BGConnect — Guide for Students

Here is a short guide to our BGConnect APP. If you have questions, you can talk to the APP admin team: the

IT department and the teachers Stine (ST), Enrico (EM) and Line (LIB).

Creating Activities

Click "See all activities” in the middle of the screen or "Activities” in the menu bar.
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Fill in the required fields.

e Select Categories: remember to tick the box for one or more of the categories Creativity / Activity /
Service as well as STX/HF-hours. The APP administrator who approves your activity will then decide if
the activity merits ATX/HF points and give it the activity the relevant number of STX/HF points.

e End date: remember to set an end date. It is important because it releases the points for STX/HF. IB CAS
points are awarded automatically every time an activity date is completed with a saved participants list,
one hour = one point.

e Dates/meetings: The APP will not allow an activity without dates/meetings:

o You can create them all at once. You can always delete and edit later.

o You can create the first or the last meeting date and add the rest along the way. You can
always delete and edit later. Just remember, if there are no dates/meetings on an activity, it
becomes inactive and inaccessible.

o Remember to set the right duration as that determines the CAS points awarded.

e Participants: you set the number of available spots, and people sign up.

Click ”Send for approval.”
Your activity then goes to a person in the APP admin team who will approve it. Your activity is now active in

the APP.
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Use and Maintenance of Activities

Make sure you register participation at meetings by clicking the ”Participants” button of the relevant meeting
date and clicking all the participants present. Remember to save the list, it is important to the awarding of

points.
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Keep the list of participants up to date. If students do not show up, and you want to remove them from the
group, contact the APP admin team (see above). If people want to leave the activity again, they just click
“sign up” one more time.

Keep the dates/meetings up to date if there are cancellations or other changes. It is important that people
can trust what is in the APP. You edit activities by clicking "Edit activity” and then clicking the little green icon
by the relevant meeting date. You then get the same box you had when you created the activity, you make
the changes and click “Edit date.” Save all your changes by clicking "Save activity.”
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