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Running a 

Participant Report



Getting Started



Step 1:  You must be 
the owner (host) of 

the meeting you are 
wanting to pull a 

report on.



Step 2:  Click on the 
gear to access your 

settings.  Select 
“View More 

Settings” at the very 
bottom.



Step 3:  You will now be on 
the Zoom site.

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

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



Step 4: Select Usage.

Set the date range.

Pick the meeting you want.

Click on participants to see the 
participant list.

Export the report (.csv file)!



Step 5: Save the report as:

"[ORGANIZATION NAME] Risk 
Management Meeting"


