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Objectives

A) Explain how to download a .csv (Comma Separated Values) file to your computer to store
attendance records. CSV files can be opened in Microsoft Excel to view a list of data.

ITS Faculty & Staff Help Desk - (562) 938-4357 - helpdesk@lbcc.edu - https://www.lbcc.edu/information-technology-services



Information
Technology Downloading Zoom Meeting Usage/Attendance Reports

LONG BEACH Services

CITY COLLEGE

Downloading Zoom Meeting Usage/Attendance Records

Step 1: Log into your LBCC Zoom account (LBCC Zoom).

Z200m

Video Conferencing

Connect to a meeting in progress

Start a meeting

‘ 5ignm ' Configure your account

Please email the IITS Help Desk if you need a licensed
LBCC Zoom account.
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Step 2: From the left navigation bar, select Reports. Then select Usage.

Usage Reports

Profile

Meectings

Wetkinars 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. Note, the
maximum date range is one month.

Profile Reports Usage Reports Usage
Meetings — e [ .

From: | 08/12/2020 s Tor| 08/13/202C |
Webinars Maximum report duration: 1 Month

5 The report displays information for meetings that enaed at least 30 minutes ago.
Recordings P plays inft fi 3 q
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Step 4: Locate the Start Time and End Time columns and use them to help you locate the meeting for which a report will

be generated. In the Participants column, you will find a link in the form of a blue number. Click this number to view your
meeting participants.

Reports -~ Usage Reports - Usage

From: | 08/12/2020 | To:| 08/13/2020 |

Maximum report duration. 1 Month

The report displays information for meetings that 2ndea at least 30 minutzs ago.

ogzle cclumnse  Add tracking Jeld
Meetin Jser s Creaticn Durati
e tic uration
Topic E User Email Department Group Zoom 3 Start Time End Time ; Participants Scurce
ID Name Time Minutes)
Rooms?
448 SWC ACCOUN 12/13/201§08/12,202008/12/2020
e & SWCDistancekd s 0 f“. - _3 .
SWC DE Training's Parsonal ... 352 DE Bewccded Dz/OLC T No 02:46:14 §10:00:23  10:01:05 1 1 Zoom
9567 Training = . HOLDERS PM AM AM
448 WC A N L13/2 8/12/202008/12/202
o § SV SW(CDistanceEd - ccou 3/201§08/12,202008/1 HC);O
SWC DE Training's Personal ... 352 DE il Dz/OLC T No 4 §12:26:03  01:34:22 11 Zoom
@sweed edu
9567 Training 2 HOLDERS PM PM .
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Step 5: Once the blue number link is clicked, Meeting Participgnts

you will be given the options to export with

meeting data and show unique users. Erport il meeking dia
Please note, we recommend that you check w

both boxes. AlSO, when ready, select the blue E‘U-raﬁéilM‘i‘[Jtcs-lhff; Stort Time:08/12/2020 122600PN. Enc Time: CEA2/2020013422FM
Export button towards the top right corner of o L N

the window. SWC DE Training svicdistarceed@sweed.edu 85

(o))

68

Tip: The option to show unique users combines
separate records for each participant so that
there are not duplicate name entries for the
same participant.
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Step 6: Your web browser will download the CSV file to your computer device. The file extension is .CSV and
can be opened with Microsoft Excel.

AutoSave D~ Qv 5 participants_4483629567 (6).csv v
P 5 :
File Home Insert Page Layout Formulas Data Review View
vglj A Calibri “111 YA A == = P~ ab, Wrap Text
Paste < B I U+ Hiv Ov AL | === =35 & Merge&Cen
Clipboard (5] Font (] Alignment
J29 > fx
A B C D E F G 4
1 |MeetingID Topic Start Time End Time User Emai Duration ( Participants
2 | 4483629567 SWCDE Trainir ######1# H#i## SWCDistal 69 11
3
4 |Name (Origir User Email Total Duration (Minutes)
5 |SWC DE Tiain swccislanceed 69
6 = =] 69
7 2 1 68
8 t 66
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Questions?

If you have any questions, feel free to reach out to:

1. ITS Help Desk:
* helpdesk@Ibcc.edu
* (562) 938-4357

2. Integrating Zoom TechConnect with Canvas:
* Online Learning & Educational Technology (OLET)
e olet@lbcc.edu

* (562) 938-4357 (please ask to be transferred to OLET for Zoom assistance within Canvas)
3. Questions for DSPS Services:

* Disabled Students Programs & Services (DSPS)

e dsps-staff@Ilbcc.edu

* (562) 938-4558
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