions.

3. Review the size indicator and save status. Changes autosave locally; preview the structure and choose a

default where offered.

4. Import JSON to reuse a template, or export JSON/Markdown for a portable copy. Delete a custom template

only after checking which default uses it.

Built-in templates stay unchanged. The editor shows the 2,000-character
invented meeting facts. Previous summaries stay unchanged.
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size budget. Describe purpose and structure, not

26



25. Settings > Preferences: storage and diagnostics

Choose local storage or private Azure cloud synchronization.

[B Studio notebook [ Settings

il recapp

MAKE YOURSELF AT HOME
[@ Studio notebook

Preferences

Your content belongs to you. Choose local storage or private cloud sync in Preferences.

Record a meeting A\ Account
Raady when you are
Billing
B Allnotes s = Preferences
@ Tasks & @ Notifications
¥ sk your workspace ¥ Meeting automation
8 Briefings & Briefings
-
¥ Connections B summary
E Reports s
<% Personalization
A\ Speaks
COLLECTIONS + O R ST 7
e Product studio 2 €2 Tags manager

& Research
Templates

Conversations
[ workspace

WORKSPACE

-

= Settings

¢2 Connectors

Pro

Unlimited meetings and
questions

Up to 120 minutes per meeting

RECAPP [ DEMO

Actual shared interface with fictional demo data.

Q Findathought %k @ Demo e

Choose how Recapp looks and the language it uses

Interface language N
English ~
Follow your device, or choose a language for Recapp

Theme
Light =
Follow your device, or choose a light or dark workspace.

Storage & sync

Keep your work on this device, or use private Azure cloud storage to access it across your devices.

Cloud storage uses encrypted connections and encryption at rest. Recapp can access content to provide synchronization and cloud Al; this is not
device-only end-to-end encryption. Up to 20 GB is included. A local copy remains available on each synced device.

Notes, recordings, attachments, templates, tags, speaker profiles, and portable preferences are synchronized. Sign-in tokens and device

permissions stay on each device.

Stored locally

Use cloud storage Download and delete cloud content

Exports

Include Recapp title and link

Add Recapp attribution to exported documents. Pro users can turn it off.

1. Use cloud storage to upload all workspace content and portable preferences. Pro and your first 30 days
include up to 20 GB. Confirm the upload to begin.

2. Sign into the same account on another device and enable cloud storage there. Sync runs while Recapp is
open, once recording and processing finish. Conflicting edits require you to choose which version to keep.

3. Choose Download and delete cloud content to retrieve current files and permanently remove the cloud

workspace. Downloads and deletion remain available after your trial or subscription expires. Other devices keep

their local copies and stop syncing.

4. Diagnostics is also in Preferences. Send error reports controls sanitized diagnostics; meeting content is not

attached. Version and update checking are at the bottom.

Connections and Azure storage are encrypted. This is not device-only end-to-end encryption. The service can decrypt content
for synchronization and requested Al processing. Local recovery copies remain on your devices.
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26. Settings > Workspace
Manage workspace folders in one place.
||||| o [B Studio natebook [ Settings Q, Findathought K @ [ CE LI T

MAKE YOURSELF AT HOME

Workspace

Your content belongs to you. Choose local storage or private cloud sync in Preferences.

[@ Studio notebook

LOCAL WORKSPACES
[0 Open folder + New workspace
Record a meeting A\ Account Workspace storage

Ready when you are To sync across devices, choose a folder in OneDrive, Google Drive or another
Billing

provider you trust.

B Allnotes 7

4

Preferences The default workspace opens when you start Recapp. You can switch workspaces whenever you need.

@ Tasks L]

©

Natifications

@] CURRENT WORKSPACE 3] @]

‘F Ask your workspace

O Meeting automation

(£) Default workspace
5) Gl B Briefings Personal projects Reading room
% Connections & summary Studio notebook Demo / Perscnal projects Demo | Reading room
- Demo / Studio notebook
& Reports 4 Personalization

7 NOTES 1NOTE @ Set as default 1NGTE @ Set as default
COLLECTIONS + A\ Speaker memory

Choose folder Open workspace —> Choose folder Open workspace — Choose folder Open viorkspace —
o Conversations 3 5 Tags manager

& Product studio
u Templates

Research
[0 Workspace

WORKSPACE +

o A new space for something good.

