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STEP 1

Click on Events
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STEP 2
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Settings and Configuration

Click on All Events
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Welcome! We're here to serve you.

Use the links on the left to:

« Browse our list of upcoming Events and Classes
« Update your profile by clicking your name in the top right and choos
« Take a look at the legislative issues we're tracking, read our team'’s &

Use the links on the left to:

« Browse our list of upcoming Events and Classes
« Update your profile by clicking your name in the top right and choos
= Take a look at the legislative issues we're tracking, read our team's 2
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STEP 3

Click on the event you wish to view
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STEP 4

Click on Participants

23rd Annual Conference
Event Type: Summer Conference

&1 Annual Conf...

ral  Sessions Classes  Bundles Registration & Pricing Accounting Details Settings

nt Schedule

‘hursday, December 22, 2022 at 8:00 AM to 5:00 PM

'enue: Jekyll Island Convention Center

ddress: Jekyll Island Convention Center, 75
Beachview Drive North
Jekyll Island, GA, 31527
United States
Show Map
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STEP 5

Check the box to select all participants
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STEP 6
Click on the wrench icon
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STEP 7
Click on Export

Settings
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STEP 8

Click on Select Template if you wish to use a pre-existing report template
from the dropdown menu

[t Export Event Participant Details (6 Selected) -

{J The left column presents all available fields for inclusion in the expart. Drag fields from the left to the right to include them in the export. Additionally, utlize the buttons on the right
to adjust the sequence of fields in your export

Template

[ Select Template

Search in Available Fields Selected Fields

»
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Address Basic Information

Bundle Name

Class Name

Date of Birth Basic Information

Update Template
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STEP 9

Drag the fields on the left over to the right to select the criteria for your
report

[ Export Event Participant Details (6 Selected)

{J The left column presents all available fields for inclusion in the export. Drag fields from the left 1o the right to include the in the export. Additionally, utilize the buttans on the right
10 adjust the sequence of fields in your export.

Template

Select Template
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STEP 10

When finished, you can either Update an Existing Template, Save as a New
Template or just Download one time.

Positions - Detailed (Current) ‘

Registration On

[ [ Update Template ] I Save as New Template ‘ x§ Download File I

)
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STEP 11

Click on Download File

Save as New Template

STEP 12

[ x3 Download File ]

Click on My Area and My Downloads to view your file
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#& Home /' 4 Events / 4 AllEvents / 4 Event Detail

23rd Annual Conference
Event Type: Summer Conference
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STEP 13

Click on Download to view your report
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The files will be automatically deleted in 7 days
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