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Quick Reference Guide: Transaction Report 

 
The transaction report will display details asked on a signup form. 
 
The process below is the same whether you are an Association or Club. 
Associations complete this in either mode, Management or Participation, while 
Clubs complete it in Participation Mode.  
 
Associations can access the transaction report under Management or 
Participation. 
 

 
 
Clubs will not have the option to choose between management or participation, they 
will just be in participation. 
 

 
 
To access this section, you will need to select Reports, Registration (heading), 
Transaction Report. 
 
This will bring you to the Registration Transaction Report page. 
 

 
 

PATH: 

Management or participation 

Reports 

Registration (heading) 

Transaction report 
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To display the answers of the signup form, one signup form needs to be selected at 

any one time.  Date range and select Go. 

 

Scroll to the bottom and Download.  The report will be downloaded into an excel 

spreadsheet. 

 

 

 

 

 

 


