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Only members with the 

status of "Officer", within 

their organization, are able 

to submit event requests in 

Campus Groups (CG). 

*organizations can have 

multiple Officers. 

WHO CAN SUBMIT EVENT 
REQUESTS IN CG?



Once you log into CG, pull 

up the Pre-Alumni 

Association Group Page. 

The dashboard page will 

pop up.

Click on the "Events" Tab!   
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At the top right of your 

screen, there will be a 

green "Create Event" tab.
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Once you begin to fill out the 

form you will scroll through 

each section until completion.  

Section 4 will be the final 

section needed. Here you will 

upload your flyer so that it will 

appear and be advertised 

once your event is approved. 
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Once you have completed 

these steps, you will hit the 

tab, "Create Event" 
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CONGRATULATIONS! 

You submitted an Event Request Form!



The Office of Student Life 

will receive the notification 

that your request was 

submitted. Then the 

process of approval will be 

begin.  

WHAT HAPPENS NEXT?

When will my event get 

approved???



PROCESS OF EVENT
APPROVAL

Communication 

of  your event is 

shared with the 

General Council 

for approval.

While awaiting 

approval, the 

availability of 

your requested 

space is 

checked on. 

After review, 

the event is 

approved by 

the General 

Council and 

your space has 

been reserved. 

The status of 

your event in 

CG changes to 

"APPROVED"

STEP 1 STEP 2 STEP 3 STEP 4



EVENT STATUS



ONCE APPROVED
YOU MAY BEGIN PROMOTING

Once your event is 

approved, you 

may use outlets 

such as Social 

Media, Campus 

Groups, Word of 

Mouth, and Email 

Blasts sent to all 

students! 
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