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This Scribe is only visible to you. Make any changes and then share it.

1 Navigate to https://txst.campuslabs.com/engage/organization/1406

2 Click "Manage Organization"
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3 Click "Events"

4 Click "CREATE EVENT"
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5 Click the "Event Title" field.

6 Click the "Event Title" field.
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7 Type event name (ex. "Texas State Tennis Sport Club Chipotle Fundraiser")

8 Select the Theme (ex. "Fundraising") that best describes the event

9 Type in a description for the event. Be sure to consider the following:

-Date, Time & Location

-Purpose of the event

-Event instructions or details

-If attendees need to RSVP, Register or show up

-Contact information for questions/ concerns
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10 Click the "Additional organizations co-hosting this event" field.

11 Type "campus recreation" as Co-host for all sport club events

12 Click "Campus Recreation"
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13 Select day and time duration for event

14 Click this button field to input a physical address.
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15 Click the "Location Name" field to input a building or company name.

16 Click the "Address" field to input a physical address.
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17 Click the "City" field.

18 Click the "State or Province" field.
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19 Click "SAVE"

20 Select the "select categories" drop down menu to select applicable 

categories.
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21 Click this dropdown to select any perks that attendees will be receiving.

22 Click "keyboard_arrow_right"
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23 Click "NEXT keyboard_arrow_right"

24 Click here.
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25 Expand the view of your image and reposition as needed. This will show up to 

viewers.

26 Click here.
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27 Click "CROP IMAGE"

28 Click "keyboard_arrow_right"
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29 Click "COMPLETE SUBMISSION"

30 Click here to view event page.
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31 Review event page to ensure details are accurate. URL can be copied and 

sent to potential attendees to inform them on the event details!
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