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Calendar Tool with QR option AT &

This guide will help to add an activity to your calendar and generate a QR code for students to use to
log the activity into their journal.

# Calendar @
Step 1: Choose "Tracker” menu and view “Calendar” F3x

Step 2: Choose the date that the event will be held on. Fill out the required
information and hit SAVE.

Activity Type: Career Preparation v | Color: ||~

Name of Activity: |

Location:

Beginning Date: 1/13/2026 |

All Day Event | Time Event
Schedule Type: Duration (Days):
(Choose one) ]
1

Copy Details from a prior Event: (None) 2

| save | | Cancel

Step 3: Once saved, click on the activity. Click “Participants” in the blue box that the
top of the page. Click "QR Code” to generate code. Then fill out activity type and
hours before printing.

Activity Type: [Other v]

Hours: | 0. Participation Value: | 1,00 | %

['Update QR Code | Print this Page

Step 4: Students can scan, add an “event description” then hit save to complete the
process.

Add/Edit Journal Entry

___Date: Category:
Caroer Proparation Activity

This process improves student
records and increases the tracking
of program involvement!




