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The Al Productivity Advantage

Using Al Notetakers to Save Time and Stay Organized

You didn’t start your business or begin an exciting new job to spend your days in back-to-back
meetings, only to forget who said what or miss a key follow-up. But let’s be honest: great ideas
often slip through the cracks when everyone’s talking and no one’s taking notes.

That’s where Al Notetakers come in.

With a few simple steps, these innovative tools can sit in on your virtual meetings, record and
transcribe conversations, and deliver clear, actionable summaries. This means that you and your
team can stay focused during the discussion, without worrying about what’s being missed.

That means that for retail business owners, Al Notetakers can help capture competitive insights
and pricing strategies without distractions. For manufacturing leaders, they can capture every
critical delivery timeline, inventory requirement, and supplier commitment without missing a
beat. For sales leaders, they ensure that essential client requirements and objections are captured
accurately, improving proposal accuracy and shortening sales cycles. The sky’s the limit.

At WSI, our tagline is “Embrace Digital. Stay Human.” And Al Notetakers perfectly exemplify this
philosophy by helping amplify your team’s capabilities rather than replacing human staff members
or judgment. Because at the end of the day, these tools aren’t about cutting corners—they are there
to help amplify insight, improve collaboration, and free your team to focus on what matters most—
your clients.

For business owners, team leaders, and employees, leveraging Al Notetakers means:
e Staying focused during conversations without worrying about taking notes

¢ Reducing follow-up time after meetings

e Ensure every decision, idea, and action step is captured

What you will find inside this guide:

e Explore everyday business use cases

e Choose theright tool for your needs

e Apply best practices to get the most out of your Al Notetaker

After reading this guide, you'll understand which Al Notetaker is right for your business and have a
clear implementation plan to start saving time immediately.
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Use Cases in Business

Where Al Notetakers Deliver Real Value

Across various departments and industries, Al Notetakers are quietly transforming the way businesses
capture knowledge. From sales calls to staff training, these tools are busy working in the background,
helping teams stay focused in the moment and helping with the follow-through afterwards.

From speaking with our worldwide network of Consultants, below are some of the most common and

effective ways businesses are using Al Notetakers:

Client Meetings

When you’re managing client relationships,
clarity is everything. Al Notetakers can
automatically join your calls, capture the
entire conversation, and summarize action
items so nothing gets lost in translation.

Best of all, sharing a polished, post-call recap
shows professionalism and keeps clients in
the loop, without adding hours to your day.

EXAMPLE:

A financial advisor uses Al Notetakers
during client portfolio reviews to document
investment preferences, risk tolerance
changes, and key action items.

After the meeting, clients receive a
professional recap outlining what was
discussed and what comes next—building
trust, improving follow-through, and
making compliance a breeze.

Sales Calls

Sales conversations move fast, and capturing
the nuances matters. With an Al Notetaker,
you don’t need to scribble notes while trying
to listen. Every question, concern, and
commitment gets logged automatically.

After the call, sales reps can review

objections, refine their messaging, and
update their CRM in minutes, not hours.
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EXAMPLE:

A manufacturing equipment supplier
uses Al Notetakers during discovery calls
with potential clients to capture technical
requirements, budget constraints, and
timeline expectations.

The sales team then reviews the summaries
to tailor proposals accurately, reducing

the back-and-forth and accelerating deal
velocity. It’s helped them move from generic
guotes to strategic solutions—and win more
contracts because of it.
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Project Management

Internal meetings are where progress
happens—but they’re also where details can
fall through the cracks. Al Notetakers ensure
every decision, action item, and update gets
recorded and shared.

Summaries can be easily dropped into
your project management tools or sent to
stakeholders so everyone stays aligned.

EXAMPLE:

A kitchen renovation contractor uses Al
Notetakers during client check-ins and
subcontractor meetings to track design
changes, delivery timelines, and task
assignments.

Summaries are shared with the client and
team to ensure everyone’s on the same
page, reducing back-and-forth and helping
the project stay on time and budget.

Training & Onboarding

Onboarding new team members takes

time, and repeating the same walkthroughs
over and over can drain your day. With Al
Notetakers, you can record live sessions once
and automatically generate transcripts, key
takeaways, and searchable content libraries
for future employees.

New hires can access self-serve training
at their own pace, freeing your time and
improving their ramp-up

EXAMPLE:

A small HR team creates searchable training
libraries using Al-generated transcripts
from previous onboarding sessions, quickly
building a knowledge base without extra
effort and without having to hire dedicated
note-takers or administrative staff

Content Creation

Creative ideas often show up during live
conversations, but capturing themin the
moment is tough. Al Notetakers can help
document interviews, brainstorms, or kickoff
calls so your best content ideas don’t get lost.

