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Step 1:
Find the organization you wish to manage from the left-side menu on your screen.
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Step 2: 
Click your org’s icon to open the management tab for your organization.
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Step 3: 
Click the “Events” button in the management tab.
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Manage Events Home Page: 
This is where all of your organization’s events will be displayed. The events can be searched or filtered using the
options provided from the menu on the left side of the screen. Here you will be able to edit an existing event or
create a new one.
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The “Sort By” section filters by  the
Event Name, Start Date, or End Date.

The “Theme” section filters by All
Themes, Arts & Music, Athletics,

Cultural, Fund Raising, Group
Business, Learning, Service, Social,

and Spirituality. 



Events Analytics: 
This function analyzes all your organization’s events and can be accessed from the Manage Events Home Page.
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Creating an Event - Basic Details: 
To create a new event, click the “CREATE EVENT” button at the top right of the Manage Events Home Page.
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The “Basic Details” section is where your Event Title (name), Theme, Description, and Co-Hosts are added.

Themes include: Arts & Music,
Athletics, Cultural, Fund Raising,

Group Business, Learning,
Service, Social, and Spirituality

Co-Hosts allows you to attach
other organizations on Engage to
the event. The event will populate

in each organization’s feed.



Creating an Event - Time & Place: 
This section has a drop down calendar and clock function to enter in your event’s information.
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Add a virtual location to
your event and/or a

physical location, you can
select “No” to not add an

address for the event.



Creating an Event - Event Visibility Settings: 
This section controls the type of Engage users that can see the event.

“The Public” allows anyone to view the event from Engage without being signed in.
“Students & staff at EKU” setting does not work and hides the event from certain Engage populations.
“Organization Members” will only allow members in your org’s roster to view the event.
“Invited Users Only” hides the event from everyone unless they were invited through Engage.
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The Co-Curricular Transcript
is a download of Engage

users involvement at EKU,
this is optional.

Self-Reporting Attendance
allows any user to add

themselves to the
attendance list for the

event.

Categorize your event by: Campus
Events, Community Service, E3 (The

Exceptional Eastern Experience),
Fraternity & Sorority Life, FYE (First-

Year Experience), Student Life Events,
and Student Organization Event.

Add Perks to your event, they include:
Free Stuff, Free Food, and Credit.

Click the “Next” button to
continue to the “RSVP”  settings.



Creating an Event - RSVP Settings: 
This section controls the reservations for your event.
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Creating an Event - RSVP Settings (2): 
“Who can RSVP” controls the settings for users that can make a reservation to attend the event.

“Anyone” allows every Engage User to RSVP to the event.\
“Only invitees” only allows users that have been invited through Engage to RSVP for the event.
“No one”  will turn off the RSVP settings for the event and allow you to continue to “Post Event Feedback.”
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Selecting the “Invite All Members” button
will automatically send invitations to the
event to all users on the roster for your
org and any co-hosts.

The “Limit RSVPs” button will
set a cap on the number of
available RSVP spots and
whether they are shown publicly
to users on Engage.

“Allow Guests” let’s users on Engage that RSVP to the
event bring people with them. The number of guests
can count against the number of RSVPs available.



Creating an Event - RSVP Settings (3): 
“Organization Representation” allows users that RSVP to represent an org they are a member of on Engage.
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The “RSVP Questions” function allows you to create questions for users to answer when they RSVP to the event.

An introduction or instructions can be
added before the questions.

To create a question, choose the
format or type, then click the “Add
Question” button to customize it.

Formats include: Single-Line Text
Entry, Paragraph Text Entry, Radio

Button (multiple choice), Checkboxes,
and a Dropdown list.

Click the “Next” button to continue to the “Post Event Feedback” settings.



