# UTHealth Cizik WEBEX ATTENDANCE QUICK GUIDE

The University of Texas

Health Sciance Canter at Houston SChOOl Of Nursing

Accessing the Reports

Log into https://uthealth.webex.com

1. Click the ( A) in the upper, right corner
next to your name and select My reports.

English Lori -~ e

My profle
My contacits

For Meet Mow Setting

My reports

Sign out

2. Under WebEx Events select

WEbEX Evems Attendance Report.

» Regitation Repor
View regsiraon fomation, and send eminder mals o he vt Afer he vt

v Aftencance Repor
Ve atndance nfomation or any event. You can send follow-up emas afer te event

To view attendance information for any event, provide your search criteria below. 3. On the Usage Report page, set a date range
Note: You can generate reports for only dates up o threg months prior to today. and click Display Report.

o — NOTE: You can generajce reports for only dates
up to three months prior to the day.
T i

Search by: Optional

Bxor Lt Repor
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Tope Mo Dte?  Battoe  Dvakn  Imtd Ritood Mol T 4. An Attendance Summary Report will
Tralning Workshop PRO Y0 90%m  Amn 0 NA 2 Detall
g Wodshop @ M0 Jum  sm S 0 WA 3 pul appear. To see the attendance for a
Tralning Workshop PRO YA B49pm  Gming 0 NA 2 Detall pa rticular meeting' click on the name of
Training Workshop RO i 86pm  Smns 0 NIA 1 Detall i
PN T nnn Aliima PRI 4t A m ' P the meet|ng.

5. An Attendance report will be created, with
Detai Report options to print and export. You can export or
Printerfriendly Format  Export Report

Sl e download the data to a comma-separated values
' : (CSV) file which you can then openina
::'::"”““ o spreadsheet program such as Microsoft Excel. You
Invied: o Regitere NA can also print reports in a printer-friendly format.
Date: 30 Start time: 9:05 pm
End time: 9:05 pm Duration: 1 min
Compary: o Note: Depending on how much the WebEx
Phone Number; Address 1: . . .
Addess 2 ay: servers are being utilized, you may have to wait
it i up to 24 hours for this report to generate.
21P/Postal Code: Network joined from; Externdl
Participant 2
Name: Enal: [ Note: Report formats will appear based on the
Invited: No Reglstered: NA
s S e o type of Attendance report. The report shown here
ik 9:08pm il 4 ming is a Training Attendance report.
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