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SQ 20
Event Planning

Submitting an event on Blueprint
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SQ '20 Event Process

M eet eDiscuss your ideas keeping in mind:
eMission of your RSO
eAccessibility of your event

with your
Advisor eHow it facilitates community-building

4

e Submit the Event Form on Blueprint IF, you need e Submit a Funding Request form for SGFC

e Upload a budget of how funds will be additional funding [ERUEE
re-purposed {o] V(oIS | W © Then, submit the Event Form on Blueprint.

IF, your event is
free or is re-

purposing SQ
'20 funds...

AdV| SOr ReV| ews o |f there are comments/questions about your event they will be posted in a

discussion on the form.

& Approves Event RIeESces

eYour event will be posted on the Blueprints events page.

Fo rm S u b m |SS | on. e Use the Blueprint Event management features to prepare for your event.




How to Submit an
Event Form on Blueprint

Login to Blueprint

Click on your "RSO
Profile"

Select, "Manage"
your RSO

Navigate to
"Events" on the
Organization Tools
section.

Click, "Create an
Event"




Login
to Blueprint

Go to the CLI Homepage,
then click "Quick Links”

Or scroll down to "login™
LOGIN Credentials:
e CNETID & Password

Direct Link
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https://blueprint.uchicago.edu/
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HOME EVENTS ORGANIZATIONS NEWS FORMS

‘ £ MANAGE ORGANIZATION ‘

as

@iz Center for Leadership and Involvement

& Member Since March 2020

0
Lvents

The Center for Leadership and Involvement is a multi-faceted office that encourages
student involvement at the University of Chicago and provides learning opportunities in
ways as diverse and valuable as possible, while enhancing the unique culture of the
University.

We look forward to working with your student group this year to create a community of
student leaders who work together to encourage and enrich student life at the
University of Chicago!

* Navigating to the organization “management” feature

RSO Management

Click "manage organization"

then, select "Events" from the organization tools.


https://engagesupport.campuslabs.com/hc/en-us/articles/115005963023-Organization-Tool-Menu-Walkthrough

= Center for Leadership and Involvement

Blueprint
HOME EVENTS ORGANIZATIONS NEWS FORMS
NEW FEATURE
Zoom Event Attendance Upload
Create Event P
The manual upload option for taking attendance at events now supports Zoom participant exports!
* EventTitle You can find this option by clicking Add Attendance on your event below, selecting the File Upload tab, and choosing Zoom as your file type.

- CREATE EVENT

E Manage Events
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Filter  Approved v  Status | v

Name = Status * Start Date ~ Add Attendance Action

in your descriptio

* Start Date * Start Time " End Date * End Time

01:00 PM | @ |

24 Apr 2020 ‘ =] ‘

[ | 12:00 PM | o] |

24 Apr2020 | =

Submitting an Event on Blueprint

"Create an Event" then, fill out the form.


https://engagesupport.campuslabs.com/hc/en-us/articles/204033924

Management

Think about Event Advertising

* Indicate if the event is Co-Hosted
or Re-occurring?

* Tag events by themes, categories,
or if there are “perks”

* Events Posted to the RSO
homepage

Events will be visible to the
uChicago community
(unless you make your event
visible to members-only).

Blueprint

HOME EVENTS

ORGANIZATIONS NEWS FORMS

Center for Leadership and Involvement Events

Q, SearchEvents

The following events have ended.

remran LEADERSHIP
© Ended 2 months 3g0

Stresy R elief Jay's

@ Ended 3 months ago

. LEADERSHP,
@ Ended 5 months ago

J J OUedy X eluefr e

Stress Relief Day

(M Wednesday, November 8 at 11:30AM CST

9 McCormick Tribune Lounge

@ Center for Leadership and Involvement

Stress Relief Day Winter Welcome: RSO Fair & Festvial
2020
(M Wednesday, January 22 at 11:30AM CST (™ Thursday, January 8 at 4:00PM CST
9 McCormick Tribune Lounge 9@ Ida Noyes
@ Center for Leadership and Involvement @ Canter for Leadership and Involvement
N H
@ Ended 3 yearazo © Ended a yearazo

J

SNACK & CHAT

Snack & Chat Stress Relief Day

(™ Friday, January 25 at 12:00PM CST (™ Wednesdsy, January 23 at 11:30AM CST

9 Reynolds Club- Suit2 018 9 Reynolds Club- McCormick Tribune Lounge

@ Ended 3 year ago

AROON 2055
ONDAY  revwous au

~ SNACKS ~ GIVEAWAYS ~ MUSKC ~

Maroon Monday

M Monday. January

Q Reynolds Club- McCormick Tribi


https://engagesupport.campuslabs.com/hc/en-us/articles/115001594463-Events-Walkthrough

2)Event Management

Event Management

* Track event participation via
RSVPs, invites, attended, etc.

* Create an RSVP questionnaire
(i.e. info on special
accommodations)

Post-Event Feedback

 Easily collect feedback via
an automated event survey

&)

& blueprint.uchicago.edu/actioncenter/organization/involvement

Blueprint

= Center for Leadership and Involvement

a %« ol @

s

Center for Leadership
and Involvement

55 Members


https://engagesupport.campuslabs.com/hc/en-us/articles/115001594463-Events-Walkthrough
https://engagesupport.campuslabs.com/hc/en-us/articles/204032034
https://engagesupport.campuslabs.com/hc/en-us/articles/360034879112-Event-Ratings-Overview

Roster Management
for Event Participation

Update your roster list of members
and officers to streamline
communication for your events.

Using your roster you can invite
specific people or groups (people
coded by positions) to RSVP and
attend your event.

Blueprint

= Center for Leadership and Involvement

Roster

@,‘

Primary Contact

Karen Pryor

Manage Roster

CURRENT

PROSPECTIVE

o ..

i END MEMBERSHIP E ENDALL MEMBERSHIPS

Select

First Name

Adila

Last Name

Ahdulwahid

{D CONDITIONS

MESSAGING

Positions

/‘ MANAGE POSITIONS +2) INVITE PEOPLE EXPORT ROSTER

&


https://engagesupport.campuslabs.com/hc/en-us/articles/115001617606-Roster-Walkthrough

Communication for

Event Participation Bliorit
j Center for Leadership and Involvement
Message: send emails or, if a user entered —

their phone number they can receive SMS
notifications.

* You can also send SMS messages to
members.

News: post info about RSO news, updates,
or advertise other opportunities for

members. Center for Leadership
* News articles posted will automatically and |n\/o [\/ement
be emailed to all members listed on the
RSO Roster. 55 Members

Photo Gallery: post event photos, flyers, or
other images that might be relevant to your
RSO as another way to connect with

the community.



https://engagesupport.campuslabs.com/hc/en-us/articles/204033354-Sending-a-Message-as-an-Organization-Leader
https://engagesupport.campuslabs.com/hc/en-us/articles/360019496052-News-Walkthrough
https://engagesupport.campuslabs.com/hc/en-us/articles/204033864-Adding-Photos-to-your-Organization-s-Gallery

