Awarding Points

Under the ‘Events’ tab, click ‘Manage Events’.
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2. On the next screen, you can search for your event by clicking on ‘Filters’ and then searching
by any of these fields:

— Event Name

— Point of Origin

— Creator’s Last Name
— Creation Date

— EventID

Once you have entered your search parameters, click the ‘Apply’ button.
Y Filters

Event Name:
Point of Origin: =AY v
Creator’s Last Name:
Creation Date: mm/dd/yyyy

Event ID:

3. When you locate your event, click the dropdown ‘Action’ button and select 'Edit Event.’
c 2 Status  Name

| Action ~ Track FAQ Documentation

Professional Leary

= View/Email Registrants
Professional Lear
O Disable Event

X Delete Event Professional Lear
s/Sheets
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4. From the dropdown ‘Action’ button, click ‘Award Points’.

@ Description @ Survey 5 / Configuration %

? B Name

Action v Track FAQ Documentation

& Edit Session

S Register Users m
S Mass-Enroll Users

iE Sign-In Sheet

¥ Send Email

& Completion Dates

S Clone Session

X Delete Session

5. Onthe ‘Award Points’ page, click on the ‘#1’ tab. You can select who gets points by clicking the
‘Select’ box next to the names. If you are awarding the same number of points to everyone, you can
click the ‘All’ button to select everyone on the roster at once.

Tasks # Finalize

Track FAQ Documentation (6 seat pts, 0 implementation pts)

sae Wi selecied.. ¥

Select Name District Credit Seat Pts. Implementation Pts.
Murph, Ginny Putnam m 0 1]
/ Preslar, Michael Putnam m 0 0

6. Once you have selected the participants to whom you will award points, click the dropdown ‘With
Selected’ button and select the applicable option:
— Award full points: will award the full number of points assigned at the task level
— Award no points: will award no points
— Award partial points: will allow you to select the number of points, up to the full amount
assigned at the task level

Tasks  #1  Finalize

Track FAQ Documentation (sse

Select Name |,

partial points

2 Murph, Ginny

Preslar, Michael
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7. Once you have selected how many points each participant will receive, click the ‘Finalize’ tab and

choose which component the points will be assigned to.

Awarding Points

Takks La Finalize

Select m m With selected, assign componen
With selactad, assign componant:

Haone
Technobogy Applications (Non-Bankabla)
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8. Be sure you click “Save Changes.”

A Changes on this page don't take effect until you:

Save Changes
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