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View Zoom Attendance Reports

About
Updated 08/08/2022.

These steps show how to extract the Attendance Reports from your Zoom
meetings, and are taken from documents by CCCTechConnect Support:

e For ConferZoom in Canvas: Canvas — ConferZoom — Attendance Reports

e For Zoom website: Reports: Generate Participant and Usage Reports

e For TechConnect Zoom in Canvas: Canvas — TechConnect Zoom-Instructor
Guide

Important Note:

The ConferZoom tool in Canvas will be replaced by TechConnect Zoom after
August 11, 2022. After this date, Attendance records in Zoom will no longer be
available for meetings that took place prior to the migration!

Attendance Reports need to be extracted from the ConferZoom tool in Canvas
or the Zoom Website prior to the TechConnect Zoom migration taking place on
August 11, 2022. This includes Registration, Poll and Survey results.

To troubleshoot problems with TechConnect Zoom in Canvas -- please contact
the Distance Education department at your campus, CCCTechConnect Support,
or 24/7 Canvas Support Hotline.



https://ccctechconnect.zendesk.com/hc/en-us/articles/4770897714203-Canvas-ConferZoom-Attendance-Reports
https://ccctechconnect.zendesk.com/hc/en-us/articles/4416610871579-Reports-Generate-Participant-and-Usage-Reports
https://ccctechconnect.zendesk.com/hc/en-us/articles/1260805502430-Canvas-TechConnect-Zoom-Instructor-Guide
https://ccctechconnect.zendesk.com/hc/en-us/articles/1260805502430-Canvas-TechConnect-Zoom-Instructor-Guide
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Canvas: Attendance Reports from ConferZoom

The following steps show how to pull Attendance Reports from the ConferZoom
tool in Canvas.

NOTE: ConferZoom tool will be replaced by TechConnect Zoom in Canvas after
August 11, 2022.

Step 1 — Login to Canvas and navigate to the ConferZoom tool

Login to Canvas and access your course. Then select the ConferZoom tool.

Account

(%'

Drashboard

Step 2 — Access Event Attendance tab and View Participant List

While in the ConferZoom tool, select the Event Attendance tab, then select View
Participant List for the event you want attendance for.

Logged in as Lucy Lidot » Account Se
ﬂ Files ags User list

Course: English 101 | Role: teacher
|#=2 Event Calendar i Appointment Booking 8. Event Recordings|

Time Zone Settings

Wed, May 4th, 2022 12:00 1 hours, 30
PM minutes

Lucy Lidot (338098)

NOTE: Event attendance tracks students entering the session who use

the “Join” button. If a student joins directly from Zoom outside of Canvas, the
attendance information will not be available in Event Attendance. Students who
enter the meeting from their Canvas account will show in Event Attendance.



https://rsccd.instructure.com/

Step 3 — Download the Participation Records as a CSV file

Below is an example of the Participation Records screen, sorted by the following
categories:

e Participants who clicked the join button
e Participants as recorded by Zoom meetings
e Participants who viewed a recording.

Participation Records for English 101 Event
Participants who clicked the join button I
:r ::t Name Email IP Address Browser Joined :NZ':I?::
Mozilla/5.0 (Macintosh; Intel Mac OS X :{;1 el
Lucy . . . 10_15_7) Apple\WebKit/605.1.15 ) Logged
ol@gmai.com e43aBECSZT  (KHTWL. like Geoko) Version/14.0.3  2vat + in
Safari/605.1.15 AM .
Records look incomplete? Force Recheck Download as CSV
Participants as recorded by Zoom Meetings
No participants were recorded for this event.
Records look incomplete? Force Recheck
Participants who viewed a recordin*
Name Email IP Address Browser Viewed ai:::: Retflg“n:ing
Mozilla/5.0 (Macintosh; Fri Testing Trim &
Lucy zr:]telﬂhﬁda;)os X Mar Student View
Testing t@gmail.com cad7:3Bftc669  AppleWebKit/537.36 3:3"2’1 :.:gged 31;511‘21 20n-
(STUDENT) (KHTML, like Gecko)  5.4s00 05719:23:452
Chrome/88.0.4324.192 PIM : (TIMELINE)
Safari/537.36

You can download the details of these Participation Records by selecting the
“Download as CSV” link. This will produce a CSV file.

