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EASS - Export Event Booking Data

1 Open the website admin page.

2 Click "Events" in the left hand menu.
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3 Click the event you would like to get the bookings for.

4 Click "manage bookings" on the right.
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5 Click the "export" button at the top of the booking list.

6 Click the "bookings view" dropdown.
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7 Select "attendees".

8 On the right hand side of the box, ensure the "attendee name" is selected.



Made with Scribe - https://scribehow.com 5

9 Click "EXPORT"

10 The CSV will now download to your computer.


