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[NOVA] How do I create a meeting?

Michael M. - 2026-06-03 - Attendance

The Attendance module can be used to track all your attendance details for club meetings, and automatically
forwards this information to your district if your district has ClubRunner.

This support article will show you how you can create meetings to log attendance for.
1. Log in to your account through your club homepage, then click on Member Area on the top right-hand

corner under your club banner. Alternatively, click here to go directly to the ClubRunner login
page.

2. In the left-hand menu navigation, click the arrow beside Attendance and then click Meetings.
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3. You will see a list of the existing meetings for the year. Click the Add Meeting button in the top right-
hand corner.
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<« Previous Year | 2025-26 | Next'Year>

MEMBER COUNT MEMBERS PRESENT
ACTUAL
ALWAYS COUN; NEVER ALWAYS COUA:I NEVER ATTENDED MAKEUPS | REPORTED
MEETINGS COUNT  ATTENDED COUNT TOTAL COUNT  ATTENDED COUNT TOTAL
May 05, 2026 54 8 1 60 41 6 1 47 78.333% - 78333% Close | Delete
Apr. 14, 2026 51 8 1 55 a1 4 1 45 81.818% - 81.818% Close | Delete
Mar. 18, 2026 47 8 1 53 39 6 1 45 84.906% 0  84906% Re-open | Delete

4. On the Add New Meeting screen, enter the Meeting Date and the optional Description in the fields
provided, then click the Save button.

Meeting Properties

Meeting Date:” May 12, 2026

Description: Weekly Meeting

Cancel Save

5. The meeting has now been successfully added to your list of current year attendance meetings.

MEMBER COUNT MEMBERS PRESENT
COUNT COUNT ACTUAL MAKEUPS =~ REPORTED
ALWAYS IF NEVER ALWAYS IF NEVER ATTENDED
MEETINGS COUNT ATTENDED COUNT TOTAL COUNT ATTENDED COUNT TOTAL
May 12, 2026 54 8 1 54 0 0 0 0 0.000% - 0.000% Close | Delete

Note

When you have more than 5 meetings open, you will see a helpful message on your Meetings page to remind you
that open meetings will not appear in any reports or calculations.



