Sign Out an Individual

To sign out an individual from the attendance log, open the attendance log you wish to sign
individuals out of by going to the Home Page of the Attendance Module and clicking the three-dot
icon to the right of the attendance log’s name, opening the context menu.
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Select “Currently Signed In” opening the Currently Signed In Page.

g)Event Attendance : Currently Signed In ===
Show | 250 | entries Search:
o First and Last Name * Time In Time Qut Who Signed the Attendee Sign Out
0 Tue Nov 11 2025 at 3:00 PM ﬂ
O AvaMartinez Tue Nov 11 2025 at 9:15 AM
0 Sophia Taylor Tue Nov 11 2025 at 8:00 AM
O William Anderson Tue Nowv 11 2025 at 8:30 AM Mark as signed out
Showing 1 to 4 of 4 entries ‘ 1 ‘

Click the “Mark as Signed Out” button in the row of the entry you wish to be signed out.

(]) Event Attendance : Currently Signed In ==
Show | 250 v | entries Search:
O First and Last MName * Time In Time Out Who Signed the Attendee Out Sign Out
() Ava Martinez Tue Nov 11 2025 at 9:15 AM
) sophia Taylor Tue Nov 11 2025 at 8:00 AM
[ william Anderson Tue Nov 11 2025 at 8:30 AM
Showing 1 to 3 of 3 entries j

The entry will no longer show on the Currently Signed In Page.
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