[bookmark: _GoBack]Creating an Online Student Group Event!
Step by step guide 
1. To create an event, you will need to your groups Admin Tools. To access these, go to your society page on the DSU website and make sure you have logged in (top right-hand corner using your single sign on). 

2. Once you are logged in, there should be a tab along the bottom of the webpage with ‘page admin’ in the bottom right corner. Click on ‘page admin’ which will show you a list of pages. Click on ‘YOUR GROUP Admin Tools’ (see below):
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Select your student group’s admin tools
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3. A page similar to this will appear (some permissions you may not have – will depend on your committee position – see below) 
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4. To create an event for your student groups, you will need to click on the ‘Events’ Area. 
5. [image: ]Once you have clicked into the Events Area, a page with all your events will appear. If you have not set any events up online, this page will be blank. You need to click on the ‘Add New Event’ in the top left-hand corner (see below): 












6. The Add new event page will provide you with a form to complete, including the name of your event, date and time of your session, a description of the event, image and any other important information.
7. [image: ]Select the type as ‘Student Group’ So the event can be filtered (see below): 

8. After completing the form, click ‘Save’ and this will add the event to the DSU page!



Notes:
Put your student group name in the event title so everyone knows who is running the event. 
Use the ‘Description’ text box to explain how to join your event and add any links in the description text box such as a zoom link or a link to your social media for more information. 
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Nelcome to DMU Acapella!

stablished in 2013, DMU Acapella create music purely through vocal abilty and replicate songs from all genres in a safe and creative environment that our members
nd committee are extremely proud ofl
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