QUICK GUIDE
· Log in
· Drop down box by clicking your name
· Click society name
· Click events
· Click add new event
· Fill in the details and submit!

LONGER GUIDE WITH SCREENSHOTS

Log in to your account on the SU website using the uni login option.

Click on your name in the top right corner

[image: ]

You will see a drop down menu with a list of all the societies you are a member of. Click the society you are on the exec for and want to add an event.
[image: ]
[image: ]You should see the admin tools as below. If you only see Finance Web, you do not have exec permissions on your account – email studentactivities@warwicksu.com to request permissions for your president, who can then follow the guide found here to grant you permissions. https://www.warwicksu.com/pageassets/societies-sports/committee-resources/responsibilities/society-exec-training/Adding-newly-elected-exec-members-to-the-SU-website.pdf

Click on “Events”

[image: ]
Fill in the form and Save – you are done! I’ll explain the form below if you need any more assistance!
[image: ]Name the event! May be a good idea to put your Society name here too!



Image is a very important part, it makes your event stand out on the page!250 character short description that will be shown underneath the event image on the main events page.
These are the start and end times of the event – use the 24h clock as such: 16:30, 18:15, 09:00 
These ones are the dates in format DD/MM/YYYY

In the full description box, make sure to describe what will go on in your event, any important info that people need to know before coming and if your event is online, make sure to put how to access the event, with contact details for any issues joining!
image4.png
B DramaComplz X | ] FrenchSodiety X | ] 03/11/2020-¢ x | €) ()Society Exec X | & Timetable-W: X | 2lock2Down X

Organisation ' X | =u Event List X | [E] Mymessages- X+ - X

B QO M

< cC 0 @& warwicksu.com/events/edit/13224/

i1 Apps BE Mail-OBarron@w.. ¥¥ Campusfaultrepor.. @ &9 50%Off|PizzaHut [ Room Booking Syst..

A Complete your profile  Thanks for logging in to WarwickSU.com. Please take a few moments to complete your profile. © Uupdate Your Profile

wa rwick ™ Basket(0) Good morning Olly v

Your Union Student Voice Societies & Sports Clubs Help & Support Campaigns & Communities Food, Drink & Events

Argentine Tango Society (change)

Events

Back to admin tools | Add new event

© There are no events for this date range and/or filter.

Search and Filter List

Name 9

Dates * 05/11/2020 % —[05/12/2020 @ e

Find Events

About Warwick SU Useful Stuff Technical Bits Follow Us

The Students’ Union is the focal point of campus life here at Warwick University Terms and Conditions L 4
Warwick, but what exactly is it that makes your Union so unique?

out more about the SU and what we do.

Jobs at Warwick SU Members Code of Conduct n

1024
R 05/11/2020




image5.png
B Orama Compaint X | B rench Socety o' X | [ 03/1/2020-Goo: X | ) Facebook X | & Timetable - Warv

<« C O & warvicksu.com/events/editfevent/12224/

pps BE Mail-OBaron@w.. ¥v Campusfauitrepor. @ @) 50%Of|Pizza Hut [ Room Booking st

Argentine Tango Society

Add Event

Back to event list

Event name *
Date and time *

Tagline / short description

0/250

Location
External URL

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

Image

Select image

Only members may view this event

x

2Lock 2 Down Ev.

x

[ vy messages-w- x

+

Lo ]

» o





image1.png
Drama Complaint X French Society Cor X 03/11/2020 - Goo Society Exec Mem X Untitled documen X ock2 Down Eve X | @ Organisation Mes: X & ec Train: X

C O & wanwicksucom/societies-sports/committee-resources/responsibilities/society-exec-training/

pps EX Mal- Oamon@uw.. ¥v Campusfautrepor. @ & S0% Off | PizzaHut [ Room Booking

A complete your profile  Thanks for logging in to WarwickSU.com. Please take a few moments to complete your profile. © Update Your Profile

wa rw ick ™ Basket(0) GoodmomingOlly w | SearchWamwicksUcom O

YourUnion  StudentVoice  Societies & Sports Clubs  Help&Support  Campaigns & Communities  Food, Drink & Events

Societies & Sports Clubis 3 Committee Resoufces » Résporsil

ities > Society Exéc Training

A WSSy, L SN YN





image2.png
Drama Complaint French Society Compla X | 3/11/2020 - Google T X | ) (1) Society Exec Memb X | [ 2 Lock 2 Down Even Organisation Message: X Welcome to Warwickl X | 4

C O @ warwicksucom

Mail - O.Barron@w... ¥ Campus fault repor... B Room Booking Syst...

A Complete your profile  Thanks for logging in to WarwickSU.com. Please take a few moments to complete your profile. © Uupdate Your Profile

warw iC k ™ Basket(0) Good morning Olly w | Search WarwickSU.com Q

'. :' Your Profile
- Shopping Basket

Purchase History

Log out
Your Union Student Voice Societies & Sports Clubs Help & Support Campaigns & Com «Events
ORGANISATIONS

Argentine Tango Society
Belly Dance Society

Movember at Warwick o

Exec Resources
Our clubs and societies have created ‘Mo-Spaces’ and are collecting Sabbatical Officers
donations in support of men’s mental health. Find out how you can Societies Committee

get involved or make a donation here... Societies Federation
Society Basic Training

Sports Federation
Find out more
Warwick Pole and Aerial

Arts
Warwick Salsa

th \ber, The Di k and
LOCKd own Zﬁ:;ssi:eaN;;Iell;ne :;e‘rraleirz:ys [(’:Ifea::ay only. I‘V‘:fg
Takeaways %uc <
Find out more
10:10

o @ o W &3 RN o500 B





image3.png
5 Drama Compiaint-Go X | [ French Socety Compl= X | [ 03/11/2020- Google [ X | €) (1 Society Exec Memt X | [ 2Lock 2 Down Event ¢ X | #% Organisation Messoge X | 9 Admin - Argentine Tor X |+ - o x

<« C O & wamicksucom/organisation/admin/13224/ GO ox N

£ Apps BB Meil-OBamon@w.. ¥W Compusfaultrepor.. @ @ 50%Off| PizzaHut [ Room Booking Sys.

A\ complete your profile  Thanks for logging in to WarwickSU.com. Please take a few morments to complete your profile. © Update Your Profile

warwick W Basket (0) GoodmomingOlly v | Search WanicSUcom Q)

YourUnion  StudentVoice  Societies & Sports Clubs  Help &Support  Campaigns & Communities  Food, Drink & Events

Argentine Tango Society (change),

Admin tools

i

Edit Details Website pages News Events Messages
Members Groups Signups Membership API Polls
P ™ -—
) 1 e

Sales Reports Resources Meetings Finances Activities

Finance Web





