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How to Record Attendances

My Calendar

April 2023
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16:00 - 18:00 'Disability Project' 121 Session

1. Click on a Session from the Calendar page
2. Select the relevant contact type, such as Participants
'Sports Project' session

Overview | Participants Staff Professionals

Details
Type Individual
Name 'Sports Project' session
Activity Football, Cricket
Lead Staff Peter Demodt
Contact Type Individual

3. Click on the Tick/Cross/Square attendance icons to change the attendance for
individual contacts, or select Attend All to change attendance for all contacts

'Sports Project’ session
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14 attended » 5 not attended # 1 not registered

9 Andrew Smith v
9 Claradd Twemlow x
9 Greg Priona V4
9 James Jones v
9 James Woolson x

9 Jeremy Jones O



