
Creating Attendance Boards

From the dashboard I opened up the Test Group and 
the 3 sub groups under it.  I will demonstrate 
creating an Attendance Board for group Test1.  Click 
on group Test1.
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Click on Boards followed by 
Make a New Board at the 
bottom.
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I called the Board Title Matthew 
Study, then click on the Save 
button.
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Matthew Study Attendance 
Board is created and the list 
is populated with the 
members of the Test1 group.
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Hovering over the Checklist Column a 
plus sign appears to add a checklist 
type column to your board.  I entered 
June 4 as a column title and left the 
column type as Checklist.  I then 
clicked the save button.
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I repeated the process to create the column for 
June 11.  I will edit the Checklist Column title 
and make it June 18 by clicking on the column 
title and editing it.
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By hovering over the 
Text Column and 
clicking on the icon to 
the right of the name a 
drop down box gives 
the option to delete the 
column. 
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A delete warning box appears.  
Click on Adios. 
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I then deleted the Number Column and 
created another Checklist column with 
a June 25 date.
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Your attendance board is now ready for use.  You 
can export the board to an excel spreadsheet and 
print it out to use manually in your small group.

Export board 
icon.
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Another method is to take 
attendance using your smart 
phone.  Enter the url shown 
into the browser on your 
phone.  The screen to the 
right will appear.  Tap on the 
Login button

thecornerstone.flocknote.com



Creating Attendance Boards

This screen will appear.  Enter 
your phone number or email in 
the box as prompted and tap on 
the Next button.
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Since I entered my cell number a 4 
digit code was sent to my phone in a 
text.  I enter that 4 digit code in the 
box shown.
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You are now logged in 
flocknote with your 
dashboard view.  Click on 
the Groups icon.
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A list of groups appears.  Click on 
the Test1 group to view the 
attendance board I just created.



Creating Attendance Boards

Click on the Matthew Study in the 
Test1 group and your attendance 
is now ready to be taken in your 
small group.  Just tap the circle 
with your fingertip next to the 
name under the date and a 
checkmark will appear.  
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Attendance is now complete.  If 
you check the wrong item just 
tap it with your fingertip again 
and the checkmark will be 
removed.  You have updated 
flocknote live through your 
phone.  No need for a laptop.
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