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      Step 1 : Navigate to Reports 

 
 

 

 

 

 



Step 2 : Select E-commerce > Donations 

Select Show all Items and click  

 
step 3: Select E-commerce > Tickets 

Select Show all Items and click  

 
 



 

step 4: Select E-commerce > Transactions 

Select Show all Items and click  

 
 

 

 

Step 5: View the excel sheet reports on your 

computer 

 
IMPORTANT : Make sure to SELECT ALL ITEM 

during step 2, step 3 and step 4 

 


