
HOW TO VIEW EVENTBRITE  
REGISTRATIONS



TRAINING OBJECTIVES
• View Eventbrite event registrations 

• View and download event attendee lists 



REVIEW EVENT REGISTRATION AND REPORTS

• Log into your Chapter/Network Eventbrite 

Account

• Example: austinchapter@texasexes.org

• Hover over your Account Icon on the top right 

hand side 

• Select ‘Manage Events’

mailto:austinchapter@texasexes.org


REVIEW EVENT REGISTRATION AND REPORTS

• Select the Event you would like to view registrations for  



REVIEW EVENT REGISTRATION AND REPORTS
• View your ‘Event Dashboard’ to see the total number of tickets sold 



REVIEW EVENT REGISTRATION AND REPORTS

• To pull an event report of attendees, select 

‘Manage Attendees’ on the left-hand side toolbar 



REVIEW EVENT REGISTRATION AND REPORTS

• Select ‘Attendee List’ to pull a report and view all 

event attendees  



REVIEW EVENT REGISTRATION AND REPORTS

• To view a quick report of all attendees select how you would like to view 

the report: First name, Last name, or Ticket Type 

• Then select ‘Download List as a PDF’ 



REVIEW EVENT REGISTRATION AND REPORTS

• Example of a report:



REVIEW EVENT REGISTRATION AND REPORTS

• To view a more detailed report, or customize a report, select ‘Full 

Attendee Report’ to customize your own report 



REVIEW EVENT REGISTRATION AND REPORTS

• Select ‘Report Type’, ‘Date 

Range’, ‘Attendee Status’

• ‘Configure Columns’ to 

customize your event 

attendee report. 

-Recommended to view 

specific event attendee 

information 

-Example: select show first 

name, last name, ticket type, 

question responses, etc.       



REVIEW EVENT REGISTRATION AND REPORTS
• Options to ‘Configure Columns’: 



REVIEW EVENT REGISTRATION AND REPORTS
• Select ‘Update Report’ 

• Then Export to download via Excel or CSV to have on hand at your event 


