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Taking Attendance & Recording Guests 

In order to use the LEAD App you will need to have active 
Log In Credentials to MyEmmaus.  I can send you an 
activation email if you do not know your username/password. 

Step 1: Open up the LEAD app and authenticate with your 
fingerprint.
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What about Visitors? 

If there is ANYONE in your group on a 
particular Sunday that is not on your 
attendance list we need to do one 
of several things… 

• Is this their first visit or have they never 
filled out a connection card? 

✦ YES… 
1) Have them fill out a connection 
card (cards should be in your basket 
or the plastic file holder on the wall). 
 
2) Type their name in the event notes 
on the LEAD app for that Sunday’s 
attendance. (see process to the right) 
 
3) Under the visitors, enter the 
number of guests you have in your 
class. (see process to the right) 
 
4) Put the completed connection 
cards back in your basket. 

✦ NO (this means they are a returning 
visitor AND have filled out a card)…  
 
1) Type their name in the event notes 
on the LEAD app for that Sunday’s 
attendance.  
 
2) Under the visitors, enter the 
number of guests you have in your 
class.

SMALL GROUP ENCOURAGER ADMIN 
Know Others | Be Known | Know Him | Make Him Known

Step 2: Make sure you are 
on the Groups tab (see 
bottom of the screen) and 
then select your group. 

Step 3: Click the Attendance 
selection. Additionally, the 
Members & Special Days 
options may be all you need 
for future reference.
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Step 4: Select today’s date 
to take attendance.  If you 
need to edit a previous 
Sunday’s attendance click a 
previous date.

Step 5: Begin clicking the 
checkmark box for each 
student present. Please 
make sure to carefully select 
the right names.

Step 6: Enter how many 
visitors (or anyone not on 
your attendance list) that are 
present under Visitors. Then 
click Next.

Step 7: If you have Visitors/ 
returning visitors (anyone 
not on your list) click on 
Event Notes.

Step 8: Enter the names of 
Visitors (returning Visitors)  
so we can add them to the 
correct group in MyEmmaus. 
Then click Add

Step 9: Once complete 
click Save.  Congrats you 
made it!


