
Taking Attendance on Webex  
 

1. Go to the website signin.webex.com and enter your LAU credentials. 

 

2. From the homepage, click on your name on the top right menu.  

 

 

3. Click on ‘My Reports’.  

 

 

4. This will take you to a new page. Click on ‘Usage Reports’.   

 

 

https://signin.webex.com/


5. Choose the date range and then click ‘Display Reports’.  

 

6. Choose the meeting/event you want to access and click on the title under ‘topic’.  

 

 

 

 

Note: That should give you access to your meeting report. If you access the report directly after the 

Webex meeting, you will have a preliminary version with only participant names and emails. Once you 

wait a couple of hours, you should be able to access the detailed report.  

 

 


