Check-In Attendees After An Event
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3 Navigate to and select "Events" (you may have to scroll down to find it)
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4 On the left menu, select "Past Events"
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If people had previously registered for the event, and you just need to check them
in, you can scroll down to "Attendees" and click "Check-in"
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7 If you need to check-in people that have not registered you will click "Add or Invite
Attendees”
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8  Ifyou have a digital list of attendees' emails you can click "Paste List"
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9  Then paste your list of emails into the box and then click "Search"
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10 You can also search for people by name by clicking into the box here and typing
their name
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11 Click on the person you're searching for once you see them in the list (you can add
multiple people at a time in this search box before you click "Add")
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12 Make sure you click the "Also mark them as "Checked In" field or they will only be
registered for the event and will not be checked in
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14 Make sure the people you have added show up under the "Attendees" list and are
showing up as checked in
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