Event Check-in App Cheat Sheet
How it works: One of the benefits of the Event Check-in App is you don’t have to keep track of card swiping
hardware. The system leverages smart phones or devices to complete the process. The process requires
two main components: an event pass for attending users; and the mobile app to scan passes. The event
pass is similar to a mobile boarding pass. It’s unique to each user and is tied to their SB Engaged account.
All users can access their event pass through Corq or SB Engaged. Once accessed, they can save it to their
digital wallet, print, or screen shot it for easy access.
*Note: Only page administrators who are checking users will need to download the app*
1. To start checking users in, download the free app: Campus Labs® Event Check-in
2. Open the app. The first screen will ask you to enter an event access code. This code is provided after
you create an event within SB Engaged.
*Note: You must have an event created in order to track attendance.
3. To locate the code, find your selected event on SB Engaged and select “Manage Event”. The access
code should appear in the bottom right of the screen.
*Note: This access code is only available on SB Engaged and not CORQ.
It is encouraged to have this access code handy prior to check in.

4. Enter the code in the Event Check-In app, tap “Start Session”, and sign in with your Net ID. You’ll
then be directed to the event’s check-in page.
5. Tap “Start Scanning” and you’re ready to scan! If your phone asks for permission to use your camera,
choose “Yes”. The camera is needed to scan event passes. Position the edges of the box over the
edges of an attendee’s Event Pass.
6. Once the user is recognized, it will display a box with their basic details, including their RSVP status.
Tap “Check In” to confirm the user and click “OK” to continue scanning.
7. If you come across an attendee without a mobile pass, tap “No Pass?” below the scanning area or
select “Lookup” from the bottom menu.
8. Search for the attendee by name or email. Tap their name to confirm check-in. If searching by email,
you must enter the complete email address to locate the user.

9. If the attendee is not in the system, you can add them by email. Click the plus sign on the top right of
the screen, type in their email address, and submit.
10. You can toggle between scanning passes and the attendee list at any point. Tap “Attendees” in the
bottom right of the screen to view the full list of attendees. If you need to remove someone from the
list, tap on their name, swipe left, then select “Remove”.
11. When done tracking attendance, there are no additional steps required. Close the app and all
attendance information will be saved. While not required, you can end your check-in session if you
tap on your profile picture in the top left of the screen, then select End Session. You’ll also find a
feedback option on this page.
*Note: You can have multiple people with the Event Check in App scanning people in*