The Paragraph Text Entry question type would look like this:

Creating an Event - Customized Questions: 
Each question you add to your event will have the option to make it required and/or add instructions.
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The Single Line Text entry question type would look like this:



Creating an Event - Customized Questions (2): 
The Radio Button (multiple choice) question type would look like this:

15

The Checkboxes question type would look like this:



Creating an Event - Customized Questions (3): 
The Dropdown List question type would look like this:
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Creating an Event - Post Event Feedback Settings: 
This section allows you to customize responses from attendees of your org’s event.
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Users that have been added
to the event’s attendance
can receive an automatic
notification following the

event to give it a rating
and/or feedback.

Custom questions can be
created to ask attendees
(same formats as RSVP).

*The default for feedback is
a 1-5 star rating and an
open-ended text entry.

Click the “Next” button to continue to the “Event Cover Photo” settings.



*Dimensions for your image
need to be 1300px by 780px.

*The image file type needs to be
a JPG, JPEG, GIF, PNG, or a PDF. 

*PDF files cannot be cropped
and will not provide a preview of

the image.

*The image file cannot exceed
10MB in size.

Creating an Event - Event Cover Photo: 
This section allows you to upload an image to display for the event’s preview and page.
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*This is how your image will
appear for your event, after it’s
approved, to users on Engage.

Click the “Next” button to
continue to the “Additional

Information” form.



If your event is happening on campus, you will need to upload your
reservation’s confirmation that includes the day, time, and location.

Creating an Event - Event Additional Information Form: 
The “Additional Information Form” section is where you acknowledge the requirements for an event to be
approved on the Engage Event Listings.
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Click the “Next” button to
review your event submission.



To view your event’s information for each
section click the hyperlinked section titles.

Clicking the “Submit” button
sends your event for approval.

Creating an Event - Review Event Submission: 
The “Review Event Submission” section provides an overview of your event before submitting it for approval.
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You can add a comment to your
submission to be seen in the

approval que by staff members.



Managing an Existing Event: 
To manage an event, find it on your organization’s list from the Manage Events Home Page.
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Clicking the event from the list will take you to the individual event’s management page.

The “+ Attendance” button is
the quick access to add

attendance to the event.
“View in Explore” will take

you to the public listing for
your event, this is the link
used to share your event.

The “View Invitations and RSVPs” button
is the quick access to invite people and
view the RSVP statuses for the event.



The “Access Code” is used on the “Campus Labs
Check-In App” to check people into your event.

The “Attendance URL” and QR code allow
people to self-report their attendance to

the event.

The “Cancel Event” button will cancel your
event and allow you to send a message to

people with an RSVP to the event.

Managing an Existing Event - Individual Event’s Management Page: 
This is the management page for an individual event.
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To change the event’s information
click the “Change Details” button.

To see the public event listing for the
event click the “View Event” button.

The event’s attendance can be entered and
analyzed using the “Track Attendance” button.

The “Invitations & RSVPs” button is where
you can invite people and view the RSVP

statuses for the event.



The “Export” button will
download the Invitations

& RSVPs Report.

Managing an Existing Event - Invitations & RSVPs: 
This is the invitations and RSVPs management page for an individual event.
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The “Manage Participants”
button allows you to invite

people to the event
directly and contact them

if needed.

The list of people that have been
invited and/or RSVP’d to the event

can be searched and filtered.



The “Add Attendance”
button allows you to enter
user’s emails to add them

to the attendees list.

Managing an Existing Event - Tracking Attendance: 
This is the Attendance management page for an individual event.
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Engage users that have been
added to the attendance list
for an event will populate in

the “Attendees” section.
These buttons let you change

the attendance status for each
individual on the attendees list.

The “Export” button will
generate the Attendance

Report for the event.

Comments can be added to
individual users that are on the
attendees list for reference on

the attendance report.



This section breaks
down the 5-star rating

collected by attendees.

The “Send Notifications” button
pushes out the feedback

request email from Engage to
ask attendees to rate the event.

Post Event Feedback: 
This is the Post Event Feedback management section on an individual event’s management page.
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This section summarizes
the event feedback

collected from attendees.

The “Export Feedback” button
generates the Post Event

Feedback Report for the event.



Have Questions? Need More Help?
Feel free to give us a call or send us an email!

(859) 622-3855 | studentlife@eku.edu
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