
How to Take Attendance in Zoom 
The fastest and most accurate way to take attendance is to use Zoom reports. 
Bear in mind that they’re generated approximately 30 minutes after the meeting 
has ended. Depending on the number of participants, it could take even longer, 
up to one hour. However, it’s worth waiting for because once the report is 
generated, all you need to do is export the data, and you’re done. 

Here’s what you have to do: 

1. Log	in	to	your	Zoom	account.	

	
2. Select	“Reports”	and	then	click	on	“Usage.”	

	
3. If	the	meeting	was	held	recently,	you’ll	see	the	report	immediately	–	you	can	

recognize	it	by	topic,	meeting	ID,	or	start	time.	If	you	want	to	take	attendance	
for	a	past	meeting,	you	may	need	to	adjust	the	Date	Range	to	show	meetings	



from	the	period	you	want	to	search.	

	
4. Once	you’ve	found	the	meeting,	click	on	the	“Participants”	section.	You’ll	now	

see	the	Meeting	Report	and	Review	the	Report.	Click	on	“Export	with	meeting	
data.”	

	
5. Click	on	“Export	as	Excel”	to	confirm.	Data	will	be	exported	in	the	form	of	an	

Excel	file.	

	
6. Download	and	save	the	file	to	your	computer.	

There you have it. When you open the file, you’ll be able to see users’ names, 
and next to them will be the time they entered the meeting and the time they left. 
You can also see how long each of them were online at the meeting under the 



“Duration” section. Thankfully, there’s no need to calculate it manually for each 
user, as Zoom does it for us. 

Finally, you can also see each participant’s email, and if you have an email 
automation program, you can send them certificates or thank-you notes 
automatically. 

 


