
CREATING EVENT ITEMS AND 
TRACKING ATTENDANCE ON 

getINVOLVED



INTRODUCTION

• THIS PRESENTATION WILL GIVE A BRIEF INTRODUCTION IN HOW TO ACCESS A 
ORGANIZATION/DEPARTMENT’S MANAGEMENT OPTIONS ON THE getINVOLVED
PLATFORM

• THIS PRESENTATION IS MAINLY CENTERED AROUND EVENT CREATION AND 
TRACKING ATTENDANCE FOR EVENTS



WHY USE getINVOLVED AND RUTGERS 
EVENT PASS
• GETINVOLVED SITE HAD OVER 3,122,939 PAGE VIEWS LAST YEAR

• STUDENTS CHECKED IN AT EVENTS 131,515 TIMES LAST YEAR

• APPROXIMATELY 6000 NEW STUDENTS ARE BEING ORIENTED TO USING getINVOLVED EVENT 
SEARCH FUNCTIONS 

• SITE IS BEING PROMOTED AS AN EASY WAY FOR STUDENTS TO FIND OUT WHAT IS GOING ON 

• OVER 334 EVENTS ARE LISTED FOR THIS UPCOMING YEAR –INCLUDE YOURS!



LOGGING ONTO THE 
getINVOLVED PLATFORM

• FROM GETINVOLVED.RUTGERS.EDU

• LOG IN USING YOUR NETID LOGIN INFORMATION 
BY SELECTING THE ‘SIGN IN’ BUTTON AT THE TOP-

RIGHT CORNER OF THE PAGE TO ACCESS INFO 
PRIVATE TO RUTGERS COMMUNITY



getINVOLVED
MAIN PAGE

• ACCESS FEATURES OF getINVOLVED

• SEARCH EVENTS, FORMS, NEWS & 
STUDENT ORGANIZATIONS

• QUICK LINKS TO PROFILES FOR YOUR 
ORGANIZATIONS/DEPARTMENTS 

• UPCOMING EVENTS & LATEST NEWS

• LINKS TO CO-CURRICULAR PATHS 

• CAMPUS LINKS



ORGANIZATION / 
DEPARTMENT PAGE

• NAVIGATE TO YOUR 
ORGANIZATION/DEPARTMENT’S PAGE 

• TWO OPTIONS IN THE UPPER RIGHT-
HAND CORNER TITLED ‘MANAGE 
ORGANIZATION’ AND ‘CONTACT’

• SELECTING ‘MANAGE ORGANIZATION’ 
WILL BRING YOU TO PAGE THAT WILL 

ALLOW YOU TO ACCESS ALL AVAILABLE 
MANAGEMENT OPTIONS



MANAGEMENT PAGE
• IN THE UPPER LEFT-HAND CORNER OF 

THE SCREEN THE SYMBOL COMPRISED 
OF THREE HORIZONTAL LINES 

• SELECTING THIS PRODUCES A POP-UP 
MENU DISPLAYING THE 

ORGANIZATION TOOLS AVAILABLE 

• MEMBERS HAVE ACCESS TO VARIOUS 
TOOLS BY THROUGH THE “POSITION” 

YOU ASSIGN THEM. YOU CONTROL 
WHAT POSITIONS CAN USE EACH TOOL



EVENT MANAGEMENT 
TOOL

• AFTER SELECTING THE DROP DOWN MENU 
FROM THE MANAGEMENT PAGE FOR YOUR 
ORGANIZATION, SEVERAL ORGANIZATION 

TOOLS SHOULD APPEAR 

• ONE OF THESE TOOLS WILL BE TITLED 
‘EVENTS’ AND IS PAIRED WITH A SMALL 

CALENDAR ICON TO THE LEFT OF IT

• SELECTING THIS TOOL WILL NAVIGATE YOU 
TO A NEW PAGE TITLED ‘MANAGE EVENTS’



MANAGE EVENTS 
• VIEW ALL CURRENT AND PAST EVENTS 

HOSTED BY YOUR ORGANIZATION

• SELECTING THE ‘ACTION’ ICON FOR AN EVENT, 
ALLOWS YOU TO VIEW THE EVENT CODE 

SPECIFIC TO THAT EVENT (SEE SLIDE 39 FOR 
MORE DETAILS)

