
Student Group Guides: Events 

How to make an event 
• Go to your dashboard 

• Click on “edit” in the “Configure Group” tile 

 
• Click “Events” in the grey bar 

 
 

• Click “Add Event” 

• Fill in the necessary details. DO NOT CHANGE YOUR NOMINAL CODE 

• Click save 

 

How to make event tickets 
• Go to your dashboard 

• Click on “edit” in the “Configure Group” tile 

• Click “Events” in the grey bar 

• Click on the pencil icon next to the event 



 
• Click “Event Ticket Types” 

• Click “Add Event Ticket Type” 

 

 
 

• Fill in the necessary information. DO NOT CHANGE YOUR NOMINAL CODE 

• Click save 

 

How to restrict my tickets to members 
• Go to your dashboard 

• Click on “edit” in the “Configure Group” tile 

• Click “Events” in the grey bar 

• Click on the pencil icon next to the event 

 
 

• Click “Event Ticket Types” 

• If you already created the ticket, click on the pencil icon to edit the ticket  



 
• If you haven’t created the ticket yet, click on the “Add Event Ticket Type” button  

 
• Scroll down to the bottom of the page to the “Advanced Options” section and click on the 

plus sign on the orange bar named “Show Advanced Options” 

 
• Towards the bottom, there is the field “Usergroup” 

 
• In there, enter your group name, and select the user groups you wish to restrict the ticket type 

to 

 

How to change my event logo 
• Go to your dashboard 

• Click on “edit” in the “Configure Group” tile 

• Click “Events” in the grey bar 

• Click on the pencil icon next to the event 

 



 

 

• Scroll down on your event's page and underneath the description is the option to upload a logo 

 

 
• Click save 

 

How to cancel an event 
• Go to your dashboard 

• Click on “edit” in the “Configure Group” tile 

• Click “Events” in the grey bar 

• Click the circle icon on the event you wish to cancel 

• Confirm you wish to cancel that event 

 
 

 


