
Usage Report from Zoom 

 

Special note:  

The Usage Report from 
Zoom can only be 
downloaded by the person 
who created the meeting 
itself. 

Step 1: From the Zoom 
desktop app, click the Gear 
in the corner to go to your 
settings.  



Usage Report from Zoom 

 

Step 2: Click “View More 
Settings” on the General tab 
of the settings.   
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Step 3: Click “Reports” on 
the side menu.  

Step 4: Select “Usage.” If you 
had a webinar and had pre-
registration, you can view 
registration reports under 
“Meetings.” 
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Step 5:   Making sure the date range at the top is correct, you can click on the participant totals of the event to view a list of those who 
participated. 
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Step 6: Click “Export with meeting data” and then click “Export”   
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Step 7: Now you have an excel list of participants, when they joined, when they left, and the total duration of their time in the zoom room.   


