[bookmark: _GoBack]Accessing your Meeting Reports
To access your meeting attendance report:
· Log in to WebEx online
· Click on your name in the upper right-hand corner and select “my reports.”
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· Click on “Usage Report” under “All Services.” [image: ]
· Changing dates is not necessary, but you can limit the report to today’s date (Aug. 13) if you wish.
· Then, click “Display Report.”
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· Click on your class session
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· A “Session Detail Report” will open and you can click the “Export Report” link to download the attendance report.
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Preliminary Session Detail Report

Caution: This is a preliminary report. It provides immediate access to session data before the final report becomes available. When the final report is available, session data appears only in the final report, nojs
preliminary report.

Printer-friendly Format§ | Export Report

Session detail for 'Abigail Ott's Personal Room':

All sessions in Central Daylight Time (Chicago, GMT-05:00)

Page: 1 2 3 4

Participant 1

Name: Abigail Ott Email: abigailott@cccneb.edu

Invited: No Registered: N/A

Date: 8/13/20
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My Webex Reports

All Services

o Usage Report
View usage information for your meetings.

Webex Meetings:

« Meeting Recording Report
View a list of attendees who have downloaded or viewed a meeting recording.

Webex Events:

« Registration Report
View registration information, and send reminder emails before the event. After the event, you can also view whether a registrant attended or was absent.
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Usage Report

View usage, such as attendance, duration, and more across all your meetings.
Note: You can generate a report for any dates up to three months prior to today.

From: | August v 2020 v
To: |August v || 13 v || 2020 v
Topic: (optional)
Sort results by: | Date v | Display Report
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Usage Summary Report

Search Results from 8/7/20 to 8/13/20, Central Daylight Time (Chicago, GMT-05:00)
Search again

Preliminary Usage Summary Report

Caution: This is a preliminary report. It provides immediate access to session data before the final report becomes available. When the final report is available, session data appears only in thg final report, not in the
preliminary report.
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