• THE ‘CREATE EVENT’ OPTION IN UPPER RIGHT-
HAND CORNER WILL BRING YOU TO THE 

CREATE EVENT PAGE



NAVIGATING EVENT 
CREATION

• INPUT THE DETAILS OF YOUR EVENT THAT 
WILL BE VISIBLE SITE USERS

1.EVENT TITLE

2.THEME

3.DESCRIPTION

4.CO-HOSTS/CO-SPONSORS

5.DATE/TIME

6.LOCATION (INCLUDES SPACE FOR 
ONLINE URL) 

1 2

3

4

5

6



1. EVENT TITLE
• THE TITLE WILL BE VISIBLE TO ANY 

STUDENT NAVIGATING getINVOLVED 

• DUE TO FORMATTING DIFFERENCES 
BETWEEN THE MOBILE AND DESKTOP 

VERSIONS OF THE SITE, IT IS 
RECOMMENDED THAT THE NAME OF 
YOUR ORGANIZATION /DEPARTMENT 

IS ALSO INCLUDED IN THE EVENT TITLE

• EX: RUTGERS CHESS CLUB: 
GENERAL MEETING



2. THEME
• SELECTING ‘THEME’ WILL PRODUCE A DROP-DOWN 

MENU WITH THE OPTIONS SHOWN IN THE PICTURE 
PROVIDED

• THEMES ARE USED FOR NAVIGATION PURPOSES 
ALLOWING STUDENTS TO EASILY SEARCH SITE BASED ON 

THEME

• SELECTING A THEME IS REQUIRED FOR ALL EVENTS 
SUBMITTED TO getINVOLVED



3. DESCRIPTION
• THE DESCRIPTION SHOULD INCLUDE ANY 
RELEVANT INFORMATION OR ADVERTISEMENT 

THAT YOU WOULD LIKE POSSIBLE ATTENDEES TO 
KNOW PRIOR TO THE EVENT

• THIS CAN RANGE FROM A GENERAL SYNOPSIS 
EVENT,  SCHEDULE OF EVENT ACTIVITIES, LINKS 

TO EXTERNAL WEBSITES WITH INFO, ETC.

• THERE IS NO CHARACTER LIMIT FOR THE 
DESCRIPTION, SO FEEL FREE TO MAKE IT AS 

LONG AS NEEDED

• IT IS GENERALLY RECOMMENDED THAT ANY 
EVENT POLICY IS ADDED HERE



4. CO-HOSTS & 
CO-SPONSORS

• OPTIONAL FEATURE FOR  CREATING AN EVENT 
TO BE HOSTED OR SPONSORED BY MULTIPLE 

ORGANIZATIONS

• IN ADDITION TO GENERAL RECOGNITION, LISTED 
CO-HOSTS WILL ALSO HAVE ACCESS TO EVENT 

DATA ASSOCIATED WITH THE EVENT 

• DATA EXAMPLES: ATTENDANCE, 
QUESTIONNAIRE ANSWERS, AND ANY 
NOTES REGARDING ATTENDEES



5. DATE/TIME
• START DATES AND TIMES SELECTED HERE

• DATES CAN BE SUBMITTED MANUALLY OR BY 
USING THE CALENDAR DROP-DOWN FEATURE 

• SIMILARLY, START AND END TIMES CAN BE 
SUBMITTED MANUALLY OR BY USING THE 
DROP-DOWN OPTIONS WHICH PROVIDE 

TIMES IN 15 MINUTE INTERVALS

• I.E. 12:00 PM, 12:15 PM, 12:30 PM, 
ETC.



6. LOCATION (ON 
CAMPUS)

• SELECTING ‘ADD LOCATION’ PROVIDES A 
POP-UP MENU WHERE getINVOLVED WILL 

PROVIDE OPTION TO SUBMIT WITH OR 
WITHOUT A MAP 

• MAP FEATURE WILL REQUIRES FULL 
ADDRESS THAT THE SYSTEM RECOGNIZES 

AND GENERATES A GOOGLE MAP 

• THE MAP-LESS FEATURE WILL ONLY 
REQUIRE THE LOCATION NAME WHICH CAN 

BE CUSTOMIZED FOR CLARITY



VIRTUAL LOCATIONS
• THE PLATFORM HAS CONVENIENT SPACES TO 

PROVIDE ONLINE EVENT URL FOR VIRTUAL 
EVENT PLATFORM

• THERE IS A SPACE TO PROVIDE INSTRUCTIONS 
FOR ATTENDEES IF YOUR EVENT REQUIRES 
SPECIFIC ONLINE REGISTRATION TO ACCESS



ADDING ADDITIONAL 
DATES/TIMES AND 

LOCATIONS
• ITS EASY TO ADD MULTIPLE LOCATIONS OR 

DATES FOR SERIES/REPEAT EVENTS

• SELECT THE ‘ADD ANOTHER DATE’ OPTION 
BELOW THE LOCATION SECTION

• ADDITIONAL SETS OF DATE/TIME/LOCATION 
OPTIONS APPEAR AND CAN BE UNIQUE

• THIS OPTIONS IS USEFUL FOR CREATING 
EVENTS FOR MEETINGS OR  EVENT SERIES



OTHER EVENT DETAILS
• AT THE BOTTOM ‘EVENT DETAILS’ 

