
 

 

Log in using your email or mobile number.   

 

You will be taken to the above screen. Select Your Groups to navigate to the Groups Dashboard.

 

 

 

E D I T I N G  AT T E N D A N C E  F O R  C O M M U N I T Y  G R O U P S

 Go to ncgreenwood.infellowship.com/UserLogin

https://ncgreenwood.infellowship.com/UserLogin


 

Select your group.    

 

This is the main dashboard for your group.  You have four tabs: Dashboard, Roster, Attendance, Prospects. 
This tutorial will be focused on your attendance. Select the Attendance tab.   



 

 

Select Edit attendance.

 

T o make any changes to the attendance for your group, select the date that the group met on. 



 



 

 

 

 

 

 

Choose if your group met or not in the top right corner. Then select everyone on your roster that attended by checking 
the boxes to the lest of their names. Scroll to the bottom of the page and select Save attendance.



 

  
 

 

Select the Add or Invite someone link.   

If you have a visitor, new group member, or need to remove someone from your group, please follow this procedure. 
First, select the Roster tab.



 

Type in the name of the individual you are wanting to search and select Next.  

   
Once you have found the person you want to add to your group, select Add to group.   

 

 A pop up box will open to confirm your new addition to the group. Select Add to group.
   



 

Once added, you can edit an individual’s start date to include the meeting they first attended. First, select the Roster tab. 
 

 

 

Scroll down to find the new member. The individual will be identified with a NEW tag on the top lest corner of their image. 
 

 





 

Select the Edit link to change their start date.  

 

Enter the meeting date and select Save.  



Now you can go back through your previous meeting dates and edit them to show an individual’s attendance.
 Click the Attendance tab and select the corresponding meeting date.   

 

 

Select Edit attendance.  

 

Find the added individual, check the box next to their name to mark their attendance, scroll to the bottom of the page, and 
select Save attendance. 


