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1. In Zoom, go to Reports > Usage. 

 
  

2. Adjust the date range to find your meeting. 
  
  

 
  

3. Once you find your meeting, scroll to the right and look under Participants, click on the number 
link. 

 
 
 
 
 
 
 
 

 



4. Check the box for Export meeting data and click on Export to get the Excel version of your 
usage report. 

 