SECTION THAT HAS THREE HELPFUL 
AREAS

• DETAILS ON THE EVENT DETAILS WILL BE 
COVERED IN THE FOLLOWING ORDER:

1.SHOW TO

2.EVENT CATEGORIES

3.PERKS

1

2 3



1. SHOW TO
• SELECTING  ‘SHOW TO’ WILL PRODUCE A DROP-

DOWN MENU SHOWING THE FOLLOWING 
OPTIONS

• THE PUBLIC: EVENT WILL BE VIEWABLE 
WITHOUT THE USE OF A NETID LOGIN

• STUDENTS & STAFF: EVENT WILL BE 
VIEWABLE TO ANYONE WITH A NETID LOGIN

• ORGANIZATION MEMBERS: EVENT WILL BE 
VIEWABLE TO ONLY ORGANIZATION 
MEMBERS

• INVITED USERS ONLY: EVENT WILL BE 
VIEWABLE TO ONLY SPECIFICALLY INVITED 
USERS



2. EVENT CATEGORIES
• SELECT  BEST DESCRIPTIVE EVENT CATEGORIES 

FROM DROP-DOWN MENU 

• EVENT CATEGORIES CAN ALSO BE USED WHEN 
COMPILING DATA, TRACKING PATHS, AND HELP 

STUDENTS SEARCH EVENTS

• MULTIPLE CATEGORIES CAN BE ASSIGNED TO 
ANY GIVEN EVENT

• KNIGHTS CALL CHALLENGE EVENTS MUST BE 
TAGGED WITH CORRESPONDING KNIGHTS 

CALL VALUE – THIS TRACKS ATTENDANCE FOR 
THE CHALLENGE



3. EVENT PERKS
• SELECTING ‘PERKS’ WILL PRODUCE A DROP-

DOWN MENU SHOWING THE FOLLOWING 
OPTIONS 

• THESE PERKS ARE USED FOR NAVIGATIONAL 
PURPOSES IN THE SAME MANNER AS 

THEMES AND CATEGORIES

• MULTIPLE PERKS CAN BE SELECTED FOR AN 
EVENT

• THIS SHOULD BE THE FINAL SECTION IN THE 
CREATE EVENT PAGE. IF YOU ARE SATISFIED 

WITH THE CONTENT OF YOUR EVENT 
SELECT ‘NEXT’ AT THE BOTTOM OF THE 

PAGE



RSVP PAGE
• THIS PAGE HAS TWO MAIN SECTIONS: 

1.SETTINGS

2.CUSTOM QUESTIONS, WHICH WILL 
BE COVERED IN THAT ORDER

• BY DEFAULT, RSVP SETTINGS ARE SET TO 
‘ANYONE CAN RSVP’ AND CUSTOM 

QUESTIONS ARE 

• THIS PAGE IS THE MOST FLEXIBLE IN 
TERMS OF CUSTOMIZATION

1

2



1. SETTINGS
• THE FIRST SECTION OF ‘SETTINGS’ IS AN OPTION FOR 

WHO CAN RSVP TO THIS EVENT

• THE OPTIONS FOR RSVP ARE AS FOLLOWS:

• ANYONE

• ONLY INVITEES (AS SPECIFIED BY THE INVITED 
USERS FROM THE PREVIOUS PAGE)

