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[INOVA] How do I view attendance reports?

Michael M. - 2026-06-16 - Attendance

With the Attendance module, you can create a monthly list of attendance totals for closed meetings and can print
a hard copy of this data.

Note

Open meetings are not considered when calculating reports. Closing a meeting will update all reports.

1. To begin, 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 Attendance to navigate to the Attendance Home page.
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3. On the right-hand side under the Reports section, there are three club attendance reports available:
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Print Member List/Attendance Sheet

Print Member List (Simple Version)

Attendance Report by Year
Monthly Club Report

Customized Attendance Report

Rule of 85

Guests Report

o Attendance Report by Year - This report shows your members’ attendance data based on closed

meetings.

[¢]

closed meetings each month.

o Customized Attendance Report - This report shows

Monthly Club Report - This report shows your club’s monthly attendance data, based on the

4. Click on any of the reporting options to view their data. In the annual and monthly reports you can
change the year of displayed data, and can Print or Export the data to a CSV.

TOTAL MEMBERS
AT END OF MONTH

MONTH  (INCL. HONORARY)

0725 46

TOTAL MEMBERS
REPORTED

(NOT INCL. HONORARY)

43 0 1

NEW MEMBERS =~ TERMINATED = CLOSED MEETINGS

GAIN/LOSS  YTD GAIN/LOSS  MTD %

2 -1 -1 83.827%

5. The Customized Attendance Report displays every meeting with the date and a list of every member. A
checkmark under the meeting date means the member attended the meeting. An M means the member
used a make-up for the meeting. If the space is blank, it means the member missed the meeting. Any
leaves of absence, exempted or excused members, or inactive members are noted in the Notes column.

NAME *
Aaronsons, Tim
Adnam, Dani
Alberts, Sara
Barnes, Gemma

Bunt, Enrika

MAY 05, 2026

v
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MAY 12, 2026 MAY 19, 2026 % - CURRENT TYPE NOTES
M 100.000%  Active
v N 100.000%  Active
v v 100.000%  Active - Satellite
M 100.000% Active
100.000%  Active Excused Members Nov. 13, 2024

The Customized Attendance Report displays information for the last two months of meetings. This can
be changed by clicking into the date fields at the top of the page and clicking Go to update the displayed
results. As with the other report options, you may Print or Export this data to a CSV.
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