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Introduction

The following is a step-by-step guide on how to generate CMEO training completion certificates with booking exports from the CMEO website. 
For additional questions and concerns, please contact the Visual Communication Department at Emprise Corporation.

Please review the “How to Manage Bookings” documentation before beginning this tutorial in order to familiarize yourself with the booking 
export functionality on the CMEO website.

To begin, navigate to the provided URL and enter your username and password. Upon login, you will be redirected to the WordPress administrator 
dashboard. Once complete, launch the appropriate CMEO training certificate Microsoft Word template.

There will be two parts to this documentation, Part A: Export Bookings and Part B: Generating Certificates.

 
Part A: Export Bookings

1. Once logged into the CMEO website, access the “Bookings” area. 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.

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 a
 question that states, “Split bookings by attendee?” Please leave this unchecked (this would only be checked if users were allowed
 to register seats for multiple people).

4. Move the following tabs over to the “Columns to Export” column by dragging and dropping: 
 
  a.  First Name
  b.  Last Name
  c.  Event
  d.  Event Date(s)
  e.  E-mail
  f.  Any/all Associated Training Courses (that need to be listed on the certificate)

5. Remove any tabs not listed by clicking on one, holding down, and dragging it to the right side. Repeat as necessary. 
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6. Click “Export Bookings” and a CSV file will be downloaded and placed into the downloads folder on your local computer.

7.  Locate and open the exported bookings CSV.

8. When Microsoft Excel opens the file, delete the first three rows completely from the Excel spreadsheet by highlighting them via the   
 numbers in the first column, then right clicking, and selecting “Delete”. 

  a.  The first row should now be the column headers for the data.
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9. Next, go to “File”, “Save As”, and select a location to save the file to.

10. The Save As window will open, input a name in the “File name” text box and then select “Excel Workbook” as the “Save as type.”

11. Remember to choose an easy to find location to store the file and click “Save”
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Part B: Generating Certificates

1. Once the bookings list has been exported and prepped, open the appropriate CMEO training certificate in Microsoft Word.

2. When the template loads in Microsoft Word, locate and click on the “Mailings” tab.

3. Within the mailings tab, click on the “Select Recipients” button, then select “Use Existing List” from the menu.

4. A new window will open, prompting you to select a data source. Locate and select the Bookings Excel workbook that was created in 
 Part A of this documentation.

5. Next, the “Select Table” window will appear. The Excel file should be highlighted in blue. Be sure that the box next to “First row of data   
 contains column headers” is checked and then click “OK.”
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6. Next, look back up to the mailing tab options and click on “Edit Recipient List.” 

7. A “Mail Merge Recipients” window will appear featuring a list of all of the people who were on the booking list. Use the checkmark   
 boxes to UNCHECK anyone you DO NOT want to print or email a certificate to and then click “OK.”
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8. Now, to preview the certificates, click on the “Preview Results” button in the mailing tab options. You will notice that the place holders   
 will turn into the respected data.

9. Back in the mailing tab options, you will see arrow buttons to the right of the “Preview Results” button. Use the left/right arrows to   
 navigate through all of the generated certificates.

10. Once the certificates have been reviewed, they may be printed or emailed.

  a.  To print, locate and click on the “Finish & Merge” button in the Mailings tab options. 

   i.  When the drop down menu opens, click on “Print Documents”
   ii.  A “Merge to Printer” window will open. You may select if you want all records, the current record, or a series of   
        records to be printed, then click “OK” and your standard print dialog window will appear.

  b.  To email the certificates as a PDF, you will have to do so one-by-one by first previewing the first certificate you 
        want to email. 

   i.   Next, go to File, click on Share in the blue column, click on “Email” in the Share column, and select “Send as PDF.”
   ii.  An Outlook “new email” window should open with the certificate already attached in PDF format. Simply input   
        the certificate recipients email address into the “To:” field, add a message (optional), and click “Send.”


