‘How To’ Guides:
Adding a new
event to the
Student Union
calendar

A step-by-step guide for adding new
events to the Falmouth and Exeter

Students’ Union ‘What’'s On’ calendar.
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Step 1

Go to your organisation admin page from the SU website (
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1) Under ‘Admin tools’ select the ‘Events’ icon - this will bring you to

the current list of published events under your organisation.
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https://www.thesu.org.uk/

Step 2

Adding a new event
2) Click the “"Add new event” button above at the top of your events list.
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Step 3:

Event details

Edit Event

Basketball

Add Event
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Event name *

3) Type an appropriate and informative event name in the textbox provided.




4) Add the date and time. Click on the calendar icon for a month view to select
your start and end dates, use a 24 hour clock format e.g. Start date 16/04/2021
19:00 -->16/04/2021 21:00 (you must inlcude an end date and time).

Event name *

( Online Pub Quiz! )

Date and time *
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Show on all days

If checked, the event will be included on lists and calendars for each day it's running.

Applies to multi-day events only. By default the event will only be included once, on the first

5) If organising a multi-day event, tick the ‘Show on all days’ check box and the

event will be shown on all days rather than just the first day of the event.

6) If your event is repeated (e.g. every week) you can tick the checkbox under ‘Repeat Event'.

You can choose how many days, weeks or months you wish to repeat your event for.

Repeat Event

7) Add a tagline/short description in the text box provided (max 250 characters).

Tagline / short description

Online virtual pub quiz, testing your basketball trivia and general knowledge! Join us on

Microsoft teams, bring a beverage and your best game face!

148/250

8) Add a location for your event.

Location

Microsoft Teams Online



9) If you would like to add an external URL for your event you can add

one here (e.g. to a Facebook event). Bear in mind that if you do choose to
use this feature, when someone clicks on the event from the ‘What's On’
calendar they will be taken straight to the URL rather than seeing a full event

description. You can add a URL in the full event description later.

External URL

If specified, event list entries will link to this URL.

Step 4:

Event types

10) Tick the relevant “Event Type” (e.g. Exeter Students, Falmouth Students, Online).

These 'Event Types’ will act as filters when searching for an event, so keep this in mind.

Event types
Black History Month LGBTQ+ Referendum
Colab Liberation 25port
Employability Native Sustainability
nExeter students 20nline SustainabilityWeek
Falmouth Campus Penryn Campus Together, Wherever
mwFalmouth students PGR Truro Campus
Hwetha Postgraduates Virtual Welcome Fayre
International President Elections 2021 Events Wellbeing

International Women's Day~ Presidents

Check the event types that correspond to this event.



Step 5:

Image

11) Click the ‘Select image’ button.

Image
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12) Browse your current images or upload a new image by clicking ‘Choose

File” and then “Upload” to add to your current SU image library.

Even ® © ® Event assets
thesu.org.uk
Blat ) rendum
Browse...  No file selected. Upload Show deleted items jj :
€ it
(%] [x]
3
m| ainability
mExe ainabilityWeek
29342525_328118187 pexels-cti pexels-joh:
1045534 jpg k-2220403.jpg
JFali ither, Wherever
[=
mFali fom |© e 5 Campus
o
Hw % l 1al Welcome Fayre
3
R
Inte Taster-1-Pic.jpg Website20Thumbnail- bei ng
refresh.png
Inte
Chec $
Image \

C\ )(rme)

13) Select your uploaded image (selected images will have a fine blue outline) then
press ‘Insert’. Your image will then appear as a thumbnail and will be displayed
as the main image for your published event (keep this in mind when uploading

new images/designs as they will be cropped as an apostrophe shape).

14) You don't have to add an event image here, you can always add

an uncropped image to the full event description below.



Step 6:

Full Description

15) Here you can add a more detailed description of your event. You can add images,
hyperlinks and change your body text (we recommend sticking with the ‘Normal’

paragraph style and using ‘Bold” when you need to highlight something in the text.

Full description

Source 4 B E QL a0 R | | Normal
B I UQ
Welcome to our first vitual pub quiz!
We are looking forward to seeing as many members of the Basketball club as possible for our online event!
Link to the Microsoft Teams event here
body p 4

16) To add an image, click on the Image’ icon in the toolbar at the top of the text box.
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17) An ‘Image Properties’ window will appear. Click ‘Browse Server’' to browse
your image library or to upload from your device. You will also be able to edit the

image size by changing the width and height in the ‘Image Properties’ window.



Image Properties X

Full description

Image Info | Link = Advanced

[® Source 4 E [ R
lasset/Event/7841/cover.png = T —
B I U Q
Alternative Text

Width Preview
1400
; c
Height
(PUBJ
Border O L éﬁ‘)
JUIZ
HSpace \ ;J/J
VSpace
ipsum dolor sit amet, consectetuer adipiscing elit.
| feugiat diam. metus.
<not set>

Welcome to our first vitual pub quiz!
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Link to the Microsoft Teams event

18) You can also add hyperlinks by clicking on the ‘chain link” icon,

this will open a window for you to add your URL details.
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19) Check through your event to make sure all details are correct and then click 'Save’



tep 7:

Check out your event on the ‘What’s On’ calendar!

Hooray! Your event will now be part of the Falmouth and Exeter

Students’ Union ‘What's On’ calendar of events!

The full list
12.04-22.04 16.04 19.04-23.04
Falmouth & Exeter Students' Basketball Falmouth & Exeter Students'
Union Online Pub Quiz! Union
RealWORKS: EFMD Global
Power Up Your Virtual Careers
Purpose Fairs
Q Online Q Microsoft Teams Online Q Online

20.04

Falmouth & Exeter Students'

Union

Yoga

. Q Online

You'll also be able to see the event in your Organisation Admin area for your

student group/society. Here you can edit or delete the event if you need to.
Basketball (change)

Back to admin tools Add new event

Event

Date ‘ ‘

Online Pub Quiz! 30 Apr 2021

If you need any more advice or guidance on creating a new event, drop an email

over to and we'll be more than happy to help out.


mailto:info%40thesu.org.uk?subject=

