
SD 41 Event Calendar –Reports, Attendance  
   and Email Communication   
 
 
Log into the Event Calendar.  
 
Select My Offerings tab.  Find the event by scrolling through the list, use the Search 
or Type options.  

 
 
To view a list of your registrants, click on the Bookings icon.   
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SD 41 Event Calendar – Email Communication  
 
 
Send an email to a registrant by clicking on their email.   
 

 
 
 
 
 
Send an email to everyone registered in your session by clicking CONTACT.  
 
 
 
 
 
 
Enter your instructions or updated 
information in the box.   
 
 
Press SEND.  
 
 
 
 
 
(*The email will be sent to everyone who is 
registered in your session. Included will 
also be the event description, dates and a 
hyperlink back to the Event Calendar 
website.) 
 
 
 



SD 41 Event Calendar – Reports and Attendance 
 
 
To have a detailed report of your registrants, click on blue PRINT icon.   
 

 
 
 
 
 
 
 
 
A popup window appears with a 
detailed list of your registrants.  
 
 
 
Select the printer from the 
printer popup window that you 
wish to connect.   
 
Press OK.  
 
 
 



SD 41 Event Calendar –Attendance 
 
 
To have an Attendance report, click on red PRINT icon.   
 
 

 
 
 
 
 
 
 
This report can be 
used for your 
Attendance.   
 
 
 
 
 
 
 
 
 
 



SD 41 Event Calendar – More Reports - CSV 

 
 
For advanced data collection, choose a CSV file by clicking on Download-CSV File 
icon.   
 
 

 
 
 
 
 
 
 
 
 
Choose - Open with Excel or  
Save File.   
 
 
Click OK.  
 
 
 
 
 
 
 
Your file looks like this, which you can edit with all the features in Excel.  
 
 

 
 