With less guesswork, writers and strategists
can pull transcripts and quotes from the Al
Notetaker and build outlines quickly.
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Copyright © WSI 2025.
All rights reserved. Version 1.0.

EXAMPLE:

An eCommerce brand records influencer
calls and customer feedback sessions using
an Al Notetaker.

The transcripts are turned into product
descriptions, social media captions,

and UGC-style blog posts—helping the
marketing team launch campaigns faster
and create content that actually reflects
how customers talk about their products.

Use Cases in Business |
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Compliance & Documentation

In industries where accuracy and
documentation matter—think finance,
healthcare, or legal—Al Notetakers provide
an audit-friendly trail of what was said and
agreed upon.

Reliable transcripts protect your business
from misunderstandings and help fulfill
regulatory or compliance requirements.

Wig erved. “ " '

EXAMPLE:

A law firm uses Al Notetakers during client
consultations and contract review meetings
to capture detailed discussions and legal
guidance.

Transcripts are saved as part of the case file,
creating a clear record of what was advised
and agreed upon, supporting compliance,
reducing risk, and saving billable hours on
post-meeting documentation.
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Choosing the Right Al Notetaker

Finding a Tool That Fits Your Business

Not every Al Notetaker is built the same, and that’s a good thing. Whether you need quick recaps for
weekly calls or full integrations with your existing CRM system, there’s a tool to match your needs.
Below, we share information to help you choose wisely.

Please note that implementation time varies by tool. Built-in options can generally be activated
immediately, while enterprise solutions may require IT support. Most standalone tools typically need

minimal setup—usually just a calendar integration and browser extension

Here is a breakdown of key factors to consider, along with a few popular options:

Choosing the Right Al Notetaker

Finding a Tool That

Fits Your Business Descriptions Examples

Built-In / Native Included in the platforms Zoom Al Companion,
you may already use Microsoft Teams Notes

Standalone Tools Added to join any meeting Otter.ai, Fireflies.ai,
platform and offer Fathom, Read.ai

advanced features

Enterprise-Focused Designed for large Gong, Chorus (ideal for
teams with sales/CRM sales coaching)
integrations

%gws Copyright © WSI 2025. Choosing the Right Al Notetaker | 5
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What to Look For

1. Platform Compatibility: Ensure the Al Notetaker works with your existing
meeting software (Zoom, Google Meet, Microsoft Teams) and integrates with
your CRM, calendar, or project management systems.

2. Summary & Action Items: Look for tools that offer meeting summaries, auto-
tagged action items, and the ability to highlight key moments during or after a
call.

3. Speaker Identification: Check if the tool can distinguish between speakers.
This is especially helpful in multi-person meetings or interviews.

4. Free vs. Paid Limits: Some tools limit transcription length or features in their
free version. Consider upgrading if you have longer meetings or need team
access.

5. Privacy & Security: Ensure the tool uses secure encryption and allows control
over who can access or share the meeting data, which is especially important
in client-facing roles.

6. Compliance Features: For regulated environments, look for tools that offer
audit trails, data retention controls, and export capabilities to meet your
industry’s documentation requirements.
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All rights reserved. Version 1.0.

Y




MEETING INTELLIGENCE

ROI Considerations

ROI (or Return on Investment) is a critical factor when jumping into the world
of Al Notetakers. To help determine ROI, you’ll want to track the time saved on
meeting documentation (typically 15-30 minutes per hour-long meeting) and
multiply by your team’s hourly cost.

As an example, a medium-sized automotive parts manufacturer holds three types
of critical meetings that require detailed documentation:

1. Daily production handovers (2 shifts x 15 minutes each)
2. Weekly quality improvement meetings (1 hour)
3. Monthly supplier coordination meetings (2 hours with five suppliers)

When doing a before-and-after comparison analysis, the business found the
following monthly time savings after implementing Al Notetakers into their
meetings:

e Production handovers: 20 min x 22 working days = 440 minutes
e Quality meetings: 30 min x 4 meetings = 120 minutes

e Supplier meetings: 60 min x 1 meeting = 60 minutes

e Total: 620 minutes (10.3 hours) per month

In dollars and cents, that works out to a monthly savings of $464/month or
$5,568/year. And more than that, the business found additional value, such as:

e 15% reduction in quality issues from miscommunication ($12,000/year)
o 22% faster implementation of process improvements
e Improved supplier accountability with documented commitments

Which works out to a Total Annual Value of approximately $17,500 against an
annual Al Notetaker subscription cost of $2,400, yielding a 7.3x ROI!

