Panduan Report Meeting Participant
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1. Login ke uii.zoom.us
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2. Klik menu Reports

Profile
Meetings
Webinars
Recordings
Settings

Account Profile

Halaman 2




3. Pada pilihan Usage Report, pilih Usage

Usage Reports

Usage

Usage

Meeting

e Usage: digunakan untuk melihat laporan daftar meeting, peserta dan durasi waktu
meeting. Pengambilan data ini bisa dirubah rentang waktu yang diinginkan. Laporan ini
mencakup setiap meeting yang diselenggarakan atau dijadwalkan oleh akun yang
bersangkutan.

e Meeting: Digunakan mencari Laporan Pendaftaran dan Laporan Polling untuk pertemuan
yang diselenggarakan oleh akun yang bersangkutan

4. Dalam pencarian daftar meeting, bisa dirubah rentang waktu yang dikehendaki dengan

merubahnya difilter tanggal

Reports Usage Reports Usage Document
From: = 09/13/2020 To: 09/28/2020 i
kY
Maximu September 2020
Therep. SU Mo Tu We Th Fr Sa j,oc that ended at least 15 minutes ago.
z .
6 8 9 10 11 12
expor BB 14/ 15 16 17 18 19
20 1 22 23 24 25 26 un
28 Has
>tin, Creation Duration
Topi 8 User Name User Email Department Group Zoom - Start Time End Time u Participants Sourc:
Done Time (Minutes)
Rooms?
956 seminar101@uii 09/27/202009/27/202009/27/2020
seminar101's Zoom Meeting 1283 seminar101 ;( id = No 12:29:01 12:29:03  04:03:24 217 Zoon
5837 o PM PM PM
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rom:  09/06/2020 =4 To: 09/28/2020 i

viaximu © September 2020

Su Mo Tu We Th Fr Sa

"he rep ings that ended at lea.

1l 2]l 3][ &][ 5
% z|[8|[-9][ 10][11][ 12
N/ 14 15 16/ 17/[18// 19
20|[ 21][ 22][ 23][ 24][25][ 26
27| 28

Expor

oting

Topit User Name

Done

5. Setelah rentang tanggal pencarian dipilih, klik tombol search

6. Daftar meeting akan tampil sesuai rentang waktu yang sudah dimasukkan

Export as CSV File & Toggle columns~
Total: 17 ¢ D
Meetin, e Creation Duration
Topic 8 User Name User Email Department Group Zoom A Start Time End Time " Participants Sourc:
ID Time (Minutes)
Rooms?
942 i . 09/07/202009/07/202009/07/2020
3 i 2 seminar101@uii.
seminar101's Zoom Meeting 0994 seminar101 acid No 04:25:17 04:25:19 06:12:59 108 8 Zoomr
6192 i PM PM PM
960 . - 09/08/202009/08/2020 09/08/2020
. . . seminar101@uii. ¥
seminar101's Zoom Meeting 6756 seminar101 acid No 01:05:05 01:05:07 03:19:58 137 133 Zoormr
1805 : PM PM PM
945 i A 09/09/202009/09/202009/09/2020
2 5 > seminar101@uii. -
seminar101's Zoom Meeting 4172 seminar101 acid No 10:40:36 10:40:45 12:02:17 84 97 Zoom
2790 = AM AM PM
965 ¢ o 09/10/202009/10/202009/10/2020
2 . " seminar101@uii )
seminar101's Zoom Meeting 7325 seminar101 acid No 10:30:24 10:30:26 11:46:32 77 74 Zoom
4217 i AM AM AM
945 2 _— 09/10/202009/10/202009/10/2020
. . R seminar101@uii. )
seminar101's Zoom Meeting 1877 seminar101 id No 03:37:50 03:38:02 05:57:57 140 98 Zoomr
1925 ac.i PM PM PM
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ditampilkan
X . Duration .

art Time End Time (Minutes) Participants Sourc:
/07/202009/07/2020

k25:19  06:12:59 108 8 Zoorr
v PM

1/08/202009/08/2020

[:05:.07 03:19:58 137 133 Zoorr
v PM

/09/202009/09/2020

):40:45 12:02:17 84 97 Zoorr
v PM

/10/202009/10/2020

2:30:26  11:46:32 77 74 Zoomr
v AM

8. Selanjutnya klik tombol export

Meeting Participants

Export with meeting data

Show unique users

Meeting ID : 960 6756...
Duration (Minutes) : 135

Participants : 133

Name (Original Name)

mahatir mhd amran

mahatir mhd amran

ARIFIA AISYSANIYA

Rigel Sayyidina Muhammad...

ARIFIA AISYSANIYA - lImu ...

Rigel Sayyidina Muhammad...

