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Events that would like to track registrant attendance have the option in the Events Management System
to do so. In this procedure you will learn how to create sign in sheets, enter attendance and view
attendance reports.

Create Sign in Sheet
1. Onthe event dashboard click Attendance in the Manage Event box.
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2. Click the Export Attendance Form at the bottom of the page.
3. An Excel Attendance Form download link will appear.
4. Click on this to open the file.
5. Select the Sign-Up Sheet tab.
6. Print and use at program to track attendance.
Enter Attendance

1. Onthe event dashboard click Attendance in the Manage Event box.
2. Putacheckin the box under Attended Event for everyone that attended.
3. Click the Update Attendance button.
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View Attendance Report

On the event dashboard click Attendance in the Manage Event box.
Click the Export Attendance Form at the bottom of the page.

An Excel Attendance Form download link will appear.

Click on this to open the file.

Select the Attendance Report tab.
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