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Step 1: You must be
the owner (host) of
the meeting you are
wanting to pull a
report on.

o Zoom

Upcoming

Kristen's 1:1
Meeting ID: 983 0437 7014

Sabina Ramirez (UTRGV)'s
Zoom Meeting
Meeting ID: 984 1876 2183

Sabina Ramirez's Zoom
Meeting
Meeting ID: 259 288 767

SGA Advisor Bi-Weekly
Meeting
Meeting ID: 974 9667 9917

SGA Advisory Council

Q. Search

Contacts

Risk Management: Final
Facilitator Check-In

1:30 PM - 2:30 PM

Meeting ID: 977 2686 5827

m f@ Copy Invitation

¢ Edit X Delete

Show Meeting Invitation




Step 2: Click on the
gear to access your
settings. Select

” at the very
bottom.

Q. Search

w Settings

Q General

Q
@
©
(2]
0
©

Video

Audio

Share Screen

Chat

Background & Filters
Recording

Profile

Statistics

Feedback

Keyboard Shortcuts

Accessibility

O Start Zoom when | start Windows

O When closed, minimize window to the notification
O Use dual monitors

() Enter full screen automatically when starting or joi
@) Automatically copy invite link once the meeting s
Always show meeting contrals (@)

Ask me to confirm when | leave a meeting

() Show my connected time

Remind me 5 ¥ minutes before my upcom

@) Stop my video and audio when my display is off o

@) Integrate Zoom with Outlook (@

kb

Reaction Skin Tone

View More Settings (£
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Usage Reports

Usa Be iew meetings, participants and meeting minutes within a specified time range.

Step 3: You will now be on
t h e Z 0 O m S-i t e . SIhnES Meeting View registration reports and poll reparts for meetings.

If you are not logged in, it
will ask you to sign in.

Once in, you will see
at the bottom of the menu.




Select Usage.
Set the date range.

Pick the meeting you want.

Click on participants to see the
participant list.

Export the report (.csv file)!

Usage

From: | 09/16/2020 i To:| 09/17/2020

Maximum report duration: 1 Month

The report displays information for meetings that ended at least 15 minutes ago.

Meeting
Topic IDD(‘ e User Name User Email Department Group
9219721 Sabina sabinaramirez@  Leadership and
Sabina Ramirez (UTRGV)'s Zo ":‘-é Ramirez - JLI']';’\:cd . h ‘Pkntcr‘inh‘
= [UTRGV) e ’ ¢
922 %007 Sabina sabinaramirez@ Leadership and
Sabina Ramirez (UTRGV)'s Zo.. 1;% ’ Ramirez - dLl']';’;cd , b ;1cntcr‘inl
. (UTRGV) SRR g

Has
Zoom
Rooms?

No

No

Toggle columns~ cking field to cqimns~

Creati Durati
reation Start Time  End Time uranq

. . Participants Bource
Time {Minutg® n

09/16/202009/16/202009/16/2020

04:31:58 04:31:59 04:32:05 1 1 foom
PM PM PM

09/16/202009/16/202009/16/2020

04:32:59  04:33:.00 05:32:05 60 2 Foom

PM PM PM



i

Step 5:

Save the report as:

"[ORGANIZATION NAME] Risk
Management Meeting”

Draw Pagelayout Formulas D 12 Sh

Yvi o
= 7? v ‘E\__) v &
D y & /

. Sort& Find& deas
é" Y Filter  Select

As: | INAME] Risk Management Meeting

dliori (Body) v 12 v A A

5 Some features might be lost if you save this

Online Locations  File Format: CSV UTF-8 (Comma delimited) (.csv) ﬂ

Jt Meeting ID

C : Options...
StartTime EndTime  User Email

ont Organiz. SHEHERHENS SUERERERAS april. munozf

Cancel u

Email  Total Duration (Minutes)

munoz@ut %
23.cantul0f 91
waa.sam01 m

ganali@L 93




