
Attendance 
Validation



Action:
Organizer's Representative 

that has the  ID as a 
Provider.

Dateline:
Within two (2) weeks 
after the actual  event 

finishes. 

Click on ATTENDANCE. A 

list of Events will be 
displayed

Click on the “Calendar” 
icon to see detailed 
information of the event



Look below the 
page/screen. Click on the 

green Calendar icon to 

view detailed program 
information.



Click on the Open 
Attendance button



Click on the Upload User 
(For Start Date) button.



Choose file to be 

uploaded.



Please ensure this MS 
Excel Template is  used 

for uploading the list of  
participants attendance
.
Fill-in column B (NRIC 
Number) and
column E (Name)

Key-in the NRIC 
without the “-”;
Eg : 800808088008



Once uploaded, the list 

of participants that have 
attended will be listed.


