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About This Manual  

 

 

 

 
What’s in This Manual? 
 

This Manual explains how to get started with Attendance Tracker Pro. It explains the 

concepts and provides help for using the Attendance Tracker Pro. It also provides the 

details of the various reports that can be printed. 

 
Intended Audience 
 

This Manual is primarily intended for users of the Attendance Tracker Pro. 

 
Using this Manual 
 

This Manual is organized as follows: 

 
 TABLE 1. Contents and description 

  

Getting Started This chapter describes how to get 

started with Attendance Tracker Pro. 

Reports This chapter describes various 

reports that can be printed. 
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Getting Started 

 

 

 

What’s in this Chapter? 

 
This chapter describes how to get started using Attendance Tracker Pro. It also describes 

various screens that can be configured once you login.  

 
General 
 

Attendance Tracker Pro is a cloud-based solution that will allow you to keep track of 

attendees at conferences, shows, seminars, meetings and conventions. It will provide you 

with the means to accurately count attendees and report which activities they attended 

and when. This manual will guide you through the features and functionality of 

Attendance Tracker Pro, so you can get the most use out of it. 

 
Login at AttendanceTrackerPro.net 

 

 
Account Login webpage for Attendance Tracker Pro. 
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Once you navigate to the cloud-based Attendance Tracker Pro (ATP) application, you 

will need to login using the username and password you were given by MSS Software.  If 

you cannot remember either the username or password, then you can click on Forgot 

Password? or Forgot Username? to set new ones. You may also click on the Help or 

Contact button for additional information. 

Conference 
After first logging in, you will be sent to the Conference webpage. Here you will select 

either a previously entered conference or add a new one. A conference is simply the name 

you have given your seminar, show, expo or event.   

 

            
 

Conference webpage for adding or selecting a conference. 

 

If you are entering the conference details, you need to click on the Add New Conference 

button.  The following webpage will pop up: 

 

             
 

Add New Conference webpage where you enter details of a new conference. 
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Fill out the name of the new conference and the start and end date. Then, click the SAVE 

button.  

 

If you have several conferences that you are working with, those that were previously 

entered will appear in the grid. You can Select, Edit or Delete a conference by clicking 

on the appropriate symbol next to the conference you are working with.  If you just want 

to select it, then you will be guided to the data entry page for entering attendee 

information.  

 

You can move to any other page from the drop-down menus at any time after you have 

selected the Conference. 

 

 
 

Figure 1-4. Drop- down menu that allows  you to navigate to other pages. 

Data 

 

There are three pieces of necessary information for any conference: (1) Attendees, (2) 

Sessions and (3) Raw Data that are collected from the scanners. The first two (Attendees 

and Sessions) are items that can preloaded before the actual conference begins.  After 

selecting a Conference, you will be guided to the Attendee webpage. 
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Attendees 

 

 
 

Attendees screen where you can add new attendees. 

 

This is the point where you can either Add New Attendee, Export, or Import attendee 

information.  Normally, you will click the Import button to add attendees. ATP has the 

ability to add attendees from an Excel spreadsheet, text file or .CSV file format.  If you 

select the add attendees from an Excel spreadsheet, then you will be able to use the 

wizard to map the columns you wish to import from and into ATP. 

 

• Import—Once this button is clicked, you will be asked how you wish to import. 

 

 
 

When importing Attendees select the method and file you are going to use. 

 

You can select either to import using the Excel file import wizard or you can choose the 

CSV/TEXT file import method.  If you choose the wizard then you need to select the file 

and proceed to map the fields from an existing spreadsheet into ATP. 
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When mapping, match the required fields and any optional fields you wish. 

