Zoom Administration Tools 
How to Access the Zoom Reports for completed classes 
· In an event that attendance was no taken you may access the participant history on the 485 (HLLN) account. You may also use this to help walk the instructor through gaining access to their own reports by going through this checklist 
Step 1: Login to the zoom via the web browser here : https://zoom.us
Step 2: select reports on the left-hand column 
Select the usage tab button. 
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Step 3: Select the date that you wish to see results for 
· Scroll to the left to see the total number of participants. The highlighted number in blue to see the list of participants who attended and for how long 
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Setting up Polls ON Zoom 
Step 1: Login to zoom via the web browser above 
Step 2: Select Meetings on the left hand panel
Step 3: select “personal Meeting room” 
Step 4: Select “poll” and then “+ new poll” 
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· Add each question individually unless otherwise instructed. (option 1) 
· To add multiple questions to a single poll (e.g. 1a, 1b,1c) follow the steps below (option 2) 
· Select add questions and then select save once all the questions have been added. 
· NOTE: Be sure to name the poll based on the class and instructor initials so that it can be clearly identified by the instructor who is teaching. 
[image: Graphical user interface, application, website

Description automatically generated]
image1.tiff
Profile

Meetings

Webinars

Personal Audio Conference

Recordings

Settings

Account Profile

Reports

Usage Reports

Meeting

User Activity Reports

View meetings, participants and meeting minutes within a specified time range.

View registration reports and poll reports for meetings.

Document





image2.tiff
zoom SOLUTIONS ~
Profile

Meetings

Webinars

Personal Audio Conference
Recordings

Settings

Account Profile

Attend Live Training

Video Tutorials

PLANS & PRICING

CONTACT SALES

Reports Usage Reports Usage

From: | 04/29/2021 [H] To:| 04/30/2021 i

Maximum report duration: 1 Month

The report displays information for meetings that ended at least 15 minutes ago.

Export as CSV File

Has Creation Start
User Email Department Group Zoom ) . End Time
Time Time
Rooms?
Y:;I;lfJ 10/10/2017 04/29/202104/29/2021
lin@yorku.ca and No 11:35:03  08:59:39  04:42:05
AM AM PM
Faculty

SCHEDULE A MEETING

JOIN A MEETING

HOST AMEETING ~

Document

Toggle columns~

last

ParticipantsSource signed Expiring

Zoom

in




image3.tiff
2 ool l I SOLUTIONS ~ PLANS & PRICING CONTACT SALES SCHEDULE A MEETING JOIN A MEETING HOST AMEETING ~

Meeti ngs Get Training

Personal Room

Meetings

Upcoming  Previous

Details
Personal Audio Conference
Recordings Title Total Questions Anonymous +Add Poll

Meeting Templates

Webinars

Settings

> Poll 1: Underlying Cause 1 question Yes Edit Delete
Account Profile
Reports > Poll 2: Dressing Selection 1 question Yes Edit Delete

> Poll 3: Is this Wound

1 question Yes Edit Delete
Healable?

Attend Live Training

Video Tutorials

> Poll 4: Image 4 -
1 question Yes Edit Delete
Knowledge Base Hvdrocolloid? Y N




image4.tiff
Untitled Poll

1. Untitled Question

Untitled Option 1

Untitled Option 2

Anonymous

Option 2

Option |





