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How to Create an Event on CampusLink

If at any time you are having difficulties with the following, feel free to stop by the Campus Life
front desk for assistance. Or you may call 405-744-5486 or you may reach us at
campuslife@okstate.edu.

Step One: Find your organization under your membership listings, and click on that
organization.
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Step Twao: After clicking on the organizaton name, you will be directed to your organization’s
home page. From this screen, you will need to click on the Manage Organization button at the
top right of the screen.
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Step Three: After clicking on Manage Organization, you will be redirected to the Action

Center. In order to access and upload documents to your CampusLink, you will need to click on
the menu icon next to your organization’s name and select the Events tab.
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Step Four: This will bring you to the Events section of CampusLink for your organization. In
order to create your own event, click on the blue Create Event button in the top right corner of
the screen.
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Step Five: Once you are on the_Create Event screen, enter in all required information such as the

title, description, location and date(s) of the event. Once you have entered all of this information,
click on the Next button at the bottom of the screen.
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Step Six: Next you will be directed to upload a cover photo for your event. Any photo can be
uploaded, as long as it is in a JPG, JPEG, GIF, PNG or PDF file type. If the Student Union
Marketing office creates the graphic for your event, make sure to ask for a version specifically
for CampusLink. If you do not have a photo you may skip this step.
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To upload your image, click on the Choose file button, and select the desired photo and click
open in the browser. Once you have done this, you will be shown a preview of the photo you
selected. If this works for you, hit the next button. If you would like to select a new photo, click
on the red Delete button to the right of the photo.
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Step Seven: Next you will be prompted to answer a question regarding any sponsors of your
event. If your event is sponsored by any of the listed departments, make sure to check the box
next to their name. If your event is not sponsored by the listed departments, you click none of the
above or the next button.
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Step Eight: Read through the Posting Policy carefully. Once you have done this, make sure to
check the box stating that you agree to abide by the posting policies and click next.
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Step Nine: Indicate if you are a staff member with Residential Life.
answer, click next.
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Step Ten: Once you have completed all of these steps, you will be directed to the Review Event
Submission page. Here you can review all of your responses if needed. Once everything is
complete, make sure to mark the box next to “Allow attendance at this event to be shown on the
Transcript.” This will needed for tracking attendance at events. The, click on the Submit button.
This will officially submit your event for approval. Once it is approved, you will be able to see
the event on the front page of CampusLink under the Events section.
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