
EVENT
PLANNING
On ShockerSync



START HERE

Start Here



ADMIN PAGE

Click either

to start the 

process









EVENT VISIBILITY

Event visibility depends on whether an event is campus wide or a private.

If a student can get free items 

from your event, list that here. 

Refers to ShockerSync: Select "public".



RSVP PARTICULARS

Select 'anyone' if your event is open to the public.

Select otherwise if it is by invite-only.







POST EVENT FEEDBACK CONT'D

Click next to continue

Add Survey Question

Use this section to 

create questions for 

post-event survey. 

Move on if this is 

not relevant for your 

event.



EVENT COVER IMAGE

Add your event image. 

This is **required**.





YOU'RE ALMOST DONE!

Click 'CONTINUE TO CUSTOM FIELDS' to book a 

space for your event. YOU MUST COMPLETE THIS 
SECTION if you do not have a space reserved.



ADDITIONAL INFORMATION

Choose your 

org's category.



EVENT CONTACT PERSON

VERY IMPORTANT:

The event planner is 

the primary contact 

for your event. ONLY 

this individual will 

be contacted by 

events services or 

should contact event 

services to make 

changes to your 

reservations.



Select your 

event type.

Click next to move on

Select the 

location for 

your event.

Select "No" if you 

do not have a space 

confirmed.





ACADEMIC BUILDING SPACES

next

Select a location for 

your event. Please 

note, availability is not 



EVENT ATTENDANCE

Click next to move on

Estimate attendance

If you have an event space 

confirmation number, insert it 

here:





Select room set 

up requirements.

Provide additional 

set up requirements 

if needed.

Select technical needs

Click next to move on

EVENT SET UP NEEDS



RISK ASSESSMENT 

QUESTIONS

Click next to move on







PROCESS COMPLETED



TIME TO MARKET YOUR EVENT!

For additional questions, 
Contact student.orgs@wichita.edu
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