Create and submit an Event Registration on
EagleSync

1  Click "EagleSync"

v o} Mail - Schultz, Michelle X EagleSync

< c b eaglesync.ewu.edu

£% EWU Managed Bookmarks StarRez ;ﬂ 25 Live % My Drive - Google... Appspace Eaglesync '§ Facebook TrafSys &

= WEAGLES

ft Home
B My Activity >
B Feed

£+ Switch Hub

ENGAGE AND CONNECT

B Events

Made with Scribe - https://scribehow.com



2  Find your group and click the wheel to "manage" your group

StarRez :_:i 25 Live % My Drive - Google... Appspace

Swooperson (Test)

aly
P
Groups
- N
| pearch Groups |
.\_IS G i + All Groups

©® MOST RECENT

m Pence Union Building

Deparment/Program
7 |y Eagle Pride
O jferiel

SEWLI Chub

Asian Student Association of Eastern Washi...

22 MY GROUPS

ASEWU (Associated Students of Eastern Wash...

=
_v,_
!Eag eS}'n{_ Officer HUB

Wative Hawaiian & Pacific Islander Club

sge.  University Apartments

3  Click" Create"

Maxaent € Canva o Mail- Schultz, Mich... Smart Health

§ Facebook TrafSys @ Welcome - Payment... %’ Banner

CampusGroups Hel... [ All Bookmarks

Stop Impersonating

Q @ * ‘o@_

& Join Link & OR Code 58 Join Flyer

Recent Feed Posts view Al

Keep your members updated! Post now!

Activity

id permissions,

TODAY
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4  Click "Event"

® Scribe | Workspace Introducing ChatGPT | C Creating an Event Temp

§ Facebook TrafSys @ Welcome - Payment...

% Banner Maxient @ Canva @% Mail - Schuliz, Mich... Smart Health

Create

.y
Y
Officer

Add one or more officers

Email

Compose a new beautiful
emai

Member

Add one or more
members

Form
Collect data/documents
from individual users

i)

Event

Create your next great
event

O

Survey
Survey multiple users and
review results

5 Begin filling out event information *Event Name, Description, use drop down
menu to choose Event Type).

If you would like to utilize Event Tags so people can search for your event by
interest, you may choose to add those to in the Event Tags drop down menu.

Populate the required information

1-person event: submit at least four (4) business days before the event.

: in-person event: submit at least three weeks in advance, {15) business days before the event.

amplex event includes events that pose risk, require money/fundraising, food, alcohol, AV support, and/or special room set ups

th travel outside of Spokane County: subrnit at least twenty (20) business days before the event,

juests that are submitted late may be rejected

is form for assistance creating an event: https://help.campusgroups.com/en/articles/1105581-how-to-create-an-event

at

* Event Name

* Description i ]

* Event Type

Event Tags

@ Detailed d escription (HTML design)

- Select -
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6 Choose the appropriate Event Type

at

* Event Name Test Event for EagleSync Training

* Description [} Thank you for reading through this test event training. Our goal is to clarify some EWU specific information when filling out youw

© Detailed description (HTMWL design)

* Event Type - Select -

- Select -
I
Community Engagement {opentopdblic)
Recruitment or Promaotion
Training/\Workshop
Fundraising
3 Community Service
lizing Team Caife e
Competition (Away)
Ceremonies & Festivals
* Event Coordinator Competition (Home)
Other
Practice or Training

Team Members @

8 irmnart Team Memhers
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7 The questions under “Additional details” drive who is able to see the event in the

Campus Events Calendar on InsideEWU.

If you don't want or need the event to be on the Campus Events Calendar on
InsideEWU (for example if you are registering a tabling event), answer "no" to

these questions.

=n (=
Home Pence Union .. Events

I ATIEY ORI WL LU LU AT LT 3 U T

How do you want your attendees to contact you?
@ Start a group chat with the organizing team

Send an email to the event coordinator

Additional details

L BT LI RIS DD R T

L L T T

YL S v

Create Activity 54

* Add to Campus Events Calendar

organization. By seled

* Open to Students & Families

* Open to Faculty & Staff

* Open to Alumni & Community

Category for Campus Event Calendar

For examples, see the EWU Campus Events Calendar and filter by each categony: https:/fwww ewu.edu/campus-avents,

=" to one of the audiences, your event will be publicized oftheEWU Campus

us-eventss.

8 Only choose a Campus Events Calendar category if you have selected "Yes" to one

of the prior questions.