Participation Records for English 101 Event

Participants who clicked the join button

Was " . Access
Host Name Email IP Address Browser Joined Method
Mozilla/5.0 (Macintosh; Intel Mac OS X £1 M
Lucy . ) . 10_15_7) AppleWebKit/605.1.15 . Logged
ot@gmail.com e43aBeC:2T  (KHTML, ike Gecko) Version/14.0.3 2025 . in

Safari/605.1.15

Records look incomplete? Force Recheck ﬁ Download as CSV

Participants as recorded by Zoom Meetings

No participants were recorded for this event.
Records look incomplete? Force Recheck

Participants who viewed a recording

Name Email IP Address Browser Viewed a‘;‘:::: RE‘,’E‘I’?HB
Mozilla/5.0 (Macintosh; Fri Testing Trim &
Lucy :r;m;?a;)os X Mar Student View
Testing t@gmail.com cad7:38ff:c669 AppleWebKit/537.36 33121 ;ogged 3135_;21 2021-
(STUDENT) (KHTML, like Gecko) 5 460 05T19:23:452

Chrome/88.0.4324.192

Safari/537.36 PM (TIMELINE)




Zoom Website: Generate Participant and Usage Reports

Zoom provides meeting reports including attendance, registration, polling, and
survey information. The steps below show how to access this from your Zoom
account using the Zoom website.

Step 1 — Sign into your TechConnect Zoom account at ConferZoom

Sign into your TechConnect Zoom account at ConferZoom website.

ConferZoom Sl (Gukie, Enppact

ConferZoom

Confer/00m

Connect with Students
and Colleagues.

You're Z0OMING now.

ccc (i) CONFER

Service of CCC Confer.

2 OOI I . SOLUTIONS ~ PLANS & PRICING CONTACT SALES RESOURCES ~ JOIN HOST -

SIGN IN Password Forgot password?
Passwor

Welcome back!

New to Zoom? Sign Up Free



https://www.conferzoom.org/

Step 2 — Select Reports in the left navigation menu, then Usage.

Select Reports in the left navigation menu, then Usage Reports > Usage.

ZOO| l l SOLUTIONS ~ PLANS & PRICING CONTACT SALES RESOURCES ~ SCHEDULE JOIN HOST ~
Profile U i Document
sage Reports  User Activity Reports ocument
Meetings
Webinars View meetings, participants and meeting minutes within a specified time range.

Personal Contacts

Meeting View registration reports and poll reports for meetings.

Recordings

Settings

Account Profile

Step 3 — Select the Date Period for the Attendance Report, then Search.

Select the Date Period for the Attendance Report, then Search.

Note that the maximum report duration is 30 days or 1 month.

2 Ool l l SOLUTIONS - PLANS & PRICING CONTACT SALES RESOURCES ~ SCHEDULE JOIN HOST ~

Profile Reports - Usage Reports - Usage Document
Meetings _ -

. From: | 12/01/2021 o Tor| 12/31/2021 i
Webinars Maximum report duration: 1 Month

Reports show information for meetings that ended at least 15 minutes ago.

Personal Contacts

Recordings )
Export as C5V File Toggle columns~
Settings
. Has . . ici
Topic Meeting User  User Department Groun Zoom Creation Start End Duration Parncmanms
Account Profile P o Name  Email 2 P Rooms? Time Time Time (Minutes) O]




Step 4 — Export Search results as a CSV File

After selecting Search, the meetings within the date period will display.

Select the Export as CSV File link to produce a CSV file with the attendance
records of the date range you searched.

Lage
Fome | 12002021 |8 T 12 t
Maximum repoart dovation: 1 Mon
Reparts show informnation for m s th | 1
- U Has Creat Duration \
Mecting ser restion uraticn
Topic Usar Emadl Daopartment Group Loom Start Ting  End Time Participanty Source
iD Kame Time [MEnutes)
Regms?
979 12/09/20211 021 1209720
: wn D i .
X C an's Looemn Me... 1500 1 8 1840 i 1:08 ¥ Zoom
G £ - £-Mi
M o I
978 1 42021 1271 1
Do " )
R 5350 i s 0 11 07417
Gumtaf LT
208 LA Ak AN

Step 5 — View the Attendance details for individual Meetings by selecting

the link in Participants Column

To view the Attendance details for individual Meetings, select the number

under Participants column in the search results to drill down into the individual
meeting.