 

The fields, Attendee ID, First Name, and Last Name are the only fields that are 

required however; there are a total of 15 fields of information that can be mapped 

including:  

 

o Attendee ID 

o Title 

o First Name 

o Last Name 

o Email 

o Phone 

o Fax 

o Miscellaneous 

o Company 

o Address Street 1 

o Address Street 2 

o Country 

o State 

o City 

o Zip 
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Once the fields are selected for mapping, click the Import button to add them to ATP. If 

you choose the other method of importing a TEXT/CSV file, then there is no wizard and 

the columns have to be in field order in accordance with the fields listed above. If you 

have any doubts about this method fill in one attendee manually, then export it into either 

a TXT or CSV file format. Now, open this file to see the arrangement of the columns.  

  

• Export — Clicking this button will allow you to export all your attendees that have 

been added into a CSV, Text, or Excel file format. All you have to do is click the 

format you want and name the file. 

 

• Add New Attendee — Once this button is clicked, you will have 15 fields that you 

can fill out for each attendee.  These fields are the same as those listed above in the 

Import section. 

 

 
Add Attendee webpage showing various fields to be filled in. 

 

Three fields are required for each attendee at the very least: Attendee ID, First Name 

and Last Name. Once the fields are filled in for each attendee, you can print the badge 

for the attendee, then save the record.  (See Printing Badges section before trying this.) 

 

• Delete All Attendees—This button allows you to delete all the attendees that have 

been added and start over. 

 

• Delete Selected Attendees—This button allows you to delete individual attendees 

that have been selected.  You can also edit or delete individual attendees by selecting 

the icon next to the attendee record. 
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Sessions 

 

 
 

The Session webpage allows you to add and modify sessions and create Breakouts. 

 

This is the webpage you will use to import, export, add new sessions and create 

breakouts. The fastest way to add sessions is through the Import button but you can also 

add them one at a time manually. 

 

• Import—This button will allow you to import from a CSV, Text, or Excel file. To 

import properly, the following data fields are required and must be in the order shown 

below: 

o Column 1:  Session # 

o Column 2:  Session Name 

o Column 3:  Session Date* (MM/DD/YYYY) 

o Column 4:  Start Time (HH:MM AM/PM) 

o Column 5:  End Time (HH:MM AM/PM) 

*Note: the Session Date has to be between the beginning and ending date of the 

conference, or it will not import. 

 

• Export—Clicking this button will allow you to export all your sessions that have 

been added into a CSV, Text, or Excel file format.  All you have to do is click the 

format you want and name the file. 

 

• Add New Session—Once this button is clicked, you then have to fill in a unique 

Session ID, Session Title, Session Date, Start Time and End Time. 
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Add New Session webpage where you fill in information on a specific session. 

 

• Delete All Session—This button will delete all your sessions so that you can start over.  

Once deleted, the sessions are non-recoverable. 

 

• Breakout—This button allows you to assign attendees to specific sessions.  It is intended 

to provide management with a quick way of showing (via reports) whether a specific 

attendee went to a session they were assigned to attend. 
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The Session Breakout webpage for assigning attendees to specific sessions. 

 

If you want to assign attendees to a particular session and print out reports corresponding 

to these breakouts (Pre-Assigned), then you go to the Session Breakout webpage. Here 

you can add or remove people from your list of attendees to any session you have listed.   

 

The following reports become relevant when this feature is used: 

o Attendee Summary (Pre-Assigned) 

o Attendees by Session (Pre-Assigned) 

o Attendee and Time Summary (Pre-Assigned) 

o Absentees 

o Extra Attendees 
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Raw Data 

 

 
 

The Raw Data webpage where you can add, export or import your raw data. 

 

Once you collected data from the barcode readers by scanning the badges of the 

attendees, you will need to transfer this data to your PC and then import the data into 

ATP.  To do this you will simply click on the Raw Data button from the menu and you 

will be presented with a page to import, export and add raw data. 

 

• Import—To transfer the data collected by the barcode readers, you need to click on 

the Import button and navigate to the file you want to import. The file format can be 

.txt, .csv or an Excel file format and has to follow the rules of the data collection 

program provided by MSS Software. Once this file is selected and the Import Data 

button is pressed then the records will be imported into ATP. 

 

• Export—Clicking this button will allow you to export all the raw data that has been 

added into a CSV, Text, or Excel file format.  All you have to do is click the format 

you want and name the file. 

