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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.
This will be helpful once your organization has 

more events.
Let's create an event together :)
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Here is the beginning 
of  the Event Creation 

page.

Let's go through each 
of  the 4 parts 

together :)

Here is part 1, the Basic 
Details

As you can see, there 
are multiple themes you 
can select. Choose the 
one that best fits your 

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

Office of  Student Organizations (OSO) requires at least 2 
weeks to allow optimal time for processing and approval.
You can add multiple dates if  this is a reoccurring event.

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

Show To has 3 options, you must select one
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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
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Up next, RSVP.

When selecting Limit 
number of  available RSVP 

spots, you will need to know 
your maximum number of  

spots. 

Below *Who can RSVP, 
everything is optional.
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Please fill this out as applicable for your event
These are not required, but may be nice to have :)

There are different types 
of  questions you can ask 

folks who RSVP. 

I provided an example of  
completing a checkbox 

question.
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Same thing here, lots of  
opportunity for different 
questions and whatnot. 
Fill this out as applicable 

to your event.

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

events. Find something eye 
catching and/or relevant 

to your event (keep it 
appropriate, of  course).

An auto-generated image 
will fill this space if  left 

empty. 
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You'll be asked a series 
of  more questions 

regarding your event.

This is essentially how 
OSO can help your RSO
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