Safrie Nova Ramadan

Topic : seminar101's Zoom Meeting
Start Time : 09/08/2020 01:05:07 PM

User Email

20410850@students.uii.ac.id

20410850@students.uii.ac.id

20410853@students.uii.ac.id

rigelmuhammad3@gmail.com

20410853@students.uii.ac.id

rigelmuhammad3@gmail.com

safrie22@gmail.com

Join Time

09/08/2020 01:32:11
PM

09/08/2020 01:32:32
PM

09/08/2020 01:33:07
PM

09/08/2020 01:33:19
PM

09/08/2020 01:33:20
PM

09/08/2020 01:33:37
PM

09/08/2020 01:37:24
PM

User Email : seminar101@uii.ac.id
End Time : 09/08/2020 03:19:58 PM

Leave Time

09/08/2020 01:32:32
PM

09/08/2020 03:19:48
PM

09/08/2020 01:33:20
PM

09/08/2020 01:33:37
PM

09/08/2020 03:19:41
PM

09/08/2020 03:19:51
PM

09/08/2020 01:38:06
PM

7. Selanjutnya untuk mengambil data participant, klik angka jumlah participant yang

Duration
(Minutes)

108

107

107
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=

iar101@uii.ac.id
2020 03:19:58 PM

e Duration
(Minutes)
2020 01:32:32 1

9. Pilih lokasi penyimpanan hasil export. File akan tersimpan dalam format CSV

€ saveAs X

N

1 ¥ > ThisPC > Downloads v O  Search Downloads P

Organize ~ New folder =

~

® This PC Name
J 3D Objects
I Desktop
<] Documents
¥ Downloads
d Music
& Pictures
B videos
. Local Disk (C:)
«~ DATA (D:)
v i

Lonnmla Mot i

participants_96067561805.csv] v

Save as type: Microsoft Excel Comma Separated Values File (*.csv) v

A Hide Folders Cancel

File name:
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10. Setelah proses export selesai, file daftar participant bisa dibuka dengan aplikasi Excel

participants_ 26067561805.csv ~

AutoSave (@ Off) IQ v

File Home Insert Page Layout Formulas Data Review View Help

oy R —

| ] Calibri Jdin VA A | === v 0+ BwapText Ger

- n v

Pajte & B I U~ v | Mo ﬁ v = = = | £= 2= Merge&Center v 3

Clipboard N Font i Alignment N

1 v Jr Meeting ID,Topic,Start Time,End Time,User Email,Duration (Minutes),|
A B gt D E | F | G | H J

‘ Meeting II_',Topic,StarT Time,End Time,User Email,Duration (Minutes),Participants,
96067561805,seminarl01's Zoom Meeting,09/08/2020 01:05:07 PM,09/08/2020 03:19:58 PM,seminar101@t

Name (Original Name),User Email,Join Time,Leave Time,Duration (Minutes)

mahatir mhd amran,20410850@students.uii.ac.id,09/08/2020 01:32:11 PM,09/08/2020 01:32:32 PM,1
mahatir mhd amran,20410850@students.uii.ac.id,09/08/2020 01:32:32 PM,09/08/2020 03:19:48 PM,108
ARIFIA AISYSANIYA,20410853 @students.uii.ac.id,09/08/2020 01:33:07 PM,09/08/2020 01:33:20 PM,1

Rigel Sayyidina Muhammad Kedokteran,rigelmuhammad3 @gmail.com,09/08/2020 01:33:19 PM,09/08,/2020
ARIFIA AISYSANIYA - llmu Hukum (ARIFIA AISYSANIYA),20410853 @students.uii.ac.id,09/08,/2020 01:33:20 PM
Rigel Sayyidina Muhammad Kedokteran,rigelmuhammad3@gmail.com,09/08/2020 01:33:37 PM,09/08,/2020
Safrie Nova Ramadan,safrie22 @gmail.com,09,/08/2020 01:37:24 PM,09/08/2020 01:38:06 PM,1

loko susilo informatika, 20523087 @students.uii.ac.id,09/08/2020 01:38:30 PM,09/08,/2020 01:39:10 PM,1
aldita angelia salvana (studi hukum),,09/08/2020 01:39:50 PM,09/08/2020 01:40:20 PM,1

aldita angelia salvana (studi hukum),,09/08/2020 01:40:20 PM,09/08/2020 03:19:46 PM,100

Joko susilo informatika,20523087 @students.uii.ac.id,09/08,/2020 01:44:21 PM,09/08/2020 01:49:01 PM,5
IVAN ADITYA NUGRAHA,20523080 @students. uii.ac.id,09/08/2020 01:54:51 PM,09/08/2020 01:54:59 PM,1
IVAN ADITYA NUGRAHA,20523080@students. uii.ac.id,09/08/2020 01:55:00 PM,09/08/2020 01:57:54 PM,3
rini sarlita,,09/08/2020 02:03:20 PM,09/08/2020 02:03:22 PM,1

rini sarlita,,09/08/2020 02:04:41 PM,09/08/2020 02:04:42 PM,1

Joko susilo informatika,20523087 @students.uii.ac.id,09/08,/2020 02:08:21 PM,09/08/2020 02:11:18 PM,3
SAEVASILVIA, 20323227 @students.uii.ac.id,09/08/2020 01:32:14 PM,09/08,/2020 01:32:23 PM,1
SAEVASILVIA, 20323227 @students.uii.ac.id,09/08/2020 01:32:23 PM,09/08/2020 01:47:41 PM,16

DINDA CANTIK SENANTYA,20410849@students.uii.ac.id,09/08/2020 01:33:29 PM,09/08,/2020 01:33:39 PM,1

LT R TR e TR R B B R R}

Halaman 7




