
Event Management Guide 
You are able to submit all your events through TigerLink 

To begin, visit your student organizations main page. There will be organization menu bar, click 

on the “Events” tab on the right of this menu bar. Depending on your organization, there may 

already be events listed on this page.  

1. Once here, you can easily create a new event by clicking the blue button 

2. This will take you to the creation page; you’ll be able to do a lot with your event. Anything 

with a red asterisk is a required field and must be filled out before moving forward with 

event submission. 

a. Event title: Name your event, make sure it’s concise and conveys what the event 

is about 

b. Theme: The overarching type of event you’re hosting (Arts & Music, Athletics, 

Cultural, Fundraising, Group Business, Learning, Service, Social, or Spiritual) 

c. Description: An in-depth summary of the event, including as much information as 

you’re able to share.  



d. Start/End Time and Date: You can select when the event will be going; it will be 

organized on the TigerLink Calendar in order of it’s starting time. 

e. Location: Enter in the general location of the event, especially if it’s held off 

campus.  You will be able to generate a Google Map from this as well 

f. Add Another Date: This is important for repeating events, such as organization 

meetings, so you can submit them all at once instead of doing several copies of 

the same event.  

g. Show to: choose who is able to see this event on Tigerlink 

i. Anyone in the World: If they can get onto Tigerlink, without signing in, 

they can see this event 

ii. Students & Staff at TigerLink: Anyone who can log into TigerLink can 

see this event 

iii. Organization Members: Only students, faculty, and staff associated with 

your student organization can see this event 

iv. People Invited by Host: Only those invited to the event can see the event 

page 

h. Event Categories: This will allow you to get more specific about what sort of event 

that you’re hosting. If you tag this event accurately with all applicable categories, 

the event should reach more students based on their interests.  

i. Who can RSVP: this will allow you to choose who can reserve a spot for your 

event 

i. Anyone: Anyone who can see this event is able to RSVP 

ii. Only Invitees: Only those who are specifically invited can RSVP 

iii. No One: No one can RSVP 

j. Perks: If your event is giving out things, you can tag the event with perks 

i. Free Food: The event will be providing food for no charge 

ii. Free Stuff: the event will be giving out stuff for no charge 

iii. Credit: This event has extra-credit attached to attendance 

k. Maximum # of RSVP spots allowed: if there is a limit, you can fill this in so that 

it’s first come-first serve in terms of event participants 

i. Counts guests against remaining RSVP spots: This will count guests in 

addition to anyone who RSVP. This will show an accurate number of spots 

available for the entire event. 



ii. Show remaining RSVP spots to the public: This will give a countdown 

of available spots to anyone looking at the event page 

l. Event Co-Sponsor: If you are collaborating with another organization or 

department, you can list their information here 

m. Event Hashtag: If this event has a specific hashtag, place it here so event 

participants can hashtag correction 

n. Organization’s social media handle: place your organization’s social media 

handle(s) here 

3. Uploading a cover photo can help in a couple different ways; it will get your event listed 

on the TigerLink homepage as well as give a visual representation of your event. Please 



contact the Center for Student Involvement if you need graphics made at least four weeks 

in advance of the event.  

4. Fundraising is important, and to ensure that your student organization is doing things 

correctly, the Center for Student Involvement has a form that you’ll need to fill out. Please 

do so before submitting the event, so that we’re able to assist you through this entire 

project.  

5. The last stage is to review everything before submission. This page will show all the details 

of your event by clinking on the respective links as well as give you an opportunity to type 

any comments you may have on the right hand side of the page.  

  



6. Once submitted, a representative from the Center for Student Involvement will review your 

event proposal and either approve or deny your request 

a. Approval: Your event is accepted and placed on the TigerLink calendar.  

b. Deny: Your event was rejected for a reason specified by the CSI representative. 

You can resubmit your event after correcting what was left out from the initial 

submission. 

7. Sometimes things change, and that’s perfectly fine! If you’ve already submitted your event 

and you need to change something, it’s super simple. Go to the event page (it can be 

found on your organization page on TigerLink) and scroll down toward the bottom of the 

page. You’ll see 5 options under the heading “Manage Events” 

a. View Submissions: This will allow you to read through everything you’ve 

submitted for this event as well as the discussion you’ve had with the CSI 

representative throughout this process.  

i. Add Reviewers: This process will allow you to grant access to overlook 

and change the event. This is great if you’re working with a group within 

your student organization to ensure that you all are able to see the same 

information. 

b. Manage Invitations: This is where you can specifically invite people to an event. 

You can do this by either finding a specific user or inviting by their email address. 

c. Track Attendance: This is where you can add individuals who attended the event 

as well as gain access to the website to accept Tiger Card swipes.  

i. TigerCard Swipes: The event will have a unique access code you can 

enter onto the swipe page (tigerlink.fhsu.edu/swipe).  



1. You will need to have a card swipe device which can be requested 

from the Center for Student Involvement through an online form on 

Tigerlink. That form is located under “Campus Links” on the top 

menu bar.  

ii. Add attendance: You can do add attendance three different ways 

1. Invitation: those already invited to event can be marked as 

attended, absent, excused or NA.  

2. Text Entry: You can copy and paste information about the event 

attendees onto this page. It will require either their TigerNet Email 

Address or their TigerCard ID Number 

3. File Upload: You can upload either a .CSV or .TXT file containing 

either their TigerNet Email address or TigerCard ID Number 

d. Change Details: If you need to change anything about the event, this is where 

you’ll need to go. It will restart the submission process, and will look identical to 

when you first submitted the event.  

e. Cancel Event: If something happens and you need to cancel the entire event.  

 


