Export a participant list
Getting the list out for catering, reception or a badge printer — and which columns are empty for which half of your guests.
2026-09-12   ·   https://offision.com/help/en/events/export-a-participant-list/
Export participants takes the list you are looking at and gives you a file of
it. The filters apply first, so setting them before you export is how you get the
file you actually wanted rather than the whole company's.
It sits on the event's own participant list, in the app. The console's
Participants page looks like the place for it and is not — that page browses
every registration in the company and cannot export.
Where in Offision: admin app → activity/activity (Event list)
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Export sits behind the ellipsis above the event's own participant list.
The menu behind it holds two things, and the second is the one you want.
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Import participants, and Export participants.
Filter first, then export
Two chips sit over the list. Status is the attendance one — pending, invitation
sent, attended, no show, cancelled — and Registration splits the people who
signed themselves up from the ones a coordinator invited. Narrow with either, and
the file follows.
An attendance list is Status → Attended: the file then holds the people who
actually turned up, with the time each of them was scanned in.
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The five states the file can be narrowed to.
The list on screen does not redraw:
Setting a chip marks it, but the rows behind it stay as they were. The export
still follows what you set — check the file, not the list.
The one split this list does not offer is internal against external. Every row
carries the pill, but there is no filter for it, so a guests-only file means
exporting the event and cutting the colleagues out afterwards.
What is in the file
Names, addresses and status, plus Check-in time for anybody who was scanned
in, and the fields an external registration collects: title, department, phone,
dietary requirements, accessibility needs and emergency contact.
Half the columns are empty for colleagues:
Those extra columns exist only on the external side — a colleague is never asked
for their company or their dietary requirements, so those cells are blank for
every internal row. A catering list built from a mixed event will be missing
exactly the people who work for you, and that is the data, not the export.
Where you need dietary requirements from everybody, ask for them with a custom
field on the event, which can be made required for both audiences.
Check-in time without exporting
The console's Participants page carries the same value under another name:
Attend date, a column hidden by default. Turn it on from Sorting / Columns
and the list answers registered-against-attended on screen, across every event at
once — which is often all anybody wanted the file for.
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Attend date is the file's Check-in time under the console's name.
What the export does not include
1. Anything about the event itself beyond naming it. It is a list of people.
1. Whether their email arrived. Delivery is not recorded.
1. Their wallet pass. The QR code is not exportable, and does not need to be —
check-in reads the pass on their phone.
Check it worked
Open the file and read the Status column. If a name is missing, a chip was
still set that you had forgotten about — which is usually the intent, but worth
confirming before the list goes to a caterer.
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2 Participants

Browse and search all event participants

Sorting / Columns.

a Type Category Registration source Registered date Attend date
Ivy Chan
© Internal Annual General Meeting ® Conference @ Pending send invitation | @ Self registered 27, Aug 8:51 PM
Ben Okafor
2 ® External New Starter Induction ® Training Pending send invitation | ® Invited 27, Aug 5:58 PM
Hana Sato
2 ® External New Starter Induction ® Training Invitation sent © Invited 27, Aug 5:58 PM
Leo Moretti

© External New Starter Induction ® Training Invitation sent © Invited 27, Aug 5:58 PM

Aisha Rahman

© Internal New Starter Induction @ Training © Invited 27, Aug 5:58 PM 27, Aug 5:58 PM

Tom Baker

2 ® External New Starter Induction ® Training

© Invited 27, Aug 5:58 PM 27, Aug 5:58 PM

Ivy Chan
4 © internal Annual General Meeting @ Conference Pending send invitation | ® Self registered 27, Aug 5:51 PM

Grace Chan
© External Annual General Meeting @ Conference No show © Invited 27, Aug 4:48 PM

Kenji Watanabe
2 ® External Annual General Meeting ® Conference Pending send invitation | ® Invited 27, Aug 4:48 PM

Sofia Lindquist

2 © External Annual General Meeting ® Conference Pending send invitation | ® Invited 27, Aug 4:48 PM
Marco Rossi
© Internal Annual General Meeting ® Conference Invitation sent © Invited 27, Aug 4:48 PM
Priya Nair
© Internal Annual General Meeting ® Conference Invitation sent © Invited 27, Aug 4:48 PM
Paniel Ho
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