= Settings

¢2 Connectors

Pro & Export Studio notebook

Unlimited meetings and
questions

Up to 120 minutes per meeting

RECAPP [ DEMO

Actual shared interface with fictional demo data.

1. Create or open a workspace. Use the available workspace actions to rename it, choose the default or remove
it from Recapp's list. Pro is needed for additional workspaces.

2. Choose folder moves notes, transcripts and attachments together. For syncing, choose a folder in OneDrive,
Google Drive or another trusted provider.

3. Use Export current workspace for a portable copy.

4. Settings > Preferences contains export attribution, version and update controls. Pro can turn export attribution
off.

Back up before relocating a workspace. Removing access from the app does not erase the folder.
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27. Connectors

Open Connectors from the main navigation and choose the destinations you need.
[ Studio notebook | Connectors Q Findathought %k ﬁ‘fﬂf“_“"“’“
il recapp @

REVIEW BEFORE SHARING

Workflow webhook

Connect a workflow in Power Automate, Zapier, Make, n8n, or your own service.

[@ Studio notebook

Record a meetin, AUTOMATION
C Demo only. No credentials are stored and no content is sent
Ready when you are
<2 Workflow webhook >

] (D= ’ caLEpaRs Destination

Y s ’ El cogte calendar Choose a destination to receive reviewed exports.

< Ask your workspace li Gutlook Calandar Your endpoint and optional token are stored securely on this device. Only the destination host is shown here.
& Briefings

Configure destination
NOTES & KNOWLEDGE

u OneNote

¥ Connections

[E Reports
[ wotion Review an export
COLLECTIONS +
Choose a saved note and the content to send. You review the exact export before sending it.
e Conversations = PROJECTS & TASKS
Source note
& Product studio 2 Jira .
Weekly planning - example v
Research
[ ]
ee Asana content
WORKSPACE
CUSTOMER RELATIONSHIPS Summary 4
% Settings

w Salesforce

¢2 Connectors
HubSpot
\-6 P Recordings, transcripts, screenshots, and private scratchpad notes are excluded. Each send requires a new review.

Pro

Unlimited meetings and
questions

Up to 120 minutes per meeting

RECAPP [ DEMO

Actual shared interface with fictional demo data.

1. Explore connectors to manage Google and Outlook calendars or a Workflow webhook. Supported connectors
require Pro.

2. Review permissions, selected calendars or destination host before using a connection.

3. Disconnect credentials when no longer needed. A card marked Coming soon cannot connect or send content.

Calendar sign-in is separate from Recapp sign-in. Workflow exports always require your review; connecting a destination
does not send every note automatically.
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28. Updates, troubleshooting and support
Keep the app current, preserve your source files and send a clear private report when you need help.
||||| o [B Studio natebook [ Settings Q, Findathought K @ [ CE LI T

MAKE YOURSELF AT HOME

Preferences

Your content belongs to you. Choose local storage or private cloud sync in Preferences.

[@ Studio notebook

Choose how Recapp looks and the language it uses

Record a meeting A\ Account
Ready when you are
Billing
Interface language English
nglish
B Allnotes 5 = Ppreferences Fallow your device, or choose a language for Recapp.
Q@ Tasks 7 @ Notifications
Theme
Light -

2 ollow your dev LLE rk workspa
+ Ask your workspace Follow your device, or choose a light or dark workspace

O Meeting automation

EIRBrefings! B eriefings
%7 Connections @ summary

Storage & sync
3| s 4 Personalization

Keep your work on this device, or use private Azure cloud storage to access it across your devices.

