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Go to the activities tab to request an event
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Select event
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Add the event’s details

Tagging the event will allow you to easily search for all your events in the activities tab!

(Required)

(Required)

(Optional)

(Required)
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Use the QR code to take attendance at your event

A QR code will be emailed to you upon approval of the event by an administrator. You can also pull the QR code from Suitable 
at any time.
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Select the level and competency for your event 

Always select “Level 1” and select just one 
competency that you feel you and your students will 
use the most during your event.
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Set the date, time, and location of your event

Don’t forget to add the location of your event so that students know where it will be held!
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Preview and send for approval by an administrator

• Once your event is approved, you will receive the Event Code to your email address. 
• Once the event ends, you will receive an Attendance Report to your email address.
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After approval by an administrator

• You can pull the QR code at anytime by going to the activities you have submitted. Then 
click the 3 dots to the right and “Get Smart Code”.

• After your event, you are able to download an attendance report by clicking “Pull 
Completion Report”.



© 2019 Suitable. Confidential and Proprietary.

Want your event/meeting publicized?

Find your student organization badge on your 
dashboard or in the “Achievements” tab.
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Want your event/meeting publicized?

Upload your flier to the Google Folder link provided.