Copyright © WSI 2025. . .
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Popular Tools at a Glance

Free Version

Paid Plan Cost

CRM Integration

Highlights

Otter.ai 300 mins/month Pro: $8.33/month Basic (via Zapier) Good summaries,
(annual); mobile app
Business: $20/
month (annual)

Fireflies.ai 800 mins/month Pro: $10/month Native & Zapier Keyword search,
(annual); Business: analytics
$19/month (annual)

Fathom Unlimited Premium: $15/ Limited Clean interface,
month; Team: $19/ Zoom-native
month; Team Pro:
$29/month

Read.ai 5 meetings/month | Pro: $15/ Slack, Google Focus on meeting
month (annual); Calendar analytics
Enterprise:
$22.50-%$29.75/
month (annual)

Zoom Al Included in paid Included with paid | Zoom Ecosystem Easy for Zoom

Companion plans Zoom plans Only users

Plaud 300 mins/month No native CRM Hardware Device: $159; Pro
integration device with Al Plan: $99.99/year;

transcription & Unlimited Plan:
summarization $239.99/year

Don’t be afraid to start small. Begin with a 2-week trial on your most crucial meeting type—client calls,
internal updates, or supplier check-ins—and see the results yourself. And if you'd like help integrating
Al into your sales or service processes, schedule a consultation with your WSI Consultant to develop
an Al integration strategy that connects your meeting insights with your broader business processes.

WS
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Best Practices for Getting It Right

Simple Ways to Improve Accuracy, Trust, and Workflows

Using an Al Notetaker isn’t just about turning it on—it’s about integrating it into
your existing business workflows. The best practices below will help ensure clear
communication, better outcomes, and a professional experience for your team
and clients.

Top 10 Tips for Using Al Notetakers Effectively

1.

WS

Name Your Notetaker Clearly: Label the Al Notetaker with your
name or business so participants know who invited it. This builds trust,
especially in client calls, and helps avoid confusion.

a. Example: “WSI Marketing Notes” instead of “Otter.ai”

Let People Know It’s There: Always introduce the Al Notetaker at the
start of the meeting, especially with new clients or partners.

a. “We use an Al assistant to help us take notes to stay focused—let me
know if you'd prefer it not be here”

Keep the Human in the Loop: While Al can do the heavy lifting, it’s
essential to bring your judgment too. Review summaries before sharing
with clients, personalize your Al Notetaker’s name, and customize
settings to reflect how your business speaks. That blend of intelligent
automation and human insight builds trust and drives results.

Use Weekly Recap Emails: Many tools summarize your weekly meetings
in an email. Use this as a reminder to check on outstanding tasks or
follow-ups.

Copyright © WSI 2025. . . .
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10.
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Train the Tool on Names and Terms: You can often improve accuracy
by correcting or tagging names and key business terms. For example, in
finance, acronyms like “RRSP” “401(k),” or “APR” can easily be misheard
or mistranscribed without a bit of help.. Teaching your tool these terms
ensures summaries are clear, correct, and professional, especially when
precision builds trust. While Al transcription is impressive, it can still
struggle with industry jargon, accented speech, or background noise.

Remove Unknown Notetakers: If someone else’s Al assistant joins
unexpectedly, remove it, especially in sensitive or confidential meetings.

Highlight Key Moments During Calls: Use voice commands or keyboard
shortcuts to flag key insights while speaking. This makes recaps more
useful later.

Store Notes in One Place: Organize meeting notes in your CRM, project
management system, or a shared folder so they’re easy to find and
reference later. This is especially important in teams where multiple
individuals speak to clients for various reasons. Plus, it allows you to
build an institutional memory of each client’s history, preferences, and
challenges, ensuring continuity even when team members change.

Set Team Guidelines & Track Time Savings: If you're part of a team,
agree on when and how Al Notetakers should be used, especially for
client interactions. Measure the time saved on documentation to quantify
ROl for the business.

Be Aware of Free Plan Limits: Some tools limit meeting length,
transcription time, or team features under their free plans. A paid option
may be worth the investment if you rely on these features regularly.

