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VSBA Database 
How To View If a Member is 

Registered For An Event



www.vsba.org

First Step: 
Log into the Database, once you are logged in this is how the screen will appear, with 
your name. Once you log in, please select on the “events” tab. 

Click Here
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Next step: select the “all events” tab.  

Click Here
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The screen will appear like this once you have selected the All Events tab. 
Select the event you would want to view if a specific member is registered for.    

Click on the 
event name to 
go into the 
event
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After you click on your specific event, this is how the page will appear. 
In order to find the participant, you are looking for, select the “participants” tab. 

Click Here
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This is how the participants page will look.
Look through the list to find the specific member you are trying to find, or you can use 
the search functionality. Remember when searching less is more. 

Name of participants

Here is the search 
bar where you can 
type in a specific 
person’s name that 
you are looking for
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Another quick and easy way to also view if a specific person is registered for an event, 
would be on the “all events” page.

Event Name
Click on the 
participant icon 
and a list of 
registered 
attendees will 
pop up
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Below is how the list will appear, after clicking on the participant icon. You can view 
the entire list of participants in the box that pops up like on the event participants tab. 

A list of 
attendees that 
are registered 
for the event 

You can also use the 
search function here to 
search a specific 
person that you think is 
registered for the event


