Usage Report from Zoom

G Zoom

Mew Meeting -

Schedule

Home

Share screen ~

- @©

Chat Meetings Contacts

) Search

03:21 PM

Friday, August 21

[ Add a calendar

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.
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|2 Settings

Video

Audio

Share Screen

Chat

Background & Filters
Recording

Profile

Statistics

Feedback
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Keyboard Shortcuts

Accessibility

(") start Zoom when | start Windows

When closed, minimize window to the notification area instead of the task bar
(") Use dual monitors

[ Enter full screen automatically when starting or joining a meeting

() Automatically copy invite link once the meeting starts

Always show meeting controls (%)

Ask me to confirm when | leave a meeting

(] show my connected time

Remind me | 5 ~ | minutes before my upcoming meetings

(] stop my video and audio when my display is off ar screen saver begins
(") Integrate Zoom with Outlook (%)
Reaction Skin Tone

Y X

S View More Settings [

Step 2: Click “View More
Settings” on the General tab
of the settings.
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WASHINGTON STATE ﬁ' UNI Step 3: Click “Reports” on

the side menu.

Profile Step 4: Select “Usage.” If you
had a webinar and had pre-

registration reports under

Webinars ”Meetings ”

Recordings

Settings

Account Profile

Usage Reports

Usage View meetings. participants and meeting minutes within a specified time range.

Meet‘ing View registration reports and poll reports for 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.

Reports Usage Reports Usage

From: | 08/17/2020 i To:| 08/21/2020 |

Maximum report duration: 1 Month

The report displays information for meetings that ended at least 30 minutes ago.

Export as C5V File

Topic Meeting ID User Name User Email Department Group ::;ri:;m
Joni Ford's Personal Meeting... , Joni Ford joni.ford@wsu.edu WS:DOMI‘T:;INE 9 \ﬁiiiﬁn“nc No
Joni Ford's Personal Meeting... ’ Joni Ford joni.ford@wsu.edu WS:DOMFTHNE 59 '\ﬁjii?n\inc No
Convocation Committee Plan... ’ Joni Ford joni.ford@wsu.edu WS:JDOMFTHNE 39 'v:ji"?n\inc No
Joni Ford's Personal Meeting... 6 Joni Ford joni.ford@wsu.edu WS:DOMTENE 59 \':j:min\ine No
Joni Ford's Personal Meeting... ’ Joni Ford joni.ford@wsu.edu WS:DOMTENE 59 \':j:min\ine No

Creation
Time

09/01/2015
10:50:50
AM

09/01/2015
10:50:50
AM

06/02/2020
05:05:53
PM

09/01/2015
10:50:50
AM

09/01/2015
10:50:50
AM

Start Time

08/17/2020
07:17:04
AM

08/17/2020
08:13:28
AM

08/18/2020
01:49:38
PM

08/19/2020
08:53:10
AM

08/19/2020
08:54:49
AM

End Time

08/17/2020
08:13:14
AM

08/17/2020
04:44:19
PM

08/18/2020
02:50:07
PM

08/19/2020
08:54:41
AM

08/19/2020
08:57:30
AM

Duration
(Minutes)

57

511

61

Document

Toggle columns~

Participants

12

11

Source

Zoom

Zoom

Zoom

Zoom

Zoom
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Step 6: Click “Export with meeting data” and then click “Export”

Meeting Participants

Export with meeting data

Meeting ID : 917 4876 3036 Topic : Convocation Committee Planni... User Email : joni.ford@wsu.edu
Duration (Minutes) : 61 Start Time : 08/18/2020 01:49:38 PM End Time : 08/18/2020 02:50:07 PM
Participants : 11
.. , I . Duration
Mame [Original Name) User Email Join Time Leave Time .
(Minutes)
. I 08/18/2020 01:49:38 PM  08/18/2020 02:44:20 PM 55
— wE— 08/18/2020 01:55:19 PM  08/18/2020 02:44:20 PM 50
S .  (5/18/2020 01:57:15 PM  08/18/2020 02:44:19 PM 48
- — 08/18/2020 01:57:28 PM  08/18/2020 02:30:43 PM 34
T e 08/18/2020 01:58:27 PM  08/18/2020 02:44:27 PM 46
- ——— 08/18/2020 01:59:32 PM  08/18/2020 02:44:14 PM 45
A e 08/18/2020 01:59:39 PM  08/18/2020 02:50:07 PM 51
- N 08/18/2020 02:00:01 PM  08/18/2020 02:50:07 PM 51
 — ) e 08/18/2020 02:00:14 PM  08/18/2020 02:50:07 PM 50
. L 08/18/2020 02:00:47 PM  08/18/2020 02:44:21 PM 44
. s 08/18/2020 02:01:09 PM  08/18/2020 02:44:17 PM 44




Usage Report from Zoom

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.
AutoSave (@ of) 5~ participants_01748763036 ~ By Fae @ =

File Home Insert Page Layout Formulas Data Review View Help Acrobat 1% Share I Comments
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1 |Meeting ID |T0pic Start Time End Time User Email Duration (Minutes) Participants

2 Convocation Committee Planning Meeting | 8/18/2020 13:49 8/18/2020 14:50 joni.ford@wsu.edu 61 11

2

4 |Name (Original Name) User Email Join Time Leave Time Duration (Minutes)

z 8/18/202013:49 8/18/2020 14:44 55

6 8/18/202013:55 8/18/2020 14:44 50

7 8/18/202013:57 8/18/2020 14:44 438

8 8/18/202013:57 8/18/2020 14:30 34

9 8/18/202013:58 8/18/2020 14:44 a6

10 8/18/202013:59 8/18/2020 14:44 45

11 8/18/2020 13:59 8/18/2020 14:50 51

12 8/18/2020 14:00 8/18/2020 14:50 51

13 8/18/2020 14:00 8/18/2020 14:50 50

14 8/18/2020 14:00 8/18/2020 14:44 44

15 8/18/2020 14:01 8/18/2020 14:44 44

16

17




