
How to Take Attendance

Updated May 2025

Step 1 – Make sure you are logged in to your account. You should see your name 

in the upper right. Then click “My Account.” 



Updated May 2025

Step 2 – Click on the group you want to take attendance for over on the left.
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Step 3 – Click the “Attendance” tab to the right of the “Roster” tab.
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Step 4 – Click on the week you want to take attendance for.
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Step 5 – Check the people who attended for that week. If you had guests that 

week, add the number of guests over on the right and hit “Save.” You can 

ignore the number of salvations and baptisms as that is used by the prison 

ministry. 
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Step 6 – In the notes section you can write down the names of the people who 

were guests that week. And then REMEMBER to hit “Save.”
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