
Managing Attendance for Events with Multiple Meeting 
Dates 
Please follow the hyperlinks below for detailed instructions. 

1. Pre-register all attendees. 
a. Either make sure everyone registers before the first session, or submit a 

spreadsheet for bulk registration. This ensures that the roster is complete. 
b. An alternative to sign-in sheets is to use QR codes to login and out of a 

session. The QR code will automatically register anyone who had not 
previously registered. 

2. Print sign-in sheets from pdEnroller. You can either print them all at once, or by 
individual session. 

3. If possible, submit sign-in sheets weekly or monthly. If you prefer to submit all at 
once at the end of the year, download a pre-filled spreadsheet from pdEnroller to 
track and total the attendance. Submit the spreadsheet with the physical sign-ins at 
the end of the year.  

a. An alternative is to use the spreadsheet for attendance. Have the 
participants sign at the first session, then have them initial each of the 
remaining dates. 

Sign-in sheets should be submitted within 10 days of completion of the class. This allows 
you to get evaluations while the workshop is still fresh in the minds of the participants, 
allows the participants to get their clock hours sooner, and reduces the chance of sign-ins 
getting lost! 

https://scribehow.com/o/FkHkuiyxSMut3zmHJr-Bng/viewer/Submitting_a_Spreadsheet_for_Bulk_Registration__l7ZWC7KzT7KT0x1sOlTGSQ?referrer=documents
https://scribehow.com/o/FkHkuiyxSMut3zmHJr-Bng/viewer/Submitting_a_Spreadsheet_for_Bulk_Registration__l7ZWC7KzT7KT0x1sOlTGSQ?referrer=documents
https://scribehow.com/o/FkHkuiyxSMut3zmHJr-Bng/viewer/How_to_Export_Event_Session_QR_Check-In_Sheets__pNdU9YTqTGeaQ1wQ1y0ENA
https://scribehow.com/o/FkHkuiyxSMut3zmHJr-Bng/viewer/Downloading_Event_Sign-in_Sheets_for_Your_Presentations__2Hz3C6UiQbisCfC6eZKaBw
https://scribehow.com/o/FkHkuiyxSMut3zmHJr-Bng/viewer/How_to_Download_Event_Sign-in_Sheets_by_Date__x26ytQ5kQgupGDyFAu_dRg
https://scribehow.com/o/FkHkuiyxSMut3zmHJr-Bng/viewer/How_to_Download_Event_Sign-in_Sheets_by_Date__x26ytQ5kQgupGDyFAu_dRg
https://scribehow.com/o/FkHkuiyxSMut3zmHJr-Bng/viewer/How_to_Export_pdEnroller_Attendance_Sheets_to_Excel__zZRZMV80TwuIoCCrZ9LefA
https://scribehow.com/o/FkHkuiyxSMut3zmHJr-Bng/viewer/Format_Attendance_Sign-in_Sheet_for_Signatures_and_Initials__8s3tQuSJQ2i73_cSMbP6Vg
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