EagleSync Tutorial - Bulk Checking in Attendees

This guide provides a step-by-step tutorial for efficiently managing attendee check-ins
for events using EagleSync. It simplifies the bulk checking process, saving time and
ensuring accuracy in attendance tracking. By following the instructions, users can
enhance their event management skills and streamline their workflow, making it a
valuable resource for anyone involved in organizing events. Whether you're a
beginner or looking to refine your skills, this guide is essential for maximizing your
event's success.

1 Within EagleSync, search for your group.
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On the left hand tool bar, click "Events."
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When you find your group, click the wheel to "manage" your group.
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Click "Past Events" as generally speaking if you are bulk checking in attendees, you
will be doing that for a past event.
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5 Find the correct event and click on it to "manage” the event.
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6  Click " Add or Invite Attendees"

M- 1130 AM PUBTEL 1B Registered
Registrations Starts Registrations Ends Total # of ltems for Sale ‘Waiting List Activation Items Sold ‘Waiting List Manage
No Limit [on} 0 E Edit
Delete
Access Duplicate
Total [}

¥ | Dashboard @ Add or Invite Aftendees
- Account Type - v | - Year Grad.- | - Member Tags - v | - Sub-Group Tags - v | -UserTags - v Last Registered -
RSVP VES v | status v | Cheden Status v | Reg Option v

[ Send Mobile Notification B Emall Attendees & Downlosd Attendeeslist |

Mo result found

7 In the drop down menu, make sure "Add Attendees" is selected.

You might think "Check-in Attendees" is the best option, but that may not work
correctly if the event settings did not allow for RSVP at the door.

Add Attendees Advanced Add o Invite Attendees 3¢

Add Attendees

People to register for this event Start typing and wait for suggestions... [] Paste List

Adding multiple attendees might take a couple minutes depending on the number of users
selected.
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Quantity Add Attendees

Invite Attendees by email (Send a notification email to invited attendees)

Invite Attendees by Mobile Push Notification

Check-In Attendees
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8 Click the "Also mark them as "Checked In" field.

. Add Attendees Advanced Add or Invite Attendees 3¢

Add Attendees

People to register for this event Start typing and wait for suggestions... [ Paste List

Adding multiple attandees might take a couple minutes depending on the number of users
sefectad.
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[ Also mark them as "Checked In
|| Send a notification email to new attendees

9  C(Click "Paste List"

Add Attendees Advanced Add or Invite Aftendees 3¢

Add Attendees

People to register for this event Start typing and wait for suggestions... mu:t

Adding multiple attendees might take a couple minutas depending on the hymber of peers
selectad.
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Also mark them as "Checked In

D Send a nofification email to new attendees

Made with Scribe - https://scribehow.com



10 You can now paste a list of EWU emails, NetID, or Student ID (NetID2) into the box.
Generally speaking, EagleSync can handle 500 entries added at a time.

Add Attendees Advanced Add or Invite Attendees €

Add Attendees

People fo register for this event Start typing and wait for suggestions... |:| Paste List
Adding multiple attandees might taka a couple minutas depending on the number of users
sefectad.
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11 Click "Search"

iple to register for this event Start typing and wait for suggestions... [] Paste List

Adding multiple attandees might taka a couple minutes depending on the number of users
selected.
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@ Emails () Netid () Netid? I
Quantity 3 () Card Reader ID
azarateb@ewu.edu
bpierce2 @ewu.edu

Also mark Kiemy bsanchez31@ewu.edu
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Close Search
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& Alert!

In some cases, you may see a red box with a list of student were not able to be
added. This is either because they are not yet added into EagleSync - this may be
the case at the beginning of a quarter, or because their account has been
deactivated - because they are not a currently registered student.

Students are populated into EagleSync when the following two things are true:
1 - The day after a student is registered
AND

2 - It is within 90 days of the start of the term they are registered for.

12  Click "Add"
€ to register for this event Amy Patacini = Lexi Peterson = Alexis Zarate x [] Paste List
Brianna Pierce » Brayam Sanchez x Curtiss Breazeal =
Claire Duggan x
Adding multiple attendees might take a coupls minutes depending on the number of users
sebectad.
Registration Option RSVP (50} ¥
Quantity 1 v

Also mark them as "Checked In

|:| Send a notification email to new attendees
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13 You will then see that they are checked in to that event.
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Agd tickets
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viar at 326:51pm
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