UNT BRIDGE

How to pull attendance from a live training
hosted in Zoom

Step by Step GL”de: Profile

Meetings

1. Inthe Zoom web page, go to "Reports" Personal Contacts
2. Click on "Usage"

Recordings

Settings

3. Search for the meeting to report <eheauier

4. Click on the Highlighted number of

pa rtiCipa nts Account Profile
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6. Click on the downloaded file

7. Review time of attendance and time in the
meeting. Then determine Who Meets . frotomeistiamepuneds s mmms - oo o

. FirstName LastName  FirstName.lastName@unt.edu SHEHEHHE HHERBRHEH 15 No No
eXpectatIons to be marked as prese nt FirstName LastName  FirstName.lastName@unt.edu HHEHEHHE HHERHHHEH 49 No No
FirstName LastName  FirstName.lastName@unt.edu HHEHERIE HEESERER 55 No No

FirstName LastName  FirstName.lastName@unt.edu SHEHERHE HHERHEHEH 54 No No

8. Highlight who doesn't meet expectations
(i.e. not present)

9. Email the spreadsheet to AskTraining@unt.edu
along with the name and date of the training
and request that the attendance be recorded
in Bridge AskTraining@unt.edu
http://training.unt.edu
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