
 
 
 
 

 
 

 
 
 
 

 
 
 
 
 

 
 
 

1. Go to Activities 

2. Click on Record Attendance 

3. Type in the name of the RSS. Locate 
the RSS by session date 
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4. After you find your session, click on Add User 

5. When you click on Add User, you can search for an existing user by the 
last name or Create New CloudCME User.    



 
 

 

 
 
     
 
 

 
 
 
 
 

6. After you find or add the person, click on Add User & Award Credit.  

The person will appear in the attendee list as  


