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Requesting an Event on Campus

1 Navigate to your organization's home page on EngageD.

https://scribehow.com
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2 Click "Manage Organization"

3 Click "Create Event"



Made with Scribe - https://scribehow.com 3

4 Fill in the appropriate information.
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5 Select the theme of the event.

6 Add a description for the audience and community to have more information on
the event.
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7 Click the "Additional organizations co-hosting this event" field if there are other
organizations involved in planning the event. Doing this will have the event
appear on the other organization's EngageD page as well.
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8 Pick a date and time. Then, click on "Location" to pick a location on campus. You
may also consult
https://dickinson.emscloudservice.com/web/BrowseEvents.aspx to see which
spaces are already reserved.

https://dickinson.emscloudservice.com/web/BrowseEvents.aspx
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9 Continue through the form to clarify your preferences for the event.

10 Consult the "Green Events Checklist" to confirm the event is as sustainable as
possible.
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11 Consult the "Inclusive Events & Programs Guide" to confirm the event is as
inclusive as possible.
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12 Consult the "CASE Policy Document" to confirm agreement with CASE's policy.

13 Click "next" to continue through the form.
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14 Use this page to set RSVP preferences.
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15 Click "next" to continue through the form.

16 Set an image for the event if you would like and continue through the form.
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17 Fill out the additional information appropriately.
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18 Click "next" to continue to the end of the form.

19 If you plan to engage with alumni, checking this box will ensure that staff from
alumni relations reaches out to you for details.
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20 You must track attendance within the event. Clicking this ensures you agree to
track attendance.

Once you have submitted, it will need approval from all appropriate offices.


