
Finding and Assigning Students to PDOs or Other Activities 

1. After creating your Activity, (see “Creating your own Activity” tutorial), 

click on the  from the results 
  

 

 
 
 

2. Scroll down to the bottom of the page to the section titled “Assigned 
Persons” 

3. To add student participants: click Participant and click                                                                                                                        

 

 

Enter the Following Fields: 

4. Program Code: Click on the magnifying glass  

a.  Year 
b. Cycle: (NH or SH)  

5. Click  

6. Service Stage: Participant 

7. Service Status: Open 

8. Main Organization: Click on magnifying glass and enter Area Team or 

Unaffiliated Chapter 

9.  Click   

10. Check off chosen students or click top box to select all 

11. Click  

 

(Diagram on the next page) 



 

12. Do the same for            
if needed, searching by English First and Last Name 
 

Follow -up 

For each student THAT ATTENDED click the “Edit” button to the far right 

13. Role at Activity: Attendee 

14. Attended Date: Enter date of Activity 

15. Click       

 