 

• Delete All Sessions—This button will delete all your raw data so that you can start 

over. Once deleted, the raw data is non-recoverable. 

 

• Add Raw Data—By clicking on this button, you can add raw data manually if 

necessary. You will need to fill in the Session ID, Status, Attendee ID and Session 

Date and Session Time, as shown in the figure below 
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The Add Raw Data webpage showing fields that can be filled in manually, if desired.
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Reports 
 

 

Overview 

 

Reports are a key component of ATP.  They allow you to create your own varied 

attendance reports, so you can see who attended what session and when. These ATP 

reports also allow you to access key information about an attendee’s time in and out of a 

session, if necessary. They can also verify whether attendees went to the sessions they 

were assigned to attend. Since this is the most complicated part of ATP, pay special 

attention to the details of the reports and what is actually provided.  You can also export 

this information into Excel so that you can use the data in your own reporting 

mechanism. 

 

Here’s a list and brief overview of the reports. More details on each report can be 

gathered by looking at the specific information on what each specific report provides. 

 

• Customize—This webpage is not really a report but rather is the report setup tool that 

allows you to configure the look of a specific format for all the reports of your 

company.  One configuration per company affects reports for all conferences. 

 

• Session Details—This report lists all session details. 

 

• Attendee Details—This report lists all attendee details. 

 

• Absentees—This report shows which attendees missed any sessions they were 

assigned to attend via the breakouts. 

 

• Extra Attendees—This report shows which attendees did not sign up for a session 

but attended it anyway via the breakouts. 

 

• Scanner Data—This report contains the actual raw data collected by the scanner. 

 

• Error Log—This report will help you pinpoint any problems that might exist in the 

raw data. 

 

• By Attendees—This report is a key attendee summary. It lists the attendee and 

sessions attended. 

 

• By Sessions—This report is a key session summary. It shows each session with a list 

of all attendees for that session. 
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• By Attendee and Time—This report is key for time attendance. It shows when each 

attendee clocked in and out for each session. It also shows the amount of credits 

collected by attending the session. 

 

• Barcoded Badges—This report allows you to setup one of four formats for printing 

out barcoded badges for each of the attendees. 

 

Customize 

 

 
 

The Report Settings where you can customize all of your reports. 

 

The Report Settings webpage is a key component of ATP, which allows you to setup the 

customization of what the actual reports will look like throughout. Each company has the 

ability to setup their own report standards including the addition of logos. Once set up, all 

reports will have this same format for all conferences. 
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The following sections of the report can be modified and customized:  

• Customize Header 

• Customize Data Table 

• Customize Footer 

• Report Options 

 

Customize Header 

 

 
The Customize Header page allows you to set up different header variables for your reports. 

 

You can setup the following for the Header of the report page: 

• Header Font Size 

• Header Text Color 

• Main Header Text 1 though 5 

• Font Family 

• Logo Image 

 

Once these fields are selected, be sure to click on the SAVE button to save your settings. 

 

Customize Data Table 

 

 
 

The Customize Data Table webpage allows you to choose colors and fonts for reports. 
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This section of the report will allow you to customize the actual data that is presented. It 

consists of the following customization fields: 

• Header Background Color 

• Header Text Color 

• Data Text Color 

• Odd Row Background Color 

• Even Row Background Color 

• Font Family 

• Font Size 

 

Once these fields are selected, you should click on the SAVE button to save your settings 

for this section. 

 

Customize Footer 

 

 
 

The Customize Footer webpage where you can setup your footer. 

 

You can setup the following for the Footer of the report page: 

• Footer Text 1 though 5 

• Font Family 

• Text Color 

• Font Size 

 

Once these fields are selected, you should click on the SAVE button to save your settings 

for this section. 
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Report Option 

 

 
 

Report Option webpage where you can choose among various options. 

 

There are several features in the Report Option section that need to be set depending on 

what you are trying to do: 

 

• Enable Mass Checkout—This option ensures that you don’t have to scan everyone 

out at the end of a session When this option is checked, all attendees will be 

automatically checked out at the end of the session time as entered in the session data.  

