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STEP 1

Click on Accreditation
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STEP 2

Click on Classes

A Legislation

% Events

B Accreditation

B 4

Awards

Courses

Classes

wm o ©

4§  Settings and Configuration

STEP 3
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Click on the specific class you wish to export
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Command Ethics
27 MAY 2022 at 8:00 AM - 4:00 PM

Interplanetary War Crimes

Interplanetary War Crimes
13 JUN 2022 at 1:00 PM - 11:00 AM

Fraternization on Spaceships

Fraternization on Spaceships (May)
13 JUN 2022 at 1:00 PM - 5:00 PM

Advanced Flux Capacitors

l;édvanced Flux Capacitors'

22 DEC 2022 at 1:26 PM - 2:26 PM

Advanced Sneaky Pajama Killer People Trainings

Sneaky Jam
29 APR 2022 at 1:00 PM - 4:00 PM
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STEP 4

Click on Participants

2

* Course: Advanced Flux Capacitors
’ Class: Advanced Flux Capacitors
5 ® Completed @ Registration Closed g Participation 0 /0

0 No Tags

General Related Classes Participants Registration & Pricing Accounting Details
> I
Participants
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Occurs once on Dec 22 2022 at 01:26 PM - 02:26 PM
Pricina & Reaistration Details

STEP 5

Click on settings
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Mark Attendance Page [1/1] of 7 Records@
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STEP 6
Click on Export

Mark Attendance Page[1/1] |10 ~ | of 7Records < > Y &~
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STEP 7
Check on the fields you wish to add

[7 Export Class Participants (7 people selected)
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STEP 8

Check on the tab for other fields you wish to see.

(4 Current Position

~ Current Department
~ Parent Member Organization
4 Awards

@ Relationships (17 fields selected )

® General (9 fields selected )

& Basic Information ( 8 fields selected )

STEP 9
Click on Next
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STEP 10

Write the file name of the report you will be exporting

[ Export Class Participants (7 people selected)

Select Fields Finalize Export

{§ Finalize and arrange your columns for export

File Name

[ ClassParticipants_0ct-23-2023_4-05-49AM_Advanced Flux Capacitors

Select All

Name

Invoice

Attendance
Registration Date Time
Member Organization
Credit Hours (Finalized)
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Current Position
Current Department
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STEP 11

Click on Download
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STEP 12
Click on Okay

STEP 13
Click on My Area

Xba
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A Legislation
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B Accreditation

¥ Awards

™ Courses
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# Home ' B Accreditation ' @ Classes ' @ Class Detail

* ° Course: Advanced Flux Capacitors

Class: Advanced Flux Capacitors

® Completed @ Registration Closed & Participation 0/ 0

&0 NoTags

General Related Classes

o] e Participants

Participants

Registration & Pricing Accounting Details

4 Favorite Search Participant Q

0 Rhonda Billing

Organization

E (<)

. Okefenokee School District
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STEP 14

Click on My Downloads...

Xba

# Home ' B Accreditation ' @ Classes ' @ Class Detail

:.: My Area ® v
* Course: Advanced Flux Capacitors
* My Favorites Class: Advanced Flux Capacitors
Completed Registration Closed g Participation 0 / 0
& My Downloads £ Cong OReg & P
&0
B Mysills
W Requests >
General Related Classes Participants Registration & Pricing Accounting Details
E Registrations >
i -
2% My Message Center > = 9 Participants
& My Transactions
== Relationships > ™~ Favorite Search Participant Q Organization
&% Communication >

® () * 0 Rhonda Billing ‘ Okefenokee School District

STEP 15

Click on the button if you wish to cancel the download

@ Home / [»] MyArea ' & My Downloads

o7 MyArea® v
* My Favorites o My Downloads l
The files will be automatically deleted in 7 days
< My Downloads n
Search Downloads
B MyBills
() B: ClassParticipants_Oct-23-2023_4-05--
W Requests >
B Registrations N ) B: ClassParticipants_Oct-23-2023_4-05-
&% My Message Center > @ E: ° EventsParticipant_Oct-23-2023_3-56-(
{& My Transactions
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STEP 16

Click on Clear
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