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This guide will show you how to create a QR code for easy recording of visitors to your
school.

1. Create a form detailing the fields you wish to capture, such as, Name, Mobile etc.
See Form Creator Cheat Sheet if you need assistance with this step.
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2. Highlight the form code and copy it.
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3. Goto WEBSITE CONTENT — Pages and create a new page to house the form.
Paste the form code into the content box.
[CLE  Navigation  Recent News  Widgets ~ Widget Selector  Homepage Bottom Widgets
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4. Once created, your new page has a unique URL, copy this URL.
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The Page has been saved
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5. There are many free QR Code Generators, we have used: QR Code Monkey
Which allows you to customize your QR code to school colours and add your logo if
you wish. https://qrcode-monkey.com

If you have QR code generator that you typically use, proceed to that program

O B8 https:// .qrcod key.com/?utm_: _c&utm_medit _campaign=: . _term=qrcode m: ¥¥

S ea qrcodel’w’]on Key ABOUT CHROME APP QR CODE API ENGLISH -

THE 100% FREE QR CODE GENERATOR

URL TEXT EMAIL PHONE SMS VCARD MECARD LOCATION FACEBOOK TWITTER YOUTUBE WIFI EVENT BITCOIN MOREv

ENTER CONTENT

Your URL

https://www.qrcode-monkey.com
@ OFF Statistics and Editability
o/  SETCOLORS

[la] ADD LOGO IMAGE

R CUSTOMIZE DESIGN

Low Quality 1000 x 1000 Px High Quality

Create QR Code

6. Paste the URL of your sign in page into the URL box (above). Decide whether you
would like further customization including colour, logo and custom designs. If you
are going to add a logo tick the box that says “Remove Background behind Logo”

@  ENTER CONTENT

o/  SETCOLORS

ADD LOGO IMAGE

Upload Image o

Spotlight your logo!

FTN, StMary's
N * Primary School
He® Altona Remove Logo

Remove Background Behind Logo

Make your brand instantly recognizable as ~ ¢lobaWorthTrust
your company logo becomes the center of
attention on your QR Code. Try now.
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7. Once you have put your details in, click on Create QR Code.
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CUSTOMIZE DESIGN

Low Quality 1000 x 1000 Px High Quality

7. If you are happy with the design, click on “Download PNG” add this image to a
word doc and print. You can display this in your office for visitor sign in!

See custom and standard designs below. Go ahead and scan the QR code on your
mobile and you’ll see a sign in form we created.
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8. When your visitor scans the QR code it will direct them to the sign in form!
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Visitor Sign In

First Name:
Sinead

Last Name:
Bannon

Date of Visit:
31/05/2022

Time of Visit:

10.45am
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Person visiting:

Denis Masseni

Reason for visit:

Website training
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™

[eCAPTCHA

\/ I'm not a robot

AA @& sponsor-ed.com.au

m O

< > M

)

5/5

9. When the form is submitted you receive an email and the data is also stored in

your sponsor-ed website, where you can export to csv for your records.

sponsor-ed easy websites for schools <news@sponsor-ed.com.au>

to helpdesk ¥

First Name: : Sinead

Last Name: : Bannon

Date of Visit: : 31/05/2022

Time of Visit: : 10.45am

Type of Visitor: : Contractor
Person visiting: : Denis Masseni
Reason for visit: : Website training
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Form Content

First Name: : Sinead

Last Name: : Bannon

Date of Visit: : 31/05/2022

Time of Visit: : 10.45am

Type of Visitor: : Contractor
Person visiting: : Denis Masseni
Reason for visit: : Website training
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Export: CSV/




