U-32 is now using Tandem for Schools to manage all school calendars and events. It will be THE place for you to find all
school event information. Information about U-32 events and activities will now be available 24 hours a day, 7 days a
week through our new on-line calendar system.

We recently changed the program that we were using to provide our community with information regarding events and
activities at U-32. The program is incredibly user-friendly and will allow users to completely customize the information
that they would like to receive. Once you get used to the system, you will find that it is easier to use and allows for
greater filtering, searching and it is much easier to follow events on the calendar. Events can be requested by the public,
and parents/guardians can ‘subscribe’ to calendar updates to follow specific group activities.

Here is a quick tutorial to get you started with our new web-based calendar system:

To begin using the new calendar, go to http://u32.intand.com/ or follow the link from the U-32 home page. You will
immediately see the U-32 calendar and can use it as needed from there to check events.

If you would like to submit an event or “follow” events, you must sign in by clicking on the Sign In button on the top right
of the screen.
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You will then be asked for your email address and password (if you have created one) or to create a new user account.
You will only need to do this once and once you have submitted your contact information, you will never have to enter
that information again.
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Once you have completed the sign in process, you are able to submit events, import events from the calendar to your
Outlook calendar or receive emails regarding events that you are interested in.

To get updates or follow certain groups or events, you will need to sign in using your email address and password.
Once you have signed in, you can set different preferences depending on how much or how little information you are
looking to receive.

To set or changed y our preferences, click on Preferences on the top right of the screen. Once here, you can sign up for
email or phone updates, and you can make changes to the amount of information that is displayed in your calendar.
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Additionally, you can choose to ‘track’ certain groups instead of seeing all of the activities on a calendar. For example,
you can choose to see only 7" grade basketball games, only Theater activities, only school board meetings or you can

choose to see all activities that are on the calendar. To ‘track’ a specific group or multiple groups, select My Tandem and
click on Add/Remove Tracked Groups.

As the school year progresses and your interests change, you can add and delete ‘tracked’ groups.
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To find out more information about a specific event, click on the event on the calendar and you will be re-directed to a
screen with loads of information. At this point, you have several options for finding out more information.
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You can:
1. Get directions to activities that are off-campus
Get contact information for the organizer or supervisor of the activity
Add the activity to your personal calendar (Cozi, Outlook, Google or iCal) or send yourself a reminder
Sign up for email notification of updates to the activity
Send an email to someone letting them know about the event

vk wnN

To submit an event to the U-32 online calendar,
Sign in

In the upper right hand corner, click on Requests
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Click on Submit Event Request
Fill out as much information as possible.

If you know information such as depart time, return time, setup time etc, click on optional times to add more
information under the date and time required fields.

Under Locations — if the event is at U-32, please select the room or space (and not U-32). If the event is not at U-32,
select the location. If the location is not already in the list, please add it as a school, facility or place.



2 - 32 Calerdiar - Winsdows Internet Explorer

g O T S P YT Y|

— is where you list setup times or bus (lepartuﬁgJ ?imesl

= -3 - AT [Wel Saarc - | = e = Qs vahoat = Dl acmwery = (G Gamen = - antpre [t = ] Sapong =

d || B em e B =) - # e rPage = (reas =
]
Sta 12:00pm | CTepw AN Day
nd [01/05/2000 |[3:00pm | M TB0 @
e Seleeta classroom, locati destinati
SR CI6Ct d CIassroom, 1Cation on campus, or aestnatlon
B Where
Locatiens [ ] LI Closs Is athon' you are lookang for not there?
‘Muu choose a category below | et st
Skl | GOy
Faciities e
Places
[
Groaps. [ndd |
Schools [ndd
Departments [0
Activities [ i &)
(= i Itmrar s -
isaant] - contmen rsan o, | e e 198 vaemmag . | 3 ) e B <ot [ a2 Catendar - whn_ = 5 Meroast cffce weed =] [ memsashBxeel wiee. | (3) [ - o @ BT G 8 e

Continue with the rest of the information, filling out as many details as possible.

At the bottom, you can add important information for the public or school personnel to know about, such as contact
person (you?), setup instructions, number of people expected, equipment needed.
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The more detail that you can give, the easier it is for custodians and administrators to support your activity and for the
public to know what to expect from the activity.



When you are done filling out the information, please click on request event. If there are conflicts with your activity, the
program will find them and notify you of the issue. It will allow you to schedule a conflicting event, but will warn you in
case you need to make a different decision.

Hopefully, this new calendar will allow parents, guardians and members of the public to more accurately follow events
and groups at U-32. Here's a link to a video that shows you how you can maximize your use of the calendar:
http://help.intand.com/index.php?section=public_invite

Please contact Ann Wheelock (229-0321 x5121 or awheel@u32.org) or Amy Molina (229-0321 x5113 or
amolina@u32.org) for more information or if you have questions about the process.

Enjoy!



