
EVENT CHECK-IN 

PRESENCE/INVOLVE

Student Organizations



WEBSITE (PC/MAC)
• Go to Presence (clayton.presence.io) and login 

(CSU credentials).



WEBSITE (PC/MAC)
• Go back to the “person” with downward facing 

triangle and click the triangle.



WEBSITE (PC/MAC)
• Click the arrow and select “Admin Dashboard.”



WEBSITE (PC/MAC)
• From the Admin Dashboard, go to the left & 

select “EVENTS” from the sidebar.”



WEBSITE (PC/MAC)
• From the list of events, find yours. You may need to adjust 

the date (DATE/TIME) to make it easier to locate. 

• Hit “enter” after you select a date/time close to your event.



WEBSITE (PC/MAC)
• Once you find your event, go to the three dots on the right. 

• Click on the dots & then select “Attendees” from the menu 

that appears.



WEBSITE (PC/MAC)
• From the Event Attendees screen, go to the top right of 

the screen and select, “+ ADD ATTENDEES”.



WEBSITE (PC/MAC)
• To check students in, type their Laker ID numbers, their 

email address, or (if you have a card swipe attached) 

swipe their card.

• Then click, “CHECK-IN.” (not needed with card swipe)



INVOLVE APP
• On your phone or tablet, download the Involve (by Modern 

Campus) app. 

• To do so, follow the links below or scan the QR Codes.

Involve App iOS

https://qrs.ly/jtf3a3s

Involve App Android

https://qrs.ly/1wf3a4i

https://apps.apple.com/sg/app/modern-campus-presence/id1638706822
https://play.google.com/store/apps/details?id=com.moderncampus.presence&hl=en_US&gl=US


INVOLVE APP
• Once the app downloads, open it & select your campus. 

(Clayton State University) 

• Next, go to the three lines in the top left corner of the app.



EVENT CHECK-IN WITH PRESENCE APP

• Log-in using your CSU Credentials.

• Follow the normal approval process for email.



EVENT CHECK-IN WITH PRESENCE APP

• Next, you should see a person icon with the message 

“Hello, [Your Name]!”

– Below that you’ll find a “Collect 

Attendance” button, a “Change 

Campus” button, and a QR Code 

to your Laker ID complete with 

your 900###### number.



EVENT CHECK-IN WITH PRESENCE APP

• To find your event, select “Collect Attendance”.

– This will take you to “Attend Events”.

• This is a list of approved events 

that can be added to your 

calendar through the app. 



EVENT CHECK-IN WITH PRESENCE APP

– And “Host Events” option.

• This takes you to events for 

organizations that you’re a 

member of. To take attendance 

for your event, select “Host 

Events.”

• Scroll down until you find your 

event and select it using the 

round icon to right of the event.



EVENT CHECK-IN WITH PRESENCE APP

• Select your preferred method of check-in.



EVENT CHECK-IN WITH PRESENCE APP

– Manual: Enter event attendees’ 

Laker IDs manually. Ex: 900###### 



EVENT CHECK-IN WITH PRESENCE APP

– Barcode: Attendees would need to 

have the Presence App as well to 

scan their QR Code Laker ID 

using your device’s camera. 



EVENT CHECK-IN WITH PRESENCE APP

• Select your preferred method of check-in.

– Bluetooth: Connect to a Bluetooth card reader. 

– Headphone: Use the card reader attached to your device via 

USB-C or headphone connection. 



EVENT CHECK-IN WITH PRESENCE
• To pull attendee lists, go back to EVENTS. Finds your 

event & click on the three dots. Select “Download 

Attendees List” from the menu there. 



QUESTIONS?

Tony Berry

Technology & Equipment Manager

Email: TonyBerry@clayton.edu

Phone: (678) 466-5433

mailto:TonyBerry@clayton.edu
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