3

COLLECTIONS + A% Speaker memory Cloud storage uses encrypted connections and encryption at rest. Recapp can access content to provide synchronization and cloud Al; this is not

device-only end-to-end encryption. Up to 20 GB is included. A local copy remains available on each synced device.
e Product studio 2 & Tags manager

Notes, recordings, attachments, templates, tags, speaker profiles, and portable preferences are synchronized. Sign-in tokens and device

& Research Templates permissions stay on each device.

Conversations Stored locally
[ workspace

WORKSPACE Use cloud storage Download and delete cloud content

-

= Settings

¢2 Connectors

Exports

Pro

Include Recapp title and link
Unlimited meetings and
questions Add Recapp attribution to exported documents. Pro users can turn it off.

Up to 120 minutes per meeting

RECAPP [ DEMO

Actual shared interface with fictional demo data.

1. Find the version/build in Settings > Preferences. Check for updates and read What's new; replay the app tour
when available.

2. For missing audio, check microphone permission and the platform's system-audio support. Make a short test
and listen to both sides before a real meeting.

3. For processing problems, check sign-in, internet and plan allowance. Keep the saved recording and retry; use
recording recovery after an interruption.

4. Read the FAQ below, then open Support to send a private report. Include platform, app version, what
happened, what you expected and steps to reproduce.

Reports are queued for a private GitHub issue and natification to support@recapp.ca. No GitHub account is needed. Support
has no SLA or guaranteed response/resolution time. Do not submit passwords, tokens, private recordings or meeting content.
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Frequently asked questions

Do | need an account?

Yes. Sign in with an available Google, Apple or Microsoft provider. Signing in does not upload or synchronize
your files. Cloud processing runs when you request transcription or Al features.

Can | record without internet?

Capture saves audio locally after setup and admission. Transcription, summaries and Al chat require internet and
a signed-in account. Do not assume a hew meeting can start without service access; check the app's readiness
before you begin.

Where are my files?

In your local workspace folder. Find it in Settings > Workspace. Sign-in and Pro activation do not synchronize
notes between devices. To sync notes, choose a workspace folder in OneDrive or Google Drive and open it on
each device. Your provider handles syncing; Recapp does not host your notes or recordings. Keep an
independent backup.

How do | use the light appearance?

Open Settings > Preferences > Theme and select Light. Interface language and summary language can be
selected independently.

Why is only my voice in the recording?

Check the platform: Windows and supported Mac capture system audio plus microphone; phones use
microphone audio. Check permissions, output device and a short two-person test. Headphone calls on mobile
generally cannot be captured directly.

Why will processing not start?

Check internet, sign-in, plan allowance and service availability. Keep your audio. Follow the saved note's error
and retry controls.

Why do speaker names look wrong?

Speaker labels and optional local matching are estimates. Listen to a sample and rename the speaker. Calendar
invitees are not proof of attendance or speaking identity.

Can | generate only tasks or only a summary?

Yes. Automatic generation has separate switches in Settings > Summary. You can also generate each later from
the note.

Does deleting a note delete its recording?

No. Source audio and transcripts remain for recovery. To remove a meeting completely, review attachments,
transcripts, recovery files, exports and backups. Check shared references before deleting files.

Does Pro move my files to another device?

No. Activation transfers Pro access for the account. You must move or back up your local workspace separately.

Will Recapp send my follow-up email?

No. A chat draft or calendar recording notice is something you review and send yourself. Workflow exports also
require explicit review and send.
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Which connectors work now?

Supported Google/Outlook calendars and reviewed workflow webhooks are available to Pro when configured.
Cards marked Coming soon are previews.

How do | cancel or restore a subscription?

Manage Stripe purchases through the available subscription portal. Manage App Store purchases in Apple's

subscription settings and use Restore purchases on iPhone. Deleting a Recapp account does not cancel billing.

How do | report a bug privately?

Use the Support form or email support@recapp.ca. The form queues a private GitHub issue and support
notification, without requiring a GitHub account. Support has no SLA or guaranteed response time.

Send a private report
support@recapp.ca
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