AQqaitaonal aetans

eys & Forms »

bt Sitomas 3 * Add to Campus Events Calendar Mo
organization. By selecting “yes" to this and “yes” to one of the audiences, your event will be publicized on the EWU Campus Events Calendar: hizps://wwnw.swu_edu/campus-events/.

site »
* Open to Students & Families Mo

ey b
* Open to Faculty & Staff Mo

= Tools ¥
*Qpen to Alumni & Community Mo

Category for Campus Event Calendar |

® When

* Start Date

End Date

Admissions & Orientations
Arts & Culture
Campus-Wide
Careers & Metworking
Ceremenies & Festivals

ity & Inclusion
Health & Safety
Lectures & Forums
Service & Fundraisers
Sporis & Recreation

Trainings & Workshops
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9 Choose the appropriate date

LALEE Y T Lallipus CYETIL L iet aan

nples, ses the EWL Campus Events Calendar and filter by each categony: https Wil 2dU/campus-events/.
When
* Start Date * Start Time 01 wr
o July 2024 -]
End Date L * End Time 01 v

5u Mo Tu We Th—Fr, Sa

* Time Zone 1 2 3(|\ 4|08l ] 6| da)

21| 22| 23| 24| 25| 26| 27

28| 20\ 30| 3

Where

Type @ On-Campus Room Reservation
'_ | ‘Other Location

() Online Only

10 Choose the appropriate start and end times

Calandar, ¢

* Start Time 01 v 00 v PM v
* End Time 01 w e[j00 w PM
1e (US & Canada) o
ions
g5
zzarvation
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11 While you can choose recurring events to reserve space for multiple times and
dates, EagleSync does not feed back and forth between the scheduling system (25
Live) which means if you do not get every space you requested, it may mess up
your entire reservation.

Instead of using recurring event, we suggest fully creating your event and then
duplicating the event and changing the specific date and time on the duplicate

event.

>
»

® When
¥
; = Start Date 05 Jul 24 * Start T
3 End Date 05 Jul 24 *EndT
A * Time Zone
b
H

© Where

Type ':i:' On-Campus Room Reservation
Other Location

Online Only

Number of Attendees

Made with Scribe - https://scribehow.com



12 Number of Attendees is what drives the information of what spaces you chan
choose from. This section pulls information from 25 Live.
If you are searching for a table space, do not select more than 4
attendees as 25 Live would filter out tables
In the PUB, naming conventions for tables are “PUB TBL” and then the
space. Example PUB TBL 1A is a table on the 1st floor in front of the
NCR.
When you have information populated correctly, click “Book rooms”

>
© Where
b
Type ':i:' On-Campus Room Reservation
b
Other Location
s Online Only
Number of Attendees
¥
Setup Time Mot nesded
Breakdown Mot needed
i Book rooms
Who can see the event location Only display the location to logged on users s
"
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13 Click " Book rooms"

Type @ On-Campus Room Reservation
[_) Other Location

) Online Only

Number of Attendees | g

Entar expected number

Setup Time Mot needed
Breakdown Mot needed
i Book rooms
Who can see the event location Only display the location to logged on users v
Display map on regisfration page
Meeting
Meeting Link

14  Utilize search and/or filters to find the space you are hoping to reserve

Edit | Pence Union Build

me - Payment... % Banner Maxient € a @Y Mail - Schuliz, Mich...

#h Book a Room

| Search Rooms Q Auaiiabe v | -RoomFeatureswv | -RoomType- v | -Building/Fioor & | Capaity >=8 v

A VIRTUAL MEETING LOCATION

A Virtual Meeting Location

AQT POOL

Adquatics Center Pool Features

o Whiteboards 15

CAT 301
Catalyst Building Room 301 Features ,

o Instructor Microphone:
Speakers
Projector
HDMI Connecior
Computer
Adjustable Lighting
FICM 110
Video Conferencing
MM Enhanced.Computer
Ony

Festures =

o Insiructor Microphone
Speakers

Projector

HDMI Connector
Computer

Adjustable Lighting

FICM 110

Video Conferencing

MM Enhanced-Computer

Capacity: 40

coo0o00e 60

Capacity: 40

es e e 0000
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15 Click “Book” on the room you would like to reserve. You will see the checkmark
when the room is held.

able ~ | -PRoom Featuresw | -RoomType- w | -Building/floor » | Capacity >=8 w
-
7] Book
Euilding Room 209 Features =
o MM Enhanced-Laptop Port
only
7 Book
Building Room 321 Features -
o MM Enhanced-Laptop Port
only
[A Book
Building Room 323 Features
¢ MM Enhanced-Laptop Port
only
Building Room 333 Features m
¢ MM Enhanced-Laptop Port
only
: Fea [z
Euilding Room 101 Mysether L
Imom o WM Enhanced-Laptop Port
only

16 Click the X on the top right to leave this section and you should see “pending” to
show the reservation is held for you.