Lsage
F 12/01/2021 2 1
ot g
(i % £ | 1
— " Has —y .
leeting ser 0 uratice
Topic User Email Department Cirpug LT Start Timg  End Time Ol
5] ame Time [Mnutes)
Rogms?
979 120 0211
) c = cen Me... 1 L B e 11 11 o
" oo G co & £-li A .
LrE 1 121121
Do i )
R 5350 i ks B 11 OFaRl? 0
Guetad O
20 A Ak L




Step 6 — Export attendance records of Individual Meeting

After selecting the link in the Participants column, a new page will appear with a

list of participant sign-in names, emails, join and leave date and time, and total
duration.

Select Export button to download the data for the individual meeting into a CSV
file.

Meeting Participants

Export with meeting data *

Mame {Qriginal Namae) User Email ('__) Jain Time Leave Time D"’f"‘ l'-C»"l Guest In Waiting
[Minutas) Raom
12/09/2021 12/09/2021
Donna Gustafson hamptonl3@me.com 2 Mo Mo
N L - 11:08: 50 AM 11:08:35 AM
12/09/2021 12/09/2021
Home (from iPhane) i 1 fes a5

11:07:47 AM 11:08:28 AM




Zoom Website: Generate Meeting Report for Registration,
Poll or Survey

Step 1 — Sign into your TechConnect Zoom account at ConferZoom

Sign into your TechConnect Zoom account at ConferZoom website.

ConferZoom SgnUp  Guides  Support

Confer/oom

Confer/00m

Connect with Students
and Colleagues.

You're Z0OMING now.

T
ccc (i) CONFER
L
= Service of CCC Confer.
ZOOI l . SOLUTIONS »  PLANS&PRICING ~ CONTACTSALES ~ RESOURCES = JOIN  HOST = m
Email Address
Email Address
SIGN l N Password Forgot password?
Password

Welcome back!

By signing in. | agree to the Zoom's Privacy Statement and Terms
of Service

Stay signed in

New to Zoom? Sign Up Free



https://www.conferzoom.org/

Step 2 — Select Reports in the left navigation menu, then Meeting

Select Reports in the left navigation menu, then Usage Reports > Meeting.

zool l . SOLUTIONS ~ PLANS & PRICING CONTACT SALES RESOURCES ~ SCHEDULE JOIN HOST -
Profile . ot Document
Usage Reports  User Activity Reports ocument
Meetings
Webinars Usage View meetings, participants and meeting minutes within a specified time range.

Personal Contacts .
Meeting View registration reports and poll reports for meetings.
Recordings
Settings

Account Profile

Step 3 — Select the Report Type and Date Range, then select Search

Under Meeting Report, select the Report Type for either Registration Report, Poll
Report, or Survey Report.

Then select a time range. Note that the maximum report duration is 30 days or 1
month.

200| l | SOLUTIONS ~ PLAMS & PRICING ~ CONTACT SALES ~ RESOURCES~ SCHEDULE  JOIN HOST ~
Profile Reports - Usage Reports -~ Meeting Document
Meetings
Meeting Report Report Queue
Webinars

Personal Contacts Report Type @® Registration Report O Poll Report O Survey Report

R # Search by time range ~ From: | 08/07/2022  |[E To:| o0s/08/2022 | [ el

3 Maximum report duration: 1 Menth
Settings

Account Profile Scheduled Time  Topic Meeting ID




Step 4 — View the Search results, then select Generate to advance to the

Report Queue
Once you select Search, the search results will appear.

Select the Generate link on the far right to advance to the Report Queue screen.

Reports Usage Reports Meeting
Meeting Report Report Queue

Report Type () Registration Report ' Poll Report  ® Survey Report
Search by time range - From: | 01/01/2022 T To:| 01/26/2022 i |

Maximum report duration: 1 Month

O Scheduled Time Start Time Tapic Meeting ID Attendees

o 01/19/2022 12:00:00 PM 01/19/2022 1200:08PM  Alt Host 647554 1396 1

Step 5 —In the Report Queue screen, select Download

In the Report Queue screen, select the link to Download the desired report type.

