
 

Generating a Zoom usage report 

Need to generate a Zoom usage report to see who attended for your event? Here’s 

how to do it. 

Step 1. Sign in to the Zoom web portal. 

Step 2. Select ‘Reports’ and click on the Usage report. 

 

Step 3. Click on the number listed under ‘Participants.’ 
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Step 4. Export the the data as an Excel file and email it to the Cultural Events 

Coordinator at culturalevents@winthrop.edu.  

 

Need help? For assistance, please contact the Cultural Events Coordinator at 

culturalevents@winthrop.edu or call 803/323-4849. 
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