Creating a

) Welcome - Payment... % Banner Maxent @ Canva ©F Mail - Schultz, Mich... Smart Health CampusGroups H

v | - Room Features~ | - Room Type- v | -Bullding/floor s | Capacity >=8 v

Features [A Book
¢ MM Enhanced-Laptop Port
anly

wom 209

Features [ Book
& MM Enhanced-Laptop Port
cnly

yom 321

Features Boaked

o MM Enhanced-Laptop Port
anly

yom 323
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17 The room is not fully reserved until the event request has made it through the
workflow.

Cmline Onky

Number of Attendees 5

Enter expected number

Setup Time Mot needed
Breakdown Mot needed
i Book rooms

CIRFPUE 323 PENDING

Whao can see the event location Only display the location to logged on users Y

1 map on registration page

ing

Meeting Link

k=

18 Continue filling out information of who you want to be able to register to the
event (if anyone) and who you want to be able to see this event in EagleSync.

B Surveys 8 torms ?

*  Member Success >

& Website > a : I .

Access & Display Options
@E  Money »
Who is allowed to register?
M Files )
(_) Eweryone
Mare Tools ¥ ! | Eastern Washington University EagleSync users only

") Some Eastern Washington University users only (click to select users)
@ Some Eastern Washington University tagged users only (click to select users)
Group memkbers only
") Same group members only [click to select groups)
_) Tagged members only {select one or several Members tags)
{ Sub-Groups members only {select one or several Sub-Groups tags)
'_ ! Invited people only (invited by email from EagleSync with the event clickbox)
Officers only

) Members with Badges only (select one or several badges)
Prevent users who are already registered to another event at the same fime from registering fo this event

Who can see this event?

@ Everyone
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19 For member only and tabling events, please uncheck "Display on the Upcoming
Events slider" so these events don't crowd the EagleSync front page.

{ | Members with Badges only (select one or several badges)
More Tool

"

_ Prevent users who are already registered to another event at the same fime from registering fo this event

Who can see this event?

@ Ewveryons
) Logged on users only
) Group members only
Just the people who are sllowed to register

! Mo one {always hide from the calendar)

Display on the Upcoming Events slider (on the home page)

Registration Options

Do you want to let people register to this event?

@ Yes | _' Mo (Option to enter an extarnal event registration Website URL)
Option Price Registrations Starts Registrations End
RSVP S0

20 Choose who you want to be able to see your event in the EagleSync event

calendar.
@ Website ¥
_J) Tagged members only {select one or several Members tags)
{ | Sub-Groups members only (select one or several Sub-Groups tags)

@& Money > 3

! Invited pecple only (invited by email from EagleSync with the event clickbox)
| Files Officers only

| Members with Badges only (select one or several badges)

More Tools »

_ Prevent users who are already registered to another event at the same fime from registering fo this event

Who can see this event?

@ Ewveryons
Legged on users only
Group memkbers only
Just the people who are sllowed to register

! Mo one {always hide from the calendar)

[ | Display en the Upcoming Events slidsr (on the home page)

Registration Options

Do you want to let people register to this event?

@ Yes | _' Mo (Option to enter an extarnal event registration Website URL)
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If your event requires payment to attend, please be sure to include that under
21 o ; . OO

registration options. If you do not adjust this, it will show as free and cause

confusion at the event.

Display on the Upcoming Exents sider (o the hame page)

® \when
Registration Options
® \here
Do you want to let people register to this event?
@ ¥es. ) o (Opvon o enter am exernl event rgsirsion Wb URL)
Option Price. Registrations Starts Registrations Ends Total # of Items for Sale Waiting List Activation ftemsSold  Waiting List Manage Py s
RSvP 50 z : Na i @ 0 - B
oeiee
e
© 40d Mew Option Total 0 ® M
Closs Event Regusration (hen you don ant peopes 1 Fagistr anymos).
8 Registration will be open from/to ¥ Access & Display
<= Attendance limit -
£ RSVP Not Attending . Registration
© Reminder -
Advanced
 RSVP personalized email confirmation =
© Display the list of attendees to .

Made with Scribe - https://scribehow.com
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22 Click " Create Event "

The next pages ask for information which drives the workflow and who will need
to approve your event. Please answer these honestly; if you do not click the

correct buttons your event may not be approved in a timely manner and may have
to be modified.