• NO ONE

• DIRECTLY BELOW THIS OPTION IS A CHECK BOX 
ALLOWING YOU TO LIMIT THE NUMBER OF 

AVAILABLE RSVP SPOTS TO YOUR EVENT

• THE PICTURE PROVIDED SHOWS AN EXAMPLE 
NUMBER OF 200



1. SETTINGS (CONTINUED)
• BELOW THE RSVP SPOTS IS OPTION TO ‘ALLOW GUESTS’ 

WHICH ALLOWS ATTENDEES TO BRING GUESTS 

• SELECTING ‘ALLOW GUESTS’ WILL PRODUCE ANOTHER 
OPTION TO LIMIT THE NUMBER OF GUESTS ALLOWED 

PER RSVP

• YOU CAN ALSO LIMIT THE NUMBER OF GUESTS 
ALLOWED

• A TYPICAL LIMIT IS TO ONLY ALLOW 1 GUEST PER 
STUDENT RSVPING TO THE EVENT



2. CUSTOM QUESTIONS
• CUSTOM QUESTIONS ARE QUESTIONS THAT 

YOU CAN ASK USERS WHO HAVE RSVP’D

• THEY CAN SET TO BE REQUIRED AND ARE 
CUSTOMIZABLE BY YOU AND THE EXACT 
CONTENTS ARE UNIQUE TO YOUR EVENT

• RESPONSES TO THESE CUSTOM QUESTIONS 
ARE VISIBLE IN REPORT 

• THIS PRESENTATION WILL COVER THE TYPES OF 
QUESTIONS THAT CAN BE ASKED AS WELL AS 

AN EXAMPLE FIELD 



2. CUSTOM QUESTIONS: 
SUMMARY

• SELECT ‘ADD SUMMARY’ FOR THE OPTION 
PROVIDING SUMMARY TEXT TO DISPLAY 

FOR USERS BEFORE EACH CUSTOM 
QUESTION 

• THE SUMMARY CAN BE USED TO GIVE 
SPECIFIC INSTRUCTIONS 

• I.E. ‘PLEASE ANSWER THESE QUESTIONS 
BASED ON THE PREFERENCES AND 

RESPONSES OF YOUR GUEST(S)’



2. CUSTOM QUESTION: 
ADDING QUESTIONS

• CHOOSE QUESTION TYPE BEFORE TYPING YOUR 
CUSTOM QUESTION(S)

• OPTIONS INCLUDE:

• TEXT – SINGLE LINE

• TEXT AREA – MULTILINE

• RADIO BUTTON

• CHECKBOXES

• DROPDOWN



CUSTOM QUESTIONS: 
SINGLE LINE

• USERS WILL BE ABLE TO SUBMIT A WRITTEN 
RESPONSE CONFINED TO A SINGLE LINE OF TEXT

• THE OPTION TO ADD A QUESTION DESCRIPTION IS 
AVAILABLE 

• THE OPTION TO MAKE THIS QUESTION REQUIRED 
FOR USERS WHO RSVP IS ALSO AVAILABLE

• THIS QUESTION TYPE IS USEFUL FOR SHORT 
RESPONSES SUCH AS A NAME, NETID, OR ADDRESSES



CUSTOM QUESTIONS: 
MULTILINE

• USERS WILL BE ABLE TO SUBMIT A WRITTEN 
RESPONSE USING AN ALLOTTED MULTILINE 

SPACE

• THE OPTION TO ADD A QUESTION DESCRIPTION 
IS AVAILABLE 

• THE OPTION TO MAKE THIS QUESTION REQUIRED 
FOR USERS WHO RSVP IS ALSO AVAILABLE

• THIS QUESTION TYPE IS USEFUL FOR LISTED 
RESPONSES OR LONGER ANSWERS SUCH AS 

ALLERGIES



CUSTOM QUESTIONS: 
RADIO BUTTON

• USERS WILL BE ABLE TO SELECT A SINGLE 
RESPONSE OUT OF A LIST OF AVAILABLE ANSWER

• YOU CAN ADD A QUESTION DESCRIPTION

• YOU CAN MAKE THIS QUESTION REQUIRED FOR 
USERS WHO RSVP 

• THIS QUESTION TYPE IS USEFUL FOR POLLING 
QUESTIONNAIRES 

• I.E. WHAT WOULD YOU PREFER TO EAT AT THE NEXT 
MEETING?



CUSTOM QUESTIONS: 
CHECKBOX

• USERS WILL BE ABLE TO SELECT MULTIPLE 
RESPONSES OUT OF A LIST OF AVAILABLE 

ANSWERS THAT YOU WILL BE ABLE TO GENERATE 

• YOU CAN ADD A QUESTION DESCRIPTION

• YOU CAN MAKE THIS QUESTION REQUIRED FOR 
USERS WHO RSVP 

• USEFUL FOR DECIDING PERSONAL PREFERENCES 
OR OPINION DISTRIBUTIONS AMONG A GROUP

• I.E. WHICH DAYS ARE YOU AVAILABLE TO WORK?



