
1) To begin, sign in to the Raiser’s Edge and export the attendance list by selecting the ‘EVENTS – 
Participant Updates’ export after filtering on the ‘Participant’ export type. 
 

 
 

2) Select your export options (check boxes) and click the ‘Export Now’ button. 
 

 
 
 
 
 



3) Select a secure network location to save your attendance list. Do not store this on your local hard 
drive. You will delete this list after it has been imported into Raiser’s Edge (final step.) 
 

 
 

4) You will be prompted to select the event. Choose ‘equals’ from the ‘operator’ menu and then click 
on the binoculars icon. 
 

 
 
 



5) Search for the event by entering the event name, event type, or other search criteria. Highlight the 
event and click the ‘Open’ button. 
 

 
 



6) Click the ‘Finish’ button. 

 
 

7) The export will start. When complete you will see a message like this: 
 

 
 
 
 
 

  



8) Your attendance list will look similar to the following sample. Note that there are three fields that 
you may wish to update as you track attendance: 
 

a. ‘Prt_Attended’ (mark TRUE if participant attended the event) 
b. ‘Prt_Response’ (optional field, see next step for usage) 
c. ‘Prt_Registered’ (see next step for usage) 

 
Do not make changes to or remove the ‘Prt_Import_ID’ field. 
 

 
 

9) Please refer to the Registrant form from the Raiser’s Edge event management screen shown below 
to see where changes to your report will be updated in Raiser’s Edge when list is imported.  
 
The Prt_Attended’ field in your report will update the ‘Participant has attended’ checkbox. 
The ‘Prt_Response’ field will update the ‘Response’ menu. 
The ‘Prt_Registered’ field will update the ‘Registration’ menu. 
 



 
 

10) Please submit your attendance list to extadmin@uvic.ca with a subject line including the following 
text: 
 
EVENT UPDATE – Attendance List (Event Name) 
 
Your attendance list will be imported into the Raiser’s Edge database with the updated values. 
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