
Social Tables: Event Attendance Guide 

This brief guide explains how to take an event from iModules, download the registrants for that 
event, and then import them into Social Tables so you can mark attendance the day of your event. 
 
Social Tables has an easy to use app that makes checking-in people simple. Unfortunately, the app 
is only available on iOS. You can also use the Social Tables website on any computer to check 
attendees in.   
 
Note: Social Tables is a platform provided separate from the Go Desk. If you want to know your 
log-in information please reach out to your Staff Liaison. If you have a question that is not answered 
here, please reach out to your Staff Liaison or go to https://help.socialtables.com/  
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1.​ Downloading a Registration List from iModules  
First, you have to export the registration link from iModules. Log in to iModules and click on the 
Event’s tab. From there, search for your event using the Keyword Filter near the top of the page. 
 

 
 
 
 

https://help.socialtables.com/


Once you find your event, click on the wheel, then click “create reports”. 
 

 
 
If you have previously created an Event Export Report, you can download that. If not, scroll down to 
the bottom and under Optimized Event Exports, click “Create New Export”. 
 

 
For export type, select “Registration Summary Export”. Ignore the other questions and click 
“Next”, then “Next” again, then “Download Export File”. You have now successfully completed 
the first step. 

2.​ Importing the List into Social Tables 
Log in to Social Tables- if you do not know your login information, please reach out to your staff 
liaison.  
 
Click on “Create Event” in the upper right corner of the webpage. 



  
 
Name your event and select the correct start and end date. There are several other details you 
can include under “More Details” such as the time of the event, the type of event, and the industry, 
but those are not required. Click “Create Event”. 
 

 
 
Once the event has been created, select “Create an Attendance List”. 



 
 

 
 
Under Event Space, check the box that says “Skip event space selection and use blank floor 
plan”. You can leave the preset dimensions they listed for length and width. 
 
Under Diagram Name please write the name of the venue. For Attendee List Name you can write the 
name of the event followed by “attendee list”. Click “Create”. 
 
On this screen, you will select the file you downloaded earlier from iModules.The file needs to be 
saved as a CSV file in order to have it properly uploaded. You can do that by opening the file you 
downloaded from iModules, clicking “Save As” and then choosing “CSV (Comma delimited)” as the 
Save as Type. 
  



 
 
Once your registrant list is saved in the proper format, click the “Choose File” button in the middle of 
the screen and choose the CSV you just saved. Once the file is uploaded, hit “Next”. 
 

 
 



Make sure the columns from your CSV file match the “Social Tables Name” column on the right-hand 
side. If you need to adjust one of the columns, simply click the drop down on the right and choose a 
new column name. Your first name and last name columns must be separate columns in order 
to proceed. 
 
Click “Next” and you’ll receive a confirmation popup that says “All attendees imported successfully”. 
Click “Done” to close the screen.  
 

 
 
Your attendees should now be listed on the left-hand side of the screen. On the day of your event 
you can check registrants in by clicking on the three dots to the right of the attendees name and 
choosing “Check In”.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 



If you navigate away from the attendees section of the screen at any time, you can always revisit 
your attendees by clicking the icon of three people on the bottom left side of the screen. 
 
If you would like to export this attendee list at any time, please follow the instructions below.  
 

Exporting Guest Lists: 
 
One way to export the attendee list is to navigate to the “Manage Attendees” screen which can be 
found here.  

 
After the event is over and you’ve successfully checked everyone in, you can click the download 
button located above the “Email” column on this page. You can download the file as a CSV, or an 
XLSX file.  
 

 
 
 
The other option is to click on “File” then “Export Attendee List”. Next, select either CSV or XLSX. 
From here, you can easily export the guest list and save it to your desktop.  



 
You’ve completed the Social Tables upload process. If you’d like to use the iOS app to sign people 
in, please continue reading. You are also welcome to use a computer when people sign in if that’s 
easier. App instructions are listed below.   

3.​ Using the App for Check-in 
Social Tables App Help - Follow these instructions if you have any trouble using the App. You can 
also watch this 3 minute video.  
 
Download the Social Tables App: “Check in by Social Tables” 
 
Log on with your account information. It is the same as for the website.  
 
Search for the event you want. Click on it when found.  
Slide names to the right to check them in. Slide them to the left to pull up more information about 
them. Slide to the right again to mark them as absent. 
 
You can add walk-ins by clicking on the + in the bottom right of the screen. 
 
When your event is done, check to make sure you checked in everyone and that you added any 
walk-ins. Your staff liaison has additional walk-in sheets if you’d rather have them sign in on paper. 
Please share these walk-in lists with us if you choose to use the paper copies.  
 

https://help.socialtables.com/attendee-management/mobile-check-in-app-overview
https://cl.ly/b96dd3dc4a04


Once that is complete you are all done! The Regional Engagement Team has access to the 
attendance data through Social Tables.  

4.​ Using the Social Tables Website for Check-in 
Log in to Social Tables 
 
Search for and click on your event. 

  
 
If you already created an Attendance list, you can scroll down and click on the Attendee Lists icon 
which will include the number of guests registered. 
 
Once you click the Attendee Lists icon you can click on the Attendee Management icon which 
looks like a clipboard. This will bring you to the Attendee Management screen. (see below) 

 

https://login.socialtables.com/login?redirect=https://home.socialtables.com/events


 
From this screen you can search names of registrants in the search box, and check registrants in by 
clicking the greyed out check mark in the second column. It will turn green once you’ve 
successfully marked them as attended. NEW AS OF NOVEMBER 2021: This is where you can add 
a column and check an attendee’s vaccination status. 
 

 
 
As Georgetown University guidelines state, “All attendees for this event must be fully vaccinated 
against COVID-19 or attest to having a religious or medical exemption. Attendees who attest to 
having an exemption or who are under the age of 12 will need to take a COVID-19 PCR test within 
72 hours prior to the event and provide their negative test results. In addition, attendees must 
continue to comply with Georgetown public health guidelines as they evolve, as well as CDC, local, 
state, and venue guidelines at the location of this event.”  
 
In order to make checking vaccination status easier, you can add a column to your attendee list by 
clicking the “Add Column” button highlighted below. This adds a column to the end of your 
attendance list. Drag and drop the column to a more convenient location on your spreadsheet (most 
likely one of the first columns on the sheet). As registrants show up, you can check them in and mark 
Yes/No in the vaccine column you just created. To edit a cell, double click and begin typing.  
 

 



When your event is done, please check to make sure you checked everyone in and that you added 
any walk-ins. Your staff liaison has additional walk-in sheets if you’d rather have them sign in on 
paper. Please share these walk-in lists with us if you choose to use the paper copies.  
 
Once that is complete you are all done! The Regional Engagement Team has access to the 
attendance data through Social Tables.  
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