ENGAGES XU
How-To Sertes

CHECKING PEOPLE INTO EVENTS

There are many ways to check into an event through EngageXU, but we encourage groups
to use the QR code feature to scan guests in safely and efficiently.

Scanning Individual Attendees At Event
If your event has a small attendance, then you can individually scan attendees using the QR
scanner in the mobile app. Both the scanner and attendee must have smart phones or

tablets with the mobile app and an EngageXU account for this option to work.

CG
1. Download the CampusGroups app . and search for EngageXU. After logging
in, click Events on the bottom toolbar. Select the event you want to track attendance for.

On the event’s detail screen, click the three dots on the upper right corner.
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2. Select Check-In Attendees from the menu. Then click the QR icon to access the

QR scanner. Attendees can then show their personal QR code to be scanned for

attendance.
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Self Check-In: Attendees Scan Event Code At Event

If your event is large, then you may want individual attendees to check themselves in by
scanning an event QR code using their phones. These steps will guide you on how to set up

a pdf copy of your event’s QR code that can be printed and scanned.

1. Goto xavier.edu/engagexu and click on Sign In. Click on the Xavier University Login

button and use Xavier credentials to log in.
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2. Click the Events button on the top toolbar, which will look like a calendar. Then, select

the name or picture of the event that you would like to track attendance for.

ENGAGEXU RS =- 0@ o

Home

Feed

L
=
=

Directory Are y°u ready to

ENGAGES XU

2 My Groups

2 Get started by browsing Groups above. [3 Check out Events and never miss an opportunity!
o My Events
« Search to learn more about a specific group « Search, browse and fliter through all of the campus events
& My Checklists - Browse Alf Groups 1o filter organizations and departments « Add the events direcly to your own calendar
« Check the box next to each group and click Join
My Invelvement 2

My Surveys/Forms

&% DISCOVIR & DIVILOP ® LEAD

More ?

A = 0o e



3. Select Manage at the top of the Events detail page. Then, click on the green Track

Attendance button on the right side of the screen.

/" Edit | €& Manage

JUN
25

Test Student Org Meeting

by Commuter Activities Board

Meeting
@ Thu, 25 Jun 2020 Q GSsC214
1:00 PM —2:00 PM 3800 Victory Pkwy, Cincinnati, OH 45207, United States
Add to Calendar View Map
5 Test Student Org Meeting Soopylink  /Edt B Prevw
© Thu, 25 Jun 2020 9 Gsca14 0
1:00 PM - 2:00 PM Registered

4. Select Self Check-In QR Code. Follow the on-screen instructions to print out your
event’s QR code. During the event, display it near the entrance where attendees will see

it and be able to check-in easily.
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CHECK-IN INSTRUCTIONS:
TEST STUDENT ORG MEETING
THURSDAY, JUNE 25 AT 1:00PM 1 Activate Self Check-In (@ Activate)

2 Click on the 'Print As PDF' button and print it.

3 Display the QR Code flyer at the entrance of the event
for attendees to scan.

4 If students don't have a QR Code scanner, they can
open the link displayed below. Feel free to also share
this link with students.
http://cglink.me/c7205616189292

http://cglink.me/c7205616189292

) Open the CampusGroups app.

lect ‘'EngageXU' -
How to self check-in from the event QR Code with the iPhone app
How to self check-in from the event QR Code with the Android app

(3) ciick on QR Code scanner.

(4) scan this QR Code and you are checked-in!
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o rApp Store > Google Play
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Manually Enter Attendees

If you are unable to use the QR code feature, then you may also manually search users in

EngageXU to check them into an event.

1. Go to xavier.edu/engagexu and click on Sign In. Click on the Xavier University

Login button and use Xavier credentials to log in.
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2. Click the Events button on the top toolbar, which will look like a calendar. Then,

select the name or picture of the event that you would like to track attendance for.
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3. Select Manage at the top of the Events detail page. Then, click on the green Track

Attendance button on the right side of the screen.

/" Edit | €& Manage

JUN
25

Test Student Org Meeting

by Commuter Activities Board

Meeting
@ Thu, 25 Jun 2020 Q GSsC214
1:00 PM —2:00 PM 3800 Victory Pkwy, Cincinnati, OH 45207, United States
Add to Calendar View Map
5 Test Student Org Meeting Soopylink  /Edt B Prevw
© Thu, 25 Jun 2020 9 Gsca14 0
1:00 PM - 2:00 PM Registered

4. Select Track Attendance with a Computer. You can then enter the names or

emails of attending guests in the search bar below Don’t have a card?

:E: CheCk'ln Attendees < Back to Event

Checked-in: 0/0 RSVP'ed at the door: 0 Multiple Check-Ins

Enable RSVP at the door Activate

v Ready to Scan

Test your card reader

Don't have a card?

Scanning All Cards
All Card scanning is also an option using Engage XU.

1. Repeat the 4 steps above for Manually Enter Attendees
2. Be sure and have a MagStripe USB Card Reader connected to your computer to
swipe All Cards into the system. Users will appear in the list when their card has

been successfully added.
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Uploading Multiple Attendees (by Email or Banner ID)
The final option is to upload a batch of attendees via email addresses or Banner IDs.

1. Goto xavier.edu/engagexu and click on Sign In. Click on the Xavier University

Login button and use Xavier credentials to log in.
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2. Click the Events button on the top toolbar, which will look like a calendar. Then,

select the name or picture of the event that you would like to track attendance for.
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3. Select Manage at the top of the Events detail page.
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4. Scroll to the Attendees section and select Add or Invite Attendees.
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5. Check the settings to ensure that you are adding attendees under the correct
Registration Option and click Paste List to paste a list of either email addresses or
Banner IDs (NETID2).

m Add Attendees Advanced Add or Invite Atiendees 96

Action Add Attendees

People to register for this event Start typing and wait for suggestions. [*] Paste List

Adding multiple attendses might take a couple minutes depending on the number of users selected

Registration Option RSVP (30) ™

Quantity 1 v

Also mark them as "Checked In

Send a notification email to new attendees

6. Paste each entry on a separate line and select the type of entry you are uploading.
Click Search to allow the system to find and load all existing users from your search.

Be sure and finish by clicking Add to add users to the event as attendees.



