
Steps to Create Events 

The drop-down button is available for the page administrators to edit the club page details, Create News, 

Create Events, Update Draft News and Events. 

 

Step1: Click on the drop-down button and choose Create Event 

 

Step2: Provide the even details such as title, type, description, Place and time etc. 

To choose co-hosts type in the co-host name 

 



 

There is an option to create repetitive events, click on the add button to add different dates and time. 

 

Event Visibility 

Organization – The events will be displayed only for the particular club or group 

Institution – The events will be displayed for the whole university. 

 

 

 

 



 

RSVP Settings 

If there are questions that needs to be answered while RSVP those questions can be selected here.  

 

Event photo can be in jpg or png format and should not be larger than 10MB 

 

 

 

 

Click on the next button and the Event Submission Process form will be opened in a new tab.  



NOTE: Student Organizations must complete the Event Submission Process form for the event to be 

approved.  

 

 

 

 

 

 

 



 

 

 



 

 

 

 

 


