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Create and submit an Event Registration on
EagleSync

1 Click "EagleSync"
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2 Find your group and click the wheel to "manage" your group

3 Click " Create"
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4 Click "Event"

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
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6 Choose the appropriate Event Type



Made with Scribe - https://scribehow.com 5

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.

8 Only choose a Campus Events Calendar category if you have selected "Yes" to one
of the prior questions.
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9 Choose the appropriate date

10 Choose the appropriate start and end times
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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.
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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”
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13 Click " Book rooms"

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

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

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.
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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.

20 Choose who you want to be able to see your event in the EagleSync event
calendar.
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21 If your event requires payment to attend, please be sure to include that under
registration options. If you do not adjust this, it will show as free and cause
confusion at the event.
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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.

23 Choose which type of organization your group is.
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24 Click "Select Group. Please select your specific group from the dropdown menu. "
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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.

26 Click "Next" and continue to answer the rest of the questions and provide
appopriate commentary where it is needed.
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27 Click "I have reviewed this section and agree to these terms."

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.
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29 Click "Submit" to complete your event request.


