
1. You have to use Teams Client Desktop. During the meeting, click show "Participants" and 
click the "Download attendance List" option.

Attendance List
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2. If you click that, the file will be downloaded.

3.

4. The attendance will be show as above.
5. Below is an excerpt from Microsoft Support page regarding Attendance List, please note 

that the attendance can only be downloaded while the Teams meeting is in session:
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https://support.microsoft.com/en-gb/office/download-attendance-reports-in-teams-ae7cf170-530c-47d3-84c1-3aedac74d310


Revision #3 
Created Sun, Mar 7, 2021 8:38 AM by MOHD FARISALHARISI BIN MOHD YAZIZ
Updated Fri, Oct 18, 2024 1:55 PM by MOHD FARISALHARISI BIN MOHD YAZIZ

https://istack.iium.edu.my/uploads/images/gallery/2021-03/4.png
http://210.48.222.246/user/8
http://210.48.222.246/user/8

