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Creating a Custom Field Response List 
PEOPLE > Custom Person Lists > Custom List Management 

1. Click ‘Add New Custom List’ 

 

2. Give the list a title and description 

3. Select ‘Custom Fields’ in the output fields section 

4. Double click the custom field in the left hand box to make it appear in the right hand box. 

5. Click ‘Save List’  
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6. Now click on the ‘Custom Filters Management’ and ‘Add New Filter’ 

 

7. Give the filter a name and description. 

8. Populate the ‘Registration’ information for ‘2019’ and which registration type (if all select 

‘any type’) 

9. Click ‘Preview’ to see the list of participants. 

10. If you are happy, click save at the bottom of the page. 
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11. Go back into ‘Custom List Management’ and edit the custom field you would like the list for. 

 

12. Under the Person Filter Select the filter you just created from the dropdown menu and click 

‘Save List’ and then ‘Back to Custom List Manager’ 
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13. Now click the view button for the list you want to view  

 

This will display a list of participants for the 2019 period. Click ‘Download’ to get an excel document 

of the list. 

 


