
 

How to get attendance report from 
WebEx 

 

This document will show you how get a list of participants that joined your WebEx meeting. 
This report will also show how long the participant was connected for, what time they joined, 
what time they left, etc.  

Note: Keep in mind that people joining will phone only will not have a name on the report. For 
safety reasons only some digits of the phone numbers will be shown on the report. 

Note: This will only show you meetings you were the host for. If you can not find a meeting, 
have the host of said meeting follow this instructions to access the attendance report. 

 

1. Go to https://colliercountyschools.webex.com/ and long in with your CCPS Email. 
 

 

https://colliercountyschools.webex.com/


 

 
 

2. Hover the mouse over your name on the top right corner of the screen, a drop down will 
appear, click on “My Reports” 

 

 
 
 
 
 
 
 
 
 
 
 

3. Click on “Usage Reports” 

 

 

 



 

 

 

4. Find the meeting you want to get the attendance report using the options shown.  

 

 

 

 

 

 

 

 
5. Once you found your meeting click the title under “Topic” and that will display the list of 

people that connected the meeting. 

 


