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How to Record Attendance for Events in
EngageD

1 Navigate to https://dickinson.campuslabs.com/engage/
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2 Click on the organization hosting the event.

3 Click on the event for which you would like to record attendance.
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4 Click on "Manage Event."

5 Click "Track Attendance"
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6 One way to record attendance is by clicking on "Add Attendance."

7 Click "Text Entry" to manually add attendees.
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8 You can add email addresses, card ID numbers, or external IDs.

9 You can also track attendance by uploading another file (such as an excel
spreadsheet).
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10 Additionally, you can have attendees enter your event's access code in the Corq
app.

11 If you have a card swiper (available in the Campus Life office), you can swipe IDs
using the link here.
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12 You can export your attendance by clicking on "Export."

13 After clicking "Export," your exported file will be available on the "Downloads
Page."
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Attendance should be taken for all events, even recurring meetings.


