Participants by Service Report

Introduction
The 'Participants by Service' report is used to generate a list of participants who have registered for one or more service(s). Participants will be listed only
once in the report. The report can include Participant level fields that are linked to the service(s), and account holder information. Users with full
administrative access can edit custom field information provided by participants. An option to send email to participants is also available. The report can be
exported in CSV, Excel, XML, and PDF formats.

Instructions
In order to generate a report, use the following instructions:
1. Log into your RegattaCentral account and click the 'Participants by Service' link located in the Club/Clinic Staff box
2. Select the desired Service Period from the drop down menu
3. Select the Service Category listed in the gray boxes

a.
4. Select the check box to the left of the Service(s). Multiple services can be selected for inclusion in the report

a.
5. Select the Options you wish to include in the report:
a. Custom fields: Selecting this option will generate a column for each Participant level custom field that is linked to the service(s).
Selecting this option will also trigger the 'Edit' link to appear to the left of the participant's name. The 'Edit' link can be used to update or
add information to custom fields.
b. Account Holder contact information: Selecting this option will include columns in the report for the account holder's email, phone
number, city, state, and zip code. In some cases the account holder is the participant, so this information will most likely be the same as
the Participant information. In cases where a parent has registered a child the account holder information is usually different.
c. Participants who are registered for all selected services: This option can be used when generating a report for 2 or more services.
When this option is selected the report will only include participants that have registered for all of the selected services. For example, this
option may be helpful for clubs who are interested in viewing a list of only the members who have participated in Session 1, Session 2,
and Session 3 of a Learn-To-Row program.
6. Click the 'Generate Report' button
7. Once report generated, you can edit athletes registration information and complete any fields you designated as 'Staff' when setting up the
service. (Example: A 'Staff' level field asking if participant turned in additional forms. Can update status of participants form in the 'Staff' field
through 'edit'. Can also update any other information.
8. Send Email- You can send an email to all participants in the services selected by selecting the 'Send Email' link
9. Exporting Information- You can export the participant information to Excel, CSV, HTML and PDF.
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