How to get registration reports:
1. Log into your account
2. On the left hand side select “reports”
3. In the middle of the screen select “meeting”
4. Set the time frame & search 
a. If your meeting was recent or in the near future it may just appear
5. To the far right of the meeting title select “generate”
a. Three options appear most often you will just select “all registrants”
6. It will say “processing”
a. Keep in mind the larger the list the longer the load time
b. Where it said “generate” it will now say “download” 
7. Select “download”
8. The CSV file will appear at the bottom left hand corner of the web browser – select that to open the file and see the names.
a. Make sure you change the file type to “Excel workbook” before you save it

How to get participation reports:
1. Log into your account
2. On the left hand side select “reports”
3. In the middle of the screen select “usage”
4. Set the time frame & search 
a. If your meeting was recent or in the near future it may just appear
5. There will be several rows & columns, scroll all the way to the right
a. The slide bar is at the bottom of the rows & columns
6. Select the blue number such as “150”
a. This number reflects how many people actually attended
b. A new window will appear with several options
i. Select “export with meeting data” if you want that information
ii. Select “show unique users” if you wish to see the phone numbers people called in on
7. Select the blue button “export”
8. The CSV file will appear at the bottom left hand corner of the web browser – select that to open the file and see the names.
a. Make sure you change the file type to “Excel workbook” before you save it
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