Delete Save as Draft ¥~ Event Activity Log

23 Choose which type of organization your group is.

o

B Event Registration Form ¢z

Basic Activity Details
Carefully review and complete all questions below thoroughly and accurately.

Please select which group type your ASEWU Club/Org
organization is recognized as. Elub Sports Federation
Sorority & Fratermnity Life

EWLU Department/Program

Community Pariner

Where will your event ocour? * EWU Chensy Campus
Catalyst Building
Other EWU Campuses
WEU Spokane Campus
Off Campus

irtual
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24  Click "Select Group. Please select your specific group from the dropdown

Basic Activity Details

Carefully review and complete all questions below thoroughly and accurately.

Please select which group type your @ “SEWU ClubiOrg
irbion i i *
organization is recognized as. ) Glub Sporés Fedesatian

%] Sorority & Fratemity Life

| EWU Department/Program

| Gommunity Pariner

Please select your specific group from the - Select Group -
dropdown menu. *

Where will your event occur? * (C) EWU Cheney Campus
| Catalyst Building
| Other EWU Campusas
! W5 Spokane Campus
| Off Campus

! Wirtual

Select all that are applicable? *
(Maximum authorized answers: 6)

| Food will be provided
[ Transportation of students will be provided

Made with Scribe - https://scribehow.com
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25 Click all boxes applicable to your event.

Pro-tip: A common mistake is that organizations will call their event a Fundraiser
but will not click the box for "This event will collect revenue or serves as a
fundraiser." If you do not click this box, the event will be sent back to you with
"requires modifications" and take longer to approve.

Select all that are applicable? *
{Maximum authorized answers: 6)

Select all applicable hazards which may be
present at your event?

Catalyst Building

Otner EWU Campuses
WEL Spokana Campus
Off Campus

irtual

Food will be provided

Transportation of students will be provided

Parking passasisenices are requested

Audio or video support is requested

This event will collect revenue or serves as a fundraiser {Student Orgs only)
Thiz event has costs and expenses paid by the club (Student Orgs only)
MNone of the above answers apply

Comments:

Alcchol may be present at our event

‘We anficipate some attendees will be under 18 years of age (Do not click box to indicate
students may attend)

MNon-EWU attendees may be present at cur event

Our event will include sports, recreation, or physical activities {includes dancing). {Club £
click for Club Sports activities)

We nlan tn hnst inflatable activities andfor carnival names (e 0 houney house zinline 2

26 Click "Next" and continue to answer the rest of the questions and provide
appopriate commentary where it is needed.

‘-‘ 76°F Sunny

B & @0
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27 Click "I have reviewed this section and agree to these terms."
S S SR T TR RN RN EELRLSTLSTRSRRRTRTYWN

B Event Registration Form czm

Final Review

Before submitting, carefully review all responses to ensure they are thorough and accurate.

Do you understand and agree that your | || | haye reviewed this section and agree to these terms.
event may not proceed until it has received

full approval from all event reviewers, and
[Eastern Washington University officials
reserve the right to to deny or cancel your
activity at any time should the activity or
details provided herein not be completed to
their satisfaction? *

I will check my activity status regularly and 11 have reviewed this secfien and agree to these terms.
respond to reviewer/approver

communications as quickly as possible. If |
have any questions or concerns, |
understand | can communicate within the
EagleSync platform and/or email
EagleSync@ewu.edu for assistance. *

28 By clicking this box, you are agreeing to check EagleSync and respond to any
questions the staff needs to clarify so they can approve your event quickly and

properly.

Before submitting, carefully review all responses to ensure they are thorough and accurate.

Do you understand and agree that your | have reviewed this section and agree to these terms.
event may not proceed until it has received

full approval from all event reviewers, and
[Eastern Washington University officials
reserve the right to to deny or cancel your
activity at any time should the activity or
details provided herein not be completed to
their satisfaction? *

I will check my activity status regularly and |1 have reviewed this secfion and agree to these terms.
respond to reviewer/approver

communications as quickly as possible. If |
have any questions or concerns, |
understand | can communicate within the
EagleSync platform and/or email
EagleSync@ewu.edu for assistance. *

Please provide a contact phone number
where you can be reached with time
sensitive questions. *

(IF APPLICABLE) Please upload any * Upload file
contracts or other supporting documents

OMNLY EWL CONTRACT SE
Frr wvnair ouant hara Mo fp Skt ekt =

can be named on contract:
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29  Click "Submit" to complete your event request.

HMs.

A o @ @Pefl @
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