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Introduction

The following is a step-by-step guide on how to Export Bookings from the CMEO website. For additional questions and concerns, please contact 
Sergio Barrera (sbarrera@emprisecorporation.com) from the Visual Communication Department at Emprise Corporation.

Export Bookings

1. Scroll down to the “Events with Bookings Enabled” section of the Event Bookings Dashboard, you will be presented with a list of 
 events/courses that have bookings enabled. Click on the event/course that you wish to export a list of attendees for.

To begin, navigate to the provided URL and enter your username and password. Upon login, you will be 
redirected to the WordPress administrator dashboard.

On the left side of the screen you will see a navigation pane. This pane will list any content hosted on the 
website that you have access to modify. Locate and hover over or click on “Events” and click on “Bookings.” 
The “Event Bookings Dashboard” page will load.

When the “Event Bookings Dashboard” loads, you will notice three sections on the page: Recent Bookings, 
Events With Bookings Enabled, and Transactions. In this documentation, we will be focusing on the “Events 
with Bookings Enabled” section.
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2. The page will refresh and display the “Manage Bookings” page for that particular event/course. There will be a CSV Export icon,  
 Booking Table Settings icon, Filter functions, and then the table/list of any users who have submitted a booking form. Click on the  
 CSV Export icon to begin the export. 
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3. When you click on the CSV Export icon a new window will open. In the window you will see a set of instructions followed by two 
 questions: “Split bookings by ticket type?” and “Split bookings by attendee?” Check the box next to “Split bookings by ticket type.”
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4. Below the instructions and question, you will see three columns of rectangles with text in each. These rectangles represent all of the   
 data export options available from both the booking form as well as some system data fields. The yellow/orange rectangles in the first   
 column are the ones that will be exported.

  a. To select the data fields that you would like to export, simply click, hold down and drag the gray rectangles over to the   
       yellow/orange ones in the first column.

  b. To remove data fields from the export column, click, hold down, and drag the yellow/orange rectangle over to the gray ones   
       in the second and third columns.

  c. When you have the desired data fields selected, you can organize them into the order you would like them to export in. You   
      can do this by again clicking, holding down, dragging, and dropping into the correct order. 

  d. Once finished, you can click the “Export Bookings” button in the bottom right corner of the window. This will download a   
       CSV file containing the selected booking data into the “Downloads” folder on your local machine.
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5. When you open the file, you will see the general course information within the first four rows of the spreadsheet followed by a column   
 for each field you selected for the export.

 Note: The data in the initial export will be sorted by the attendee’s name. To sort it by the first column, highlight just the data in the   
 columns and then click on the “sort” icon in Microsoft Excel (this icon is represented by the letters A and Z with an arrow next to them).
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