Enabling this option prevents bottlenecks at the end of a session so that people do not 

have to stand in line on the way out of one session to another session to be scanned. 

However, it does not prevent you from scanning someone out before the session is 

over, thus keeping track of early departures.  

 

• Display ___ Min. Hours Total—This option can be set to display in increments of 

30 to 90 min hours in calculating credits for instances where you need to give so 

many credit hours for a particular session. This option is only useful when clocking In 

and Outs for the Attendee and Time Summary Report. 

 

• Display Print Date—This option prints today’s date on the report when the report is 

printed. 

 

Once these options are selected, you should click on the SAVE button to save your 

settings for this section. 
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Session Details Report 

 

 
 

Sample Session Details Report. 

 

This report shows data related to the actual session such as Session ID, Name, Date, Start 

and End Times. 
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Attendee Details Report 

 

 
 

Sample Attendee Details Report. 

 

This report shows the attendee details such as ID, Title, First and Last Name and 

Company. 
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Absentees Report 

 

 
Sample Absentees Report 

 

This report shows pre-assigned attendees who did not show up at the sessions they were 

scheduled to attend. In this example, there were no Absentees. 

 



 

 

                             Attendance Tracker Pro User Manual – 4/9/12 Page 22 
 

Extra Attendees Report 

 

 
Sample Extra Attendees Report. 

 

This report shows attendees who showed up at a sessions that they were not scheduled to 

attend. In this example there were no extra attendees. 
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Scanner Data Report 

 

 
 

Sample Scanner Data Report. 

 

This report shows a listing of the scanner data that was imported into ATP. It consists of 

the Session ID, Status, Attendee ID, Date and Time of the scan. 
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Error Log Report 

 

 
 

            Sample Error Log Report. 

 

This report shows any errors related to the raw data that does not match up with the 

attendee and session info.  This report helps pinpoint problems or errors. 
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By Attendee (Attendee Summary Report) 
 

 

 
 

Sample Attendee Summary (General). 

 

   This report shows the attendee information and all the sessions they attended and when.  

You can only print this report for pre-assigned attendees and also for general 

attendance. A pre-assigned report will only list the attendees that were selected during 

the breakouts. 
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By Sessions (Attendees by Session Report) 

 

 
 

Sample Attendees By Session (General) Report. 

 

This report shows a particular session and lists all of the attendees that attended. You 

can only print the report for pre-assigned and also for general attendance. A pre-

assigned report will only list the attendees that were selected during the breakouts. 
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By Attendee and Time (Attendee and Time Report) 
 

 
 

Sample Attendee & Time Summary Report. 

 

This report shows the attendee and list all of the sessions that that individual attended-- 

much like the Attendee Summary Report. However, the major difference here is that it 

lists the total amount of time accredited to the session and can assign credit hours for 

each individual’s attendance. You can print the report for only pre-assigned and also for 

general attendance. A pre-assigned report will only list the attendees that were selected 

during the breakouts. 
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Barcoded Badges 
 

 
 

Sample Barcoded Badges. 

 

This section is not really a report but rather a method of picking a particular barcode 

badge template to use when you are printing badges for individuals attending the 

conference.  Two of the templates allow you to display your logo on the badges and the 

other two do not.  You can also print the badges from here as well. Once you pick a 

particular template, go to the list of your attendees for that conference and you can select 

individual badges to print or print all. 

 

 
Search 
 

The search function allows you to search through the database for attendees and sessions 

that meet a particular criteria such as ID, Name , etc. 
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The search function. 

 

It is only necessary to select the criteria, and then type in some key letters or numbers to 

begin the search. 

 

 

Help 
 

This will only display the following message: 

 

 
 
Account 
 

There are two choices when it comes to the Account webpage. You can choose to display 

your lease information or you can choose to logout. 

 

 
Sample Account webpage showing how much time remains on the ATP lease. 


