
 
 
 
Academy Process 
Tracking Participants 
Ask attendees to put their name and class year in the chat before you get started.  After the 
training you can access the chat from your Zoom account in a browser so you don’t need to 
worry about saving it in the meeting. 
 
Downloading the Chat and Recording 
1. Sign into your Zoom account in a browser, click Recordings from left hand menu.  
2. Find the meeting (you may need to search for it by a date window) and click the Share 
button. 
 

 
3. Match the settings below. 

 
4. Close that window and click the 3 dots to the right of the meeting. 
5. Click Download 3 files (the number may be higher if you stopped and started the recording).  
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6. The recording and 7. The chat will be downloaded. 
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Academy Process 
Downloading Zoom’s Participant List 
After the training you can access for the participant list through your Zoom Account in a 
browser.  
1. Sign into your Zoom account in a browser, click Click Analytics and Reports from left hand 
menu.  
2. Use the search fields to find your meeting (you can only search in monthly increments).   
3. Click the number in blue under the Participants heading. 
 

 
 
4. A new window will open listing the participants.  We recommended clicking the box that says 
Show uniques users since some people may log in and out several times during the meeting. 
5. Check the Export meeting data box and click the blue Export button, a CSV file will be 
downloaded to your computer. 
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