
TRACKING PARTICIPATION MANUALLY 

 

1. Log in to the Involvement Network at http://involve.uga.edu.  
2. Select the logo in the Top Left by the University of Georgia Logo: 

 

 

3. Select the Gear symbol next to your organization name: 
 

  

https://uga.campuslabs.com/engage/
http://involve.uga.edu/


 
 

4. Select “Events” 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

5. To manage an event, select the three dots next to your event and select “View in Explore”. 

 

 

6. Select the “Manage Event” button.  



 

 

  



7. From the Events Dashboard, select “Track Attendance.”  

 

 

8. To track attendance manually, select the blue “Add Attendance” button.  

 

 

 

9. If you have sent invitations to your event, you can manage RSVPs under the “Invitations” tab. You will 
have the ability to search your invitations. You will also have the option to select Attended, Absent, 
Excused, or N/A and add comments. 

 



 

 

  



 

10. If you would like to enter individual attendee email addresses, select the “Text Entry” tab. Here, you 
will have the ability to add an email address and select a status (Attended, Absent, Excused, N/A) for 
the participant. You can add up to 500 email addresses (one per line). NOTE: Only FERPA Certified 
individuals may collect Card ID Numbers (aka 81X Numbers). 

 

  



 

11. If you would like to import attendee emails via an Excel document, select the “File Upload” tab. Here, 
you will have the ability to select on status to assign to all attendees listed within the file. NOTE: Only 
FERPA Certified individuals may collect Card ID Numbers (aka 81X Numbers). 

 

 

 

 

 
 

 


