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Steps to Download Evidence of Class Attendance and Teaching Records from Zoom 

For use as supporting evidence in teaching fee claims for replacement classes conducted 
via Online Video Call. 

Office of General Education, King Mongkut’s Institute of Technology Ladkrabang  

 

1. Attendance Record Evidence 
1.1. Go to https://www.zoom.com/ and log in with the email address you used for teaching. 

 

https://www.zoom.com/
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1.2. Click  “Reports” on the left menu, then select “Meeting and Webinar History.” 

1.3. Select the date range that covers the replacement class session and click “Search” 

1.4. Click the number in the “Participants” column. 
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1.5. Capture a screenshot of the attendance list (Participants) as shown below. 

 
2. Screenshot of Teaching Session 

2.1. Capture a screenshot while conducting the online replacement class to show: 
2.1.1.The lecturer’s image on video call during the Zoom meeting 
2.1.2.The screen during teaching, as shown in the sample image 

 

The email address of the lecturer 

The email addresses of the students 

The date and time of the replacement class 
(must match the date specified in form ส.ศ.-103) 

The lecturer’s image on video call 


