1. Login to https://campuslink.okstate.edu/ with your OKEY login info. Click & =
on the organization that you’re creating the event for. i
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2. On the organization’s page, click Manage Organization. If you do not see

Manage Organization ask an organization officer for access 5. Complete the Create Event form
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Andrea Advisor
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04. Adv Address B/ U XD R EEE &0
111 Willard Hall
05. Adv Email

andrea.advisor@okstate.edu

06. Adv Phone

3. On the next page click on the menu icon in the upper left corner and
select Events.
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6. Once the event is created you can always find it on the organization’s
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7. You can click on its name to get to the Event Details page. - P —
To create an attendance QR code, copy the attendance URL.
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10. Ask attendees at your event to scan it

to record their attendance. The code will
start working

Begins Event Rsting
B Monday, February 26, 2018 at 1130AM CST
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POST EVENT FEEDBACK

Event Ratings and Evaluation Questions are anonymous and only visible to the Event Organizer and users with Management permissions.

Notifications cannot be sent unless attendance has been tracked by at lezst one attendee. Sending natifications will only alert attendees once,

e 1 1t ey el ghenfeedbac n the vt Any CampuslLink user who visits this QR
Code within 72 hours after the event ends
will be marked as "Attended" for this
event.

8. Search for a QR Code generator and paste the Attendance URL into the
generator.
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