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University College of Medical Sciences and GTB hospital, Delhi shifts to online delivery of lectures 
from 8th April 2020. The lectures have begun as per the schedule. This document is to support the 
faculty to generate the attendance report.  
 
The faculty will begin with opening a browser in their laptops.  
 
In the browser, go to www.gotowebinar.com  
You will go to the page as shown in screenshot below. 
 

 
 
Click on Sign In as shown in the pic above. You will be taken to the next page as shown below. Enter 
the log in email id and password as provided to you along with the respective license you used to 
schedule your lecture. 
 

 
 
 
 
 
 

http://www.gotowebinar.com/
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You will land on the page as given in the screenshot below. Click on Analytics (highlighted by a red 
loop) which is like a bar graph icon. 
 
 

 
 
 
 
 
The Analytics page will look like the screenshot below. Click on the Build Report (the first red loop). If 
the lecture which you took was more than two days back, you can click on the date and select the 
date you want. (the second red loop) 
 

 
 
 
 
After you click on the Build Report, the following page, given in screenshot below will appear. Click 
on Attendee. 
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After you click on Attendee, it will display the following screenshot with a list of lectures delivered 
during the date which you had already selected earlier. Here we are clicking on Epidemiology. Click 
on the small box given before the lecture name. (as highlighted by the red loop) 
 
Then click on Proceed with selected session. 
 

 
 
 
Another window as given below will open. Select ‘Excel’ on the left bottom of the page and 
‘Download’ on the right bottom of the page. These steps are given in the two successive screenshots 
below. 
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Next, you will see that your report is being generated, as shown below.  
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After one or two steps you will open the Excel sheet with your attendance. Those who are present 
are given in the Attendee details. A ‘Yes’ in the attendee details means that that student attended. 
The names of the students are given in Columns C and D as Last and First Name respectively.  
 
 

 
 
 
Please note that the students who are ‘YES’ in the ‘Attended’ column should be given present.  
 
The remaining students in your attendance sheet should be marked as ABSENT.  
 
The list of students in the Excel sheet downloaded from GoToWebinar does not give the complete 
list of students. It gives the list of students who registered for the webinar.  
 
It is important that the faculty member marks ‘Present’ and ‘Absent’ in the list of names of students 
which s/he has with her/him in the department. 
 
 
 
 
 
More resources:  
 
https://support.goto.com/webinar/videos  
 

https://support.goto.com/webinar/videos
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Online training and GoToWebinar related support by: 
 
Dr AK Sharma 
Head of Department 
Department of Biostatistics and Medical Informatics, 
UCMS and GTB Hospital, Delhi 
 
Documentation by: 
Dr Amir Maroof Khan 
Coordinator,  
Medical Education Unit, 
UCMS and GTB Hospital, Delhi 
 
Email: mededu.ucms@gmail.com  

mailto:mededu.ucms@gmail.com