CUSTOM QUESTIONS: 
DROPDOWN

• USERS WILL BE ABLE TO SELECT A SINGLE 
RESPONSE OUT OF A LIST OF AVAILABLE 

ANSWERS IN A DROPDOWN MENU 

• YOU CAN ADD A QUESTION DESCRIPTION 

• YOU CAN MAKE THIS QUESTION REQUIRED FOR 
USERS WHO RSVP 

• GENERALLY USED IF LONGER LISTS OF 
RESPONSES ARE AVAILABLE TO CHOOSE FROM 

IN 

• I.E. WHAT IS YOUR T-SHIRT SIZE?



CUSTOM QUESTIONS: 
ADDITIONAL OPTIONS
• ALL QUESTIONS HAVE SMALL THREE-DOT 
SYMBOL IN THE UPPER RIGHT-HAND CORNER 

WHICH PRODUCES AN ADDITIONAL MENU

• THIS MENU PROVIDES THESE OPTIONS INCLUDE:
• CHANGING THE ARRANGEMENT OF THE 

QUESTIONS 
• DUPLICATING SELECTED QUESTIONS 
• DELETING SELECTED QUESTIONS

• IF YOU ARE SATISFIED, SELECT ‘NEXT’ AT THE 
BOTTOM OF THE PAGE



EVENT COVER PHOTO
• THIS PAGE WILL ALLOW YOU TO SUBMIT A COVER 

PHOTO TO BE USED FOR YOUR EVENT PAGE 

• THE EXACT SPECIFICATIONS FOR THE COVER PHOTO ARE 
AS FOLLOWS:

• IMAGE SIZE GUIDELINES: 1024PX BY 600PX OR 
LARGER 

• FILE SIZE LIMIT: 10 MB
• SUPPORTED FILE TYPES: JPG, JPEG, GIF, PNG, 

AND PDF

• SIMPLER IMAGES ARE RECOMMENDED FOR EVENT 
PHOTO

• ALWAYS SUBMIT A COVER PHOTO FOR YOUR EVENTS!



VIRTUAL EVENT ATTENDANCE TRACKING 
OPTIONS AND RUTGERS EVENT PASS

• TRACKING ATTENDANCE IS IMPORTANT FOR PLANNING, DISTRIBUTING RESOURCES, END OF 
YEAR REPORTING, AND NOTING STUDENT PROGRESS IN PATHS SUCH AS KNIGHTS CALL 
CHALLENGE

• EVERY STUDENT AUTOMATICALLY IS ASSIGNED A RUTGERS EVENT PASS WITHIN getINVOLVED 
TO BE USED TO CHECK IN TO EVENTS ON CAMPUS

• THESE TOOLS CAN HELP YOU KEEP BETTER TRACK OF ATTENDANCE, LOG ELIGIBILITY FOR 
OFFICER POSITIONS OR INTERNSHIPS, AND ASSIST IN CONTACTING POTENTIAL NEW MEMBERS



USING EVENT PASS AND CHECK-IN
• EVERY STUDENT HAS AN RUTGERS EVENT PASS getINVOLVED TO  CHECK IN TO ON CAMPUS 

EVENTS

• getINVOLVED CAN PROVIDE REPORTS OF ROUGH DEMOGRAPHIC DATA ABOUT ATTENDEES THAT 
CAN HELP IN IMPROVING EVENTS AND MAKING PLANNING DECISIONS

• MOST RETURNING STUDENTS HAVE EXPERIENCE DOWNLOADING THEIR EVENT PASS DURING 
NEW STUDENT ORIENTATION AND EXPECT YOUR ORGANIZATION TO USE IT



VIRTUAL ATTENDANCE TRACKING OPTIONS 
SELF REPORTING URL

• ON THE MANAGE EVENT PAGE FOR ANY EVENT, 
YOU WILL FIND AN ATTENDANCE URL. 

• ANY GETINVOLVED USER WHO VISITS THIS LINK 
DURING THE EVENT OR UP TO 72 HOURS AFTER 
THE EVENT ENDS WILL BE MARKED AS ATTENDED 
FOR THIS EVENT.  

• FOR EXAMPLE, YOU COULD SEND THIS LINK 
THROUGH THE CHAT FEATURE OF YOUR ONLINE 
MEETING PLATFORM OF CHOICE, AND ANYONE 
WHO CLICKS ON IT WILL BE SELF-REPORTING 
THEIR ATTENDANCE. 



VIRTUAL ATTENDANCE TRACKING OPTIONS 
MANUALLY

• TO TRACK ATTENDANCE MANUALLY, SELECT THE 
BLUE “TRACK ATTENDANCE” BUTTON.  