Reports Usage Reports Meeting

Meeting Report Report Queue

Include reports that failed to generate results

Report Type Scheduled Time Start Time Topic Meeting ID Generate Time

Survey Report san 19,2022 120000 20T ARBIZO0CE gy oy 964 7554 o 20, 22054353 pownioad © Delete
Poll Report Nov 2, 2021 01:00:00 PM Nov2, 2032;‘ 123324 My Meeting 45 8409 Mov 3, 2021 10: Al Download (D Delete
Registration Report  Mar 18, 2021 09:00:00 AM Not started Recurring 954 7026. :1;' 17, 2021 0&:56:28 Delete

NOTE: If you select the checkbox for “Include reports that failed to generate
results” and there is no poll or survey data, the topic line font will be greyed out
and the Download link will not be available.

Reports Usage Reports Meeting

Report Queue

Meeting Report

Include reports that failed to generate results

Report Type Start Time Topic Meeting ID Generate Time

Jan 19, 2022 12:00:08 Jan 26, 2022 03:43:53

Survey Report Jan 19,2022 12:00:00 PM M Alt Host 964 7554 M

Download (D Delete




Canvas: Attendance Reports in TechConnect Zoom

NOTE: The ConferZoom tool will be replaced by TechConnect Zoom in Canvas
after August 11, 2022. Attendance records for meetings that took place prior to
August 11, 2022 need to be extracted from the ConferZoom tool or the Zoom
website prior to August 11, 2022, or they may be lost!

Step 1 —Sign in to Canvas and Access TechConnect Zoom

Login to Canvas and access TechConnect Zoom.

English 101 » TechConnect Zoom

® Home Zoom

Account i
TechConnect Zoom Your current Time Zone and

@ 3C Media
Dashboard

ConferZoom

Courses Announcements

Upcoming Meetings

Start Time
Assignments

Step 2 — Select the Previous Meetings tab and Select Report to view

Attendance reports

Select the Previous Meetings tab. This displays previous events, and meetings
will appear on this page after the scheduled end time.

To view Attendance Reports for a meeting, select the Report link.

Upcoming Meetings Previous Meetings Perinal Meeting Room Cloud Recordings Get Training &

Show my course meetings only

Start Time Topic Meeting 1D

Today ;
10:18 AM English 101 929 6204 72 Delete



https://rsccd.instructure.com/

Troubleshooting problems

Troubleshooting Canvas issues

e Please contact the Distance Education department for your campus.
o Santa Ana College: DistanceEd@sac.edu
o Santiago Canyon College: SCC Distance Education Faculty & Staff
Online Resources

e Please contact 24/7 Canvas Support Hotline.
o Santa Ana College: 844-612-7428
o Santiago Canyon College: 844-629-6834

Troubleshooting TechConnect ConferZoom Problems

e Please refer to the Canvas — TechConnect Zoom documentation.

e Please contact CCCTechConnect Support.
o Email: support@ccctechconnect.org
o Website: https://conferzoom.org/ConferZoom/Support
o Office Hours: Monday — Friday 8:00AM — 4:00PM

Troubleshooting sign-in problems

e Use the Password Reset page if you’ve forgotten your password, or need to
retrieve your username.

e Use the Change Password page to create a new password.

e Read the Single Sign-On FAQs page for other sign in issues.

e Faculty and Staff may contact the ITS Help Desk for further assistance.
o Employees only: ITS Help Desk page

(Select this link to return to the beginning of the document)



mailto:DistanceEd@sac.edu
https://www.sccollege.edu/DistanceEducation/Pages/Faculty-Resources.aspx
https://www.sccollege.edu/DistanceEducation/Pages/Faculty-Resources.aspx
https://ccctechconnect.zendesk.com/hc/en-us/sections/4924010928539-Canvas-TechConnect-Zoom
mailto:support@ccctechconnect.org
https://conferzoom.org/ConferZoom/Support
http://www.rsccd.edu/resetpassword
https://rsccd.edu/changepassword
http://www.rsccd.edu/sso
https://rsccd.edu/Departments/Information-Technology-Services/Pages/Help.aspx
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