
Small Group Attendance Instructions  

1.) 


• Upon logging into the website, click 
My Account to navigate to the My 
Account Page. 


• Click on Take Small Group 
Attendance 

2.) 


• Click on the appropriate attendance 
group.


3.) 


• Click on Attendance to take 
attendance. 


• Scroll down to view roster. 
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4.) 


• Click the plus icon to start a new 
attendance group.


• Tip: Previous’ weeks attendance can 
be viewed by clicking the check box 
near the instance. 


5.) 


• Select the appropriate attenders and 
options. 


• When finished, simply select Save.


• Tip: Make sure the date above 
is accurate before proceeding. 
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