
HOW TO TRACK ATTENDANCE

 Step 1 of 6: Click the Small Groups icon 
Click on your small group from the list. Note: If you are a member of multiple 
groups, you might have to first search for your group in the “FIND A GROUP” field.

 Step 2 of 6: Click on CALENDAR 



 Step 3 of 6: Add an Event 
On the date your group is scheduled to start, click “Add Event”

 Step 4 of 6: Provide Event Details 

Click here if your group 
meets at the church

Click here if your group 
does not meet at the church



Enter group name

A simple description

Group leader’s name

Contact number

Group start & end time

It is important to click “Make this 
event repeat” and then fill in the 
fields for “How often?”, “When”, 
and enter an end date (the date 
your small group will have its final 
gathering)

}
If your group is being held at the 
church, these fields will be filled 
in automatically.

Click “Save”



 Step 5 of 6: Request a Room 
Note: If your group is not held at the church, you may skip to Step 6. 
Select the “ROOMS & RESOURCES” tab, then click “Request Rooms & Resources”

Select the room you want from 
the drop-down menus and then 
drag that room over to the 
“Rooms" box. If the room is 
already reserved, it will be 
shaded and will not let you drag 
it. Once you successfully select a 
room, a pop-up box will appear 
that lists the cost to reserve the 
room. These fees do not apply to 
small group gatherings, so simply 
click “Done” and then “Save”.



Click “Save”

Choose “Small Groups”

Check this box

 Step 6 of 6: Finalize Attendance Settings 
Select the “ATTENDANCE” tab, then click “Attendance Settings”

YOU DID IT!  
You are all set to track attendance. Now all that’s left is populating your group.   
At this point, adding participants will be a piece of cake. Whenever you’re ready, 
use the “How to Add a Group Member” resource and follow the 3 simple steps. 
We thank you for taking the role of Small Group Leader so seriously and loving 
the people God has placed in your care.

Leave this box unchecked