Copyright © WSI 2025.
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Getting Started + FAQs

Launch With Confidence

How To Get Started

Choose Your Tool
U Pick an Al Notetaker that fits your preferred meeting platform
u (Zoom, Microsoft Teams, Google Meet) and budget. If you're

unsure, test a free option like Firefliesor Fathom.

(o) 0 (o) Test It in an Internal Meeting
%] Invite the Al Notetaker to a recurring internal team meeting.
| Observe how it records, summarizes, and sends recaps.

o Review, Refine, and Roll Out
(= @ Customize its settings, adjust how summaries are used, and
o start using it with prospects, clients, or across your team.

2 Copyright © WSI 2025. .
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Common Questions

Do I need to tell people I'm using an Al Notetaker?

Yes, especially for external meetings. It’'s best practice to be
transparent (and sometimes legally required), even if it’s just a quick
mention at the start. But don'’t just name it—explain why it’s there.

A quick heads-up like “We use an Al assistant to capture notes so
we can stay focused on the conversation—let me know if that’s a
concern” builds trust and shows you’re using the tool to enhance the
experience, not replace the relationship.

Are Al Notetakers secure?

Most reputable tools use encrypted storage and let you control who
sees what. Check the platform’s security and privacy policy, especially
when handling sensitive client data or when working in regulated
industries (such as finance, healthcare, or legal).

Can Al Notetakers identify who's speaking?

Yes, many tools can identify speakers by using the names of the
participants who enter the meeting. Accuracy improves when
everyone uses a headset and consistent naming. If someone joins
under a team name like “Marketing Dept” or “Sales Team,” it's worth
asking them to update their display name to avoid confusion in the
transcript. You can also edit speaker names post-meeting to help the
tool learn over time.

%WS Copyright © WSI 2025. Getting Started + FAQs | 12
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Do Al Notetakers work in non-English meetings?

Many notetakers support multiple languages. Check the tool’s
language support if you work with international teams or clients.

What if the Al summary isn’t accurate?

This is why it is critical to always review the summary before sharing.
Be the human in the loop, edit recaps (as necessary), and help the Al
learn over time by correcting names and business terms.

How quickly will we see benefits?

Most teams see immediate time savings on meeting documentation.
For example, manufacturing teams have reported improved shift
handover accuracy within the first week, while B2B sales teams often
see enhanced follow-up rates within 2-3 weeks as they integrate
meeting insights into their client communication process.

How do Al Notetakers connect with our existing systems?

Most tools directly integrate with popular CRMs, project management
systems, and collaboration platforms. For manufacturing ERP systems
or specialized B2B software, look for tools with APl access or Zapier
integration capabilities.

Copyright © WSI 2025. .
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Need Help
Implementing?

If you're unsure which tool is
best for your needs or want
to integrate Al Notetakers
into your broader sales or
client management process,
your WSI Consultant can
help. We'll help you select
the right tool, design
integration workflows, and
measure ROI.

Talk to your WSI Consultant
for personalized setup and
integration support.

WS Copyright © WSI 2025.
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Turn Conversations Into Action

Meetings are where ideas are shared, decisions are made, and relationships are built. But
without clear notes and follow-up, even the best conversations can lose momentum.

That’s why Al Notetakers matter. They help you capture what’s said, track what needs to
happen next, and keep everyone aligned—without adding hours to your day.

Whether managing multiple clients, leading a growing team, or just trying to bring more order
to your workweek, these tools help you run a sharper, more focused business.

And the best part? They don't replace your people. Al Notetakers free them to think more
clearly, act quickly, and build stronger connections.

As Al technology evolves, these tools will become more powerful, integrating deeper with
your business systems and providing even richer insights from your conversations. Starting
now positions you to take advantage of these advances as they emerge.

At WSI, we help businesses embrace digital while staying deeply human—and our approach
to Al Notetakers exemplifies this philosophy by using technology to enhance, rather than
replace, the human connections that drive business forward. This guide is just one example of
how we bring that concept to life and help organizations implement practical Al solutions that
deliver immediate value.

Ready to get started? Start small. Test one tool. Watch what happens when your
conversations start driving real progress. Then, schedule a consultation with your WSI

Consultant to explore how Al Notetakers can connect with your broader marketing strategy.

Because when your meetings run better, your business moves faster.

About WSI

We're passionate about helping businesses like yours thrive in today’s fast-paced, ever-changing

digital landscape. Our Digital Marketing Consultants and Agencies stay on top of industry trends
and best practices so our clients can remain competitive. If you're ready to unlock a world of
possibility for your business and embrace all that digital marketing and Al has to offer, speak with
one of our Consultants today.
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