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CVENT REGISTRATION AND PAYMENT UPLOAD  

 

Open up an Excel file to start your registrant data import.  

The required fields for this import is First Name, Last Name, Admission Item, Email Address but 
you will keep Participant status as one of the column headers and have yes for everyone under 
that as they need to be participants too. Under Admission Item “Event Registration” should be 
typed. “Payment Type”, “Amount Ordered”, “Amount Paid” and “Amount Due” columns as 
well. An example spreadsheet screenshot is provided below. Although you will not need the 
payment information for the registration upload, you will need it for the second upload, so it’s 
suggested you keep the information there for your convenience. 

 

Important Notes: 

* Credit Cards can be listed as “other”.  

* Please use ‘’0’’ for blank spaces to eliminate any error messages you may receive.  

* For those participants who do not have an email address to enter in, PLEASE use the format of 
_________________ (discussed in the Zoom meeting) 

 

 

 
 
 

Within C-Vent hover on Invitee management > Click on registrations 
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Click on browse and perform the import. You will need to match each header of the file to a 
topic in the drop down box.  

Again, when you are uploading registrants, there will not be a place to upload the payment 
amount. This column will only be used when uploading offline payments (under the internal 
information tab, not the offline payments), however having the column on the spreadsheet will 
be for your convenience as you can use the same spreadsheet for both uploads.  

 

 

 

 

 

 

 

 

 

 

 

 

Additional Information  
In addition to uploading the offline registrants, if you wish to mark the registrants who 
registered online as participants of the event, you will need to go to invitee management and 
then use the drop down box to select "mark as event participant".  
 
 
IMPORTING INTERNAL INFORMATION 
It has been brought to our attention that the system was not showing the offline payments on 
the reports. To fix this problem, please do not upload them using the offline payments tab. 
Instead, upload internal information and match the columns “payment type”, “amount 
ordered”, “amount paid”, and “amount due”. This way they will show up on the custom reports 
when you run them again for a final report.  
 
You can do this by going to the same Invitee Management tab as the registrations and clicking 
on “Internal Information”. From here you will follow the same steps of uploading the sheet and 
matching the fields.  