• AFTER SENDING 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. 



VIRTUAL ATTENDANCE TRACKING OPTIONS 
MANUALLY TRACK • 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: YOU 
WILL NEED TO COLLECT STUDENT’S NETIDS AND ENTER 
EMAILS AS NETID@SCARLETMAIL.RUTGERS.EDU

• YOU CAN COLLECT THESE BY INCLUDING NET ID AS A 
FIELD ON YOUR EVENT PLATFORM’S REGISTRATION 
PROCESS

mailto:NetID@scarletmail.rutgers.edu


VIRTUAL ATTENDANCE TRACKING OPTIONS 
IMPORT LIST OF ATTENDEES

• YOU CAN IMPORT ATTENDEE EMAILS VIA AN EXCEL 
DOCUMENT, SELECT THE “FILE UPLOAD” TAB. 

• YOU WILL HAVE THE ABILITY TO SELECT ON STATUS 
TO ASSIGN TO ALL ATTENDEES LISTED WITHIN THE 
FILE. 

• NOTE: YOU WILL NEED TO COLLECT STUDENT’S 
NETIDS AND ENTER EMAILS AS 
NETID@SCARLETMAIL.RUTGERS.EDU

• COLLECT THESE BY INCLUDING NET ID AS A FIELD ON 
YOUR EVENT PLATFORM’S REGISTRATION PROCESS

mailto:NetID@scarletmail.rutgers.edu


EVENT PASS FOR                 
ON CAMPUS EVENTS

• EVERY STUDENT, STAFF, AND FACULTY MEMBER 
WHO HAS LOGGED INTO getInvolved HAS AN 

EVENT PASS

• THE EVENT PASS CAN BE FOUND IN THE USER 
TOOLBOX – ACCESSED BY SELECTING YOUR ICON 

IN THE UPPER RIGHT-HAND CORNER OF ANY PAGE 



CHECKING USERS INTO                     
ON CAMPUS EVENTS

• IN ORDER TO CHECK USERS INTO AN EVENT, TWO THINGS ARE 
NEEDED:

• CHECK-IN APP (CAMPUS LABS EVENT CHECK IN – AVAILABLE 
IN DEVICE APP STORE)

• EVENT ACCESS CODE (LOCATED ON EVENT IN getINVOLVED)

• ANY STAFF TASKED WITH CHECKING PEOPLE INTO THE EVENT WILL 
NEED THESE TWO THINGS IN ORDER TO DO SO SUCCESSFULLY



GETTING THE CHECK-IN APP
• THE CAMPUS LABS EVENT CHECK-IN APP IS AVAILABLE IN 

BOTH THE APPLE AND GOOGLE PLAY STORES 

• THERE IS NO PURCHASE NECESSARY TO USE THE FULL 
FUNCTIONALITY OF THE APP 

• THE APP REQUIRES 23.8 MB OF SPACE AVAILABLE ON 
YOUR PHONE BUT CAN BE EASILY RE-DOWNLOADED AT 

ANYTIME



EVENT CODE PROMPT
• UPON OPENING THE APP FOR THE FIRST TIME, YOU WILL BE 

BROUGHT TO A SCREEN AS SHOWN BY THE PICTURE PROVIDED

• THIS IS WHERE YOU WILL BE PROMPTED TO TYPE IN THE EVENT 
CODE FOR YOUR EVENT

• AFTER A VALID EVENT CODE IS ENTERED, A NETID LOGIN WILL BE 
REQUIRED BEFORE A CHECK-IN CAN BE PERFORMED

• ATTENDEE DETAILS ARE NOT STORED IN THE STAFF MEMBERS’S
PHONE BUT LINK DIRECTLY INTO THE getINVOLVED EVENT



GETTING THE EVENT 
ACCESS CODE

• UPON CREATING AN EVENT ON getINVOLVED, A 
UNIQUE EVENT CODE IS AUTOMATICALLY 

GENERATED 

• TO ACCESS IT, RETURN TO YOUR 
ORGANIZATION/DEPARTMENT’S MANAGE 

EVENTS PAGE 

• SELECT THE ACTION ICON FOR THE EVENT YOU 
ARE INTERESTED IN WHICH WILL BRING YOU TO 
A NEW PAGE OUTLINING THE DETAILS OF EVENT

Presenter
Presentation Notes
All events made will need to be approved by Student Involvement before the event codes can be generatedDue to this delay, please submit your event requests several days before the event begins



