
Navigate to your Activities tab (on the web app) to Request New Activity
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Select Event
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Enter a Title and Description. Resource links and incentives are optional. Tag your 
organization in the Experience Tag field (if applicable)

Required

Required

Optional
Must add a Link 
Title if a link is 
included

Optional

Optional
For Student Orgs: Tagging the event will allow you to easily 
filter for your org’s events in the Activities tab and give your org 
more points!
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The QR code will automatically be generated for an event
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Select the level and competencies that should be attached to your event (you can 
select more than one competency)
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Set the date, time, and location of your event
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Preview the event’s information and send for approval
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Once your event has been approved, you will receive two emails: one informing you of its approval and 
another with the event’s QR code. You can also retrieve the QR code from the Activities tab. To do so, 
find the activity and select the caret to the right of its date and time to expand it. Select Get smart code
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• Two days after the event ends, you will receive a Completion Report via email, which specifies all students who attended and scanned 
the QR code.

• You can also retrieve this report on the web app. After expanding the activity within the Expired tab of Activities, select Completion 
Report to receive the attendance list via email.


	Slide Number 1
	Slide Number 2
	Slide Number 3
	Slide Number 4
	Slide Number 5
	Slide Number 6
	Slide Number 7
	Slide Number 8

