
Made with Scribe - https://scribehow.com 1

Create an Event in Do More

1 Navigate to your club's dashboard by going to groups at the top of the page and
finding your group. Once you're in the dashboard click "Create" in the top right
hand corner of the screen.
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2 Click "Event"

3 There are templates for you to use depending on the type of event you need to
create. If you're entering a regular club event, meeting, athletic event, etc. please
use the "Club/Org Event" template.
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4 Enter the name of your event.

5 Enter a description of your event.
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6 Select the event type and event tags you would like to use. Only one event type
can be selected but multiple event tags can be selected for your event.

7 If you want to add collaborators or team members to this event you can do that
here. It is not something you need to do.
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8 Select the date (or dates) of your event and the start and end times.

9 If you are creating a recurring event you can click "Recurring event settings" and
select the dates of your recurring event so you don't have to go in and make
individual events. The time has to be the same for each recurrence in order for
this to work.
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10 Eventually we plan to connect Do More and 25Live so you can reserve your event
space from Do More. That connection hasn't been finalized yet, so for now please
select "Other Location" and manually enter the location of your event or check the
"TBD" box.

11 You can upload a picture that will help promote your event and show up on the Do
More home page under Upcoming Events. In the text below the "Choose Photo"
button you'll see the dimensions you'll want to use for this picture.
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12 You can also enter alt text for the picture you upload.

13 If your event will have food for participants you can tell potential attendees about
the food you will be serving under "Food provided."
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14 Please leave "Who is allowed to register?" set to "Lewis-Clark State College
CampusGroups users only" unless you are creating an event that is for a specific
or limited group of students.

15 Please leave "Who can see this event?" set to "Everyone" unless your event is only
for a specific or limited group of students.
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16 Always select "Yes" under "Do you want to let people to register to this event?" this
will help with the check-in process later.

17 Under "Attendance tracking options" make sure "Activate RSVP at the door" is
selected and make sure "Check-In method for the Kiosk" is set to "Allow both
methods above at the same time."
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18 When you're done entering your event information click "Create Event."

19 On the next page, if you select "off-campus' a series of questions will come up that
you need to answer in order to complete your event submission.
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20 If you select "On-Campus" you'll be asked if you'll be using Sodexo catering.

21 If you select "No" you'll have to answer some questions about the food you're
planning to purchase and the Sodexo Waiver of Liability will come up for you to
sign. This will then route your event to Sodexo for review.
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22 Once all of the questions have been answered click "Submit" this will route your
event to the necessary approvers.

23 Once your event has been submitted you should see this "Thank You!" screen.


