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Introduction

» This guide explains how to download a .CSV (Microsoft Excel) file to your computer to store

attendance records.

» Please follow the steps in the next slides.
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Step 1:

» Log into ConferZoom at ConferZoom.org

Confer/oom

Connect with Students
and Colleagues.

You're Z0OMING now.

ccc (i) CONFER
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Step 2:

» From the left navigation bar, select “Reports.” Then, select “Usage.”

Profile Usage Reports

Meetings

Webinars o Usage

Recordings
Settings Meeting

Account Profile

I O
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Step 3:
» Please set the date range for the reports you wish to access and select “Search.”

» Keep in mind that the maximum date range is 1 Month.

Profile Reports Usage Reports Usage
Meetings
From: | 08/12/2020 Ha To:| 08/13/2020 S
Webinars Maximum report duration: 1 Month
Recordings The report displays information for meetings that ended at least 30 minutes ago.
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Step 4.

» Locate the “Start Time/End
Time” columns and use them to help you T A R e e

locate the meeting for which a report will
be generated- Export s CSV File Toggle columns=  Add tracking field

3
Meetin User Creation y y Duration .
Topic J User Email Department Group Zoom Start Time End Time ) Participants Source

o" . 1/} )

» In the “Participants” column, across from o e
1 1 1 448 SWC ACCOUN 12/13/201] 08/12/2020 08/12/2020
th €a p p ro p rl ate Sta rt/e n d tl m e’ yo u wi | I SWC DE Training's Personal ... 362 DE SV;E\S‘:C:'ZC;IEC' DE/OLC T No 024614 100023 100105 1 1 Zoom

. . . 9567 Taining - HOLDERS PM AM AM

find a link in the form of a blue number. R
B g 2, R gy

° ° SWC DE Training's Personal ... 362 DE - /! o 126 34 oom

CI IC k th IS UM be r. ' 9567 Training  Covecdeds HOLDERS PM PM
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Step 5:
» Once the blue number link is clicked, you

will be given the options to “export with Meeting Participants

. ” «“ H ”
meeting data” and “show unique users. et e
Show unigue users
> We recommend that you CheCk bOth boxes' Meeting ID : 448 362 9567 Topic : SWC DE Training's Personal.. User Email : SWCDistanceEd@swecd.edu
Duration (Minutes) : 69 Start Time : 08/12/2020 12:26:03 PM End Time : 08/12/2020 01:34:22 PM

Participants : 11

» Also, when ready, select the blue “Export” e O . ST
button tOwa rdS the tOp right Of the WindOW. SWC DE Training swedistanceed@swecd.edu 69

69

Tips: The option to “show unique users” combines
separate records for each participant so that there
aren't duplicate name entries for the same
participant.

68
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Step 6:
» Your web browser will download the CSV file to your computer device.

» The file extension is a .CSV and can be opened with Microsoft Excel.

participants_4483629567 (6).csv ~

File Home Insert Page Layout Formulas Data Review View
fﬁ EKO Calibri n JAA | =E=E 25, Wrap Text
B~ .
Paste o B I U O A | E=EE =3 EMegeac
Clipboard & Font [ Alignment
129 - f
A B (8 D E F G H
1 |Meeting ID  Topic Start Time End Time User Emai Duration ( Participants
2 | 4483629567 SWC DE Trainit T HUHHHHHE SWCDistal 69 11
3
4 |Name (Origir User Email Total Duration (Minutes)
5 |SWC DE Train swedistanceec 69
<] — | 69
7 2 68
8 t 66
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