EVENT DETAILS PAGE
• THIS PAGE WILL OUTLINE THE DETAILS OF 
YOUR EVENT THAT ARE VISIBLE TO ALL USERS, 

INCLUDING THE OPTION TO RSVP

• SELECT THE ICON TITLED ‘MANAGE EVENT’ IN 
THE UPPER RIGHT-HAND CORNER OF THE 
PAGE TO BE BROUGHT TO THE MANAGE 

EVENT PAGE

• NOTE: CO-HOSTS AND CO-SPONSORS 
SHOULD ALSO BE ABLE TO ACCESS THIS PAGE 

FROM THEIR OWN MANAGE EVENTS PAGE 
AND BE ABLE TO SELECT ‘MANAGE EVENT’



EVENT MANAGEMENT PAGE
• OPTIONS FOR YOUR EVENT CAN BE 

1. VIEW SUBMISSIONS

2. TRACK ATTENDANCE

3. CHANGE DETAILS

4. INVITATIONS & RSVPS

5. CANCEL EVENT

• PAGE ALSO INCLUDES THE ACCESS CODE THAT IS 
USED FOR EVENT CHECK-IN

• COPY THIS CODE INTO THE CAMPUSLABS CHECK-IN 
APP TO BEGIN TRACKING ATTENDANCE 



CHECK-IN PAGE
• AFTER SUBMITTING THE EVENT ACCESS CODE AND 
LOGGING IN WITH A NETID, YOU WILL BE BROUGHT TO A 
SIMILAR SCREEN TO THE ONE SHOWN WHERE YOU CAN 

START SCANNING

• SCANNING WILL REQUIRE THE USE OF YOUR CAMERA

• IF THE STUDENT DOES NOT HAVE THEIR EVENT PASS OR 
DOES NOT HAVE THEIR PHONE, STUDENTS CAN BE 

MANUALLY SEARCHED USING THE ‘LOOKUP’ FUNCTION 
ON THE BOTTOM RIGHT OF THE SCREEN



ATTENDANCE REPORTS

• ONCE STUDENTS HAVE BEEN CHECKED IN USING THEIR EVENT PASSES/CHECK-IN APP, 
ATTENDANCE REPORTS CAN BE RUN ON AN EVENT 

• THESE REPORTS INCLUDE INFORMATION ON THE USER SUCH AS THEIR NAME, CAMPUS EMAIL, 
PREFERRED EMAIL, DATE OF ATTENDANCE, THE TIME THEY CHECKED IN, AND WHO CHECKED 
THEM IN

• THESE REPORTS WILL ALSO INCLUDE ANY NOTES THAT WERE MADE ABOUT THAT USER



TRACK ATTENDANCE
• IN ORDER TO ACCESS ATTENDANCE RECORDS OR 

TO ADD ANY NOTES ON ATTENDEES, THE TRACK 
ATTENDANCE PAGE MUST BE OPENED

• FROM THE EVENT MANAGEMENT PAGE, THE 
SECOND EVENT ACTION AS SHOWN AT THE 

BOTTOM OF THE PAGE IS TITLED ‘TRACK 
ATTENDANCE’ 

• SELECT THIS OPTION TO BE BROUGHT TO THE 
TRACK ATTENDANCE PAGE



TRACK ATTENDANCE PAGE
• ATTENDEES CAN BE MARKED AS:
1. ATTENDED

2. ABSENT

3. EXCUSED

4. N/A

• COMMENTS CAN ALSO BE ADDED 

• IN THE UPPER RIGHT-HAND CORNER THERE 
IS AN OPTION TO EXPORT THE ATTENDEE 

LIST, WHICH WILL PRODUCE THE FULL 
ATTENDANCE REPORT



REPORT LOCATION
• THE ATTENDANCE REPORT WILL BE GENERATED WITHIN A 

MINUTE TYPICALLY, AND CAN BE FOUND IN THE USER TOOL 
BOX UNDER THE ‘DOWNLOADS’ OPTION

• THE REPORT WILL BE AN EXCEL FILE THAT CAN BE 
DOWNLOADED AT ANY TIME

• THE ABILITY TO EXPORT THESE ATTENDANCE REPORTS IS 
AVAILABLE TO BOTH THE HOSTING ORGANIZATION AND 

ANY CO-HOSTS/CO-SPONSORS LISTED UPON THE 
CREATION OF THE EVENT



EVENT ATTENDANCE SPREADSHEET

• WHEN YOU DOWNLOAD THE 
ATTENDANCE REPORT, IT WILL LOOK 

LIKE THIS (WITHOUT THE REDACTION)

