CREATE EVENTS

Redbird Life.

Involvement Starts Here

Go to Redbird Life at RedbirdLife.lllinoisState.edu

On the left-hand menu, select the RSO you want to use for the event.
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Explore Illinois State University

Safe Redbirds Early Vote National Transfer Student Week

Are you looking for a meeting idea for your RS0? The Redbirds, don't miss your chance to vote early here on Celebrate National Transfer Student Week Ogtober 21-

Safe Redbirds Ambassadors offer 12 different campus! It's a great way to make your voice heard 25 with the Dean of Students Office. Check out the

simulations and presentations. Learn more by visiting before the busy Election Day. Cast your ballot at the activities designed to recognize and connect transfer
= the Safie Redbirds website Bone Student Center! Redbird Voter Guide students at lllinois State,
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Select Events

On your RSO’s Redbird Life page, select Events from the menu on the
left side of the page.
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CREATE EVENTS

Redbird Life.

Involvement Starts Here

@ Create Event

On the Events page, click Create Event in the top right corner.

Manage Events
5 Search Events —_—
»
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Q 22 Events B Analytics
5] Ay i e will 2w P Showing 1 - 10 out of 22 Events
=i ot SLAB Meeting
T
= ore By CANCELLED
T 5 L Wed, Dec 4, 2024 12:00 PM C5T - Wed, Dec 4, 2024 1:00 PM C5T
5) tart Date b o o i .
=] Invites sent: 0 RSVP count: 0
®
= Date test
CANCELLED
— Fri, Nov 22, 2024 12:00 PM CST - Fri, Nov 22, 2024 1:00 PM C5T
'-\) @ All invites sent: 0 RSVP count: 0
@ O Future
test
QO Past CANCELLED
Fri, Nov 22, 2024 12:00 PM CST - Fri, Now 22, 2024 1:00 PM CST
Invites sent: 0 RSVP count: 0
Status ~
Milner Test

@ Event Overview

Enter the event’s basic details, including the title, theme, description,
and any co-sponsoring RSOs or departments.
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5 Create Event

E Basic Details
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Tip: If you create o link to o YouTube or Vimeo widea in your description, it will embed the video at the location of your fink

Additional organizations co-hosting this event
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CREATE EVENTS

Redbird Life.

Involvement Starts Here

Event Date, Time, and Location

Add the date, start and end time, and location for your event.

@t Stk | Repamo Lire Q. Search... 8

1l

Time and Place
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*Start Date *Start Time “End Date *End Time

: 13 May 2025 12:00 PM (0] 13 May 2025 01:00 PM @
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— [ cLEAR LOCATION |
o)

|
L
B + ADD ANOTHER DATE

@ Set Event Visibility and Details

Choose who can view your event (e.g., everyone, RSO members, or invitees).
Then, select the event category, list any perks such as free food or giveaways,
and note the event cost if applicable.

R EventVisibility
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“Show To
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The Public it
j Allow attendance at this event to be shown on the Invalvement Record
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Allow anyone to self-report attendance
E

Event Categories Perks  Special benefits for your attendees

Select categories -'l Select perks -
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Additional Information

Event Cost

Fields marked with an asterisk ) are required,

StudentOrganizations@lllincisState.edu g (309) 438-2151 $ Student Organizations Resources



https://deanofstudents.illinoisstate.edu/involvement/organizations/resources/
mailto:StudentOrganizations@IllinoisState.edu

CREATE EVENTS

Redbird Life.

Involvement Starts Here

RSVP Settings

Decide who can RSVP to your event, set a guest limit if needed,
and add any questions for attendees to answer when registering.
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& RSVP

Fields marked with an asterisk (*) are required.

Settings

“Who can RSVP

=
3=
Anyone b
I/- B I will receiv ier 24 howrs before the start of the
h
— Invite all members of this organization and all co-hosts after event approval
=) - -
® Limit number of available RSVP spots
@ When RSVP limit is reached, attendees can join a waitlist. If spots become available, participants will be promated from the waitlist to attend the event.

Allaw Guests

Organization Representation

When RSVPing, the respondent will be prompted to select an erganization from a list of their current memberships that they can choose to represent at this event

Allow respondents to represent an organization

Post Event Feedback

Add post-event questions to collect feedback from attendees after your event.

Post Event Feedback

Post Event Feedback will allow attendees to anonymously rate and answer questions following an event. They will be notified with a link that
expires 72 hours after the notification is sent. Event Evaluation Questions are not required and will not be sent within the notification unless
they are added.
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Automatically send Post Event Feedback notification after event
When turned off users with management access to the évent can still send the notification manually from the Manage Event page
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Event Ratings

All event attendees can anonymously rate the event on a 5 star scale and leave an optional comment,

@ Event Evaluation Questions

If questions are added, all event attendees will be able to anonymously answer.

Question Instructions
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CREATE EVENTS

Redbird Life.

Involvement Starts Here

Add an Event Image

Upload a photo for your event. Adding an image helps attract more attention and increase
page traffic. Avoid using images that contain text or logos.
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. Upload Photo
P8
Instructions
[} Your Cover Photo helps draw attention to your event. To make sure your
= image locks great, choose a high reselution photo that's eye-catching,
=

high quality, with a central focal point.

@.

E Guidelines forimagefiles
Use the following guidelines to get the highest quality Event Cover
Click to select animage Phata.

Dimensions: Image should be 1300px by T80px or larger and
horizantal in orientation. All images will be cropped to a 1.67:1

O i

aspect ratio.

File Type: JPG, JPEG, GIF, PNG and PDF.

File Size: Use a photo that's no larger than 10MB.

General: Avoid images that have text or logos. PDF files will not
have a preview and can not be cropped.

Complete Event Submission

Click Complete Submission to post your event and make it visible on Redbird Life.
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B Your submission is almost complete.

D As an administrator you ¢an skip the Branch Custom Fields for this event

submission,

T

S

TE

® ®

= Skip Custom Fields Continue to Custom Fields
Select thes option to complate the Select this oplion o add or revise

= event submission without adding or custom field data using the same

( revising custom field data workflow as a user without

= administrative access
@ If you are revising a submission, the

oniginal custom field response data

will be ratained, which you can

review from the confirmation page

that follows.

‘ COMPLETE SUBMISSION ' CONTINUE TO CUSTOM FIELDS
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