
Let's make an event!
1. Click the menu button in the top left
2. Click on the gear icon next to your organization
3. Click Events under Organization Tools



Here is the Manage Events page.
Click "Create Event"



Here is the beginning 
of  the Event Creation 

page.



Here is part 1, the 
Basic Details



Here is part 2, the Time and Place of  your event.



When selecting your place, here is what 
information is required if  you choose an 
in-person location or an online location.



Up next is your Event Visibility.
Office of  Student Orgs recommend Public if  your event is open to all 

students!



As for Event Categories and Perks, 
there are many you can choose from...
Completing this will help students find 

your event or similar interest events



You can select multiple categories and 
perks, if  applicable



Up next, RSVP.

When selecting Limit 
number of  available RSVP 

spots, you will need to 
know your maximum 

number of  spots



Fill this out as applicable for your event.
This is optional.



There are different types 
of  questions you can 

ask. 

I provided an example 
of  completing a 

checkbox question.



Cover Photos are the first 
thing students will see 
when looking through 

events. 

Find something eye 
catching and/or relevant 

to your event.

A cover photo will auto-
generate if  you do not 

have one.



Same thing here, lots of  
opportunity for different 

questions.

Fill this out as 
applicable to your event.



Once you complete your submission, Office of  Student Orgs will approve/deny of  your event within 

a few days at most.