• IT WILL INCLUDE THE GENERAL EVENT 
INFORMATION:

• THE NAME OF THE EVENT

• THE START AND END DATE



RESOURCES
getINVOLVED WORKING GROUP MEMBERS
• LAURA CHRISTIANSEN; STUDENT CENTERS & ACTIVITIES

• DIMITRI GEAN; STUDENT AFFAIRS RESEARCH, ASSESSMENT, AND PLANNING

• LINDSAY JEFFERS; CENTER FOR SOCIAL JUSTICE EDUCATION AND LGBTQ COMMUNITIES

• CAREY LOCH; STUDENT CENTERS & ACTIVITIES 

• DONALD MOORE; FRATERNITY & SORORITY AFFAIRS

• SAMANTHA PLUM; RECREATION

• JOHN REINHARDT; NEW STUDENT ORIENTATION & FAMILY PROGRAMS

• KRYSTYNE SAVARESE; RESIDENCE LIFE

• LORI L. SMITH; STUDENT CENTERS & ACTIVITIES

• KARIMA WOODYARD; STUDENT CENTERS & ACTIVITIES

• DAYNA S. WEINTRAUB; STUDENT AFFAIRS RESEARCH, ASSESSMENT, AND PLANNING



RESOURCES
MANAGEMENT OF getINVOLVED
CONTACT FOR ASSISTANCE WITH YOUR PROFILE: 

LORI L. SMITH; STUDENT CENTERS & ACTIVITIES

LORI@ECHO.RUTGERS.EDU HTTP://SCA.RUTGERS.EDU/

MANAGEMENT KNIGHTS CALL CHALLENGE
CONTACT FOR PARTICIPATION IN OR RECORDING OF: 

JOHN REINHARDT; NEW STUDENT ORIENTATION & FAMILY PROGRAMS

JOHNREIN@ECHO.RUTGERS.EDU HTTP://NSO.RUTGERS.EDU/CHALLENGE/

STUDENT AFFAIRS ASSESSMENT WORKING GROUP & 
LEARNING COMMUNITY

CONTACT FOR USING TRACKED ATTENDANCE IN ASSESSMENT:

DAYNA S. WEINTRAUB; STUDENT AFFAIRS RESEARCH, ASSESSMENT, AND 
PLANNING

DAYNA.WEINTRAUB@RUTGERS.EDU

HTTP://STUDENTAFFAIRS.RUTGERS.EDU/ABOUT-US/ASSESSMENT/

RESOURCES ON VIRTUAL EVENTS AND MEETINGS 
DELIVERY PLATFORMS:
HTTPS://IT.RUTGERS.EDU/RUTGERS-IT-LECTURE-SERIES/

mailto:lori@echo.Rutgers.edu
http://sca.rutgers.edu/
mailto:johnrein@echo.rutgers.edu
http://nso.rutgers.edu/challenge/
mailto:dayna.weintraub@rutgers.edu
http://studentaffairs.rutgers.edu/about-us/assessment/
https://it.rutgers.edu/rutgers-it-lecture-series/


QUESTIONS? COMMENTS? CONCERNS?
PLEASE FEEL FREE TO CONTACT STUDENT CENTERS AND ACTIVITIES - STUDENT INVOLVEMENT 

STUDENT ACTIVITIES CENTER (SAC)
613 GEORGE STREET, NEW BRUNSWICK, NJ 08901

PHONE: 848-932-6978
E-MAIL: OSI@ECHO.RUTGERS.EDU

SCA.RUTGERS.EDU
FACEBOOK | TWITTER | INSTAGRAM

@RUTGERSUSCA

about:blank
mailto:osi@echo.rutgers.edu
http://sca.rutgers.edu/
https://nam02.safelinks.protection.outlook.com/?url=http://www.facebook.com/rutgersuSCA&data=02|01|lori@echo.rutgers.edu|77b4e61fd7d84ed429f608d83fca826e|b92d2b234d35447093ff69aca6632ffe|1|0|637329486314216259&sdata=CNFPkzkJkGUvjsuLft/l2RsLEtItNRf0SXQ2BS37iyI%3D&reserved=0
https://nam02.safelinks.protection.outlook.com/?url=http://www.twitter.com/rutgersuSCA&data=02|01|lori@echo.rutgers.edu|77b4e61fd7d84ed429f608d83fca826e|b92d2b234d35447093ff69aca6632ffe|1|0|637329486314226218&sdata=18iv8a08H6Oe78AFVWKgCukL3kagqLZDNrNiPiguWOY%3D&reserved=0
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