
SQ '20 
Event Planning

Submitting an event on Blueprint



SQ '20 Event Process

• Submit a Funding Request form for SGFC 
funds

• Then, submit the Event Form on Blueprint.

IF, you need 
additional funding 
for your event...

•Discuss your ideas keeping in mind:

•Mission of your RSO

•Accessibility of your event

•How it facilitates community-building

Meet 
with your 
Advisor

•Submit the Event Form on Blueprint

•Upload a budget of how funds will be 
re-purposed

IF, your event is 
free or is re-

purposing SQ 
'20 funds...

•If there are comments/questions about your event they will be posted in a 
discussion on the form. 

•Once approved...

•Your event will be posted on the Blueprints events page.

•Use the Blueprint Event management features to prepare for your event.

Advisor Reviews 
& Approves Event 
Form Submission.



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"

Fill out the form & 
submit



Login 
to Blueprint

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

Or scroll down to "login"

LOGIN Credentials:

• CNET ID & Password

Direct Link
https://blueprint.uchicago.edu/

https://blueprint.uchicago.edu/


RSO Management

Click "manage organization" 

then, select "Events" from the organization tools.

* Navigating to the organization “management” feature

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


Submitting an Event on Blueprint

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

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


Event 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).

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

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.

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


Communication for 
Event Participation

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.

• News articles posted will automatically 
be emailed to all members listed on the 
RSO Roster.

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

