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1. HOW TO REQUEST
YOUR EVENTS ON
BROAD 360:

2. ENTER EVENT
DETAILS

STUDENT ORGS
GUIDE

When you log into Broad360, you'll
find the “Activities” tab on the main
dashboard. Click on it to begin the
process of requesting a new activity.

This is where you'll outline the basic
details of your event and submit it for
approval. 

In the event creation form, you'll need
to fill in details such as the event title,
description, and tags.

Tagging your organization in the
“Experience Tag” field ensures that
your event is associated with your
organization, making it easier for
members to find.

Make sure to provide accurate information as
this will be the first impression potential
attendees have of your event.
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3. SELECT THE LEVEL
AND COMPETENCIES
FOR YOUR EVENT:

4. SET THE DATE,
TIME, AND LOCATION 

STUDENT ORGS

Consider the nature of your event and
select the appropriate level and
competencies that align with its
content and objectives.

 Level 1 = events that provide
exposure to a topic
 Level 2 = events that include
hands on activity and/or
networking opportunities 

Choose a suitable date, time, and
location for your event. Make sure it
doesn't clash with other important
events or exams.

If your event requires RSVP, be sure
to include this option to manage
attendance effectively.

A rubric will be developed to help you select the
most appropriate level for your event. 

Tip:  Everyone at Broad can see all events, If
you are more of a exclusive org, using level
badges is a wait to set boundaries who can
attend/rsvp for an event
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5. PREVIEW AND SEND
FOR APPROVAL:

6. ATTENDANCE
TRACKING:

STUDENT ORGS

Before finalizing, take a moment to
preview your event details to ensure
everything is accurate and well-
presented.

Once you're satisfied, submit the
event for approval. Upon approval,
you'll receive a QR Code via email,
which will be used to track
attendance.

Encourage attendees to scan the QR
code upon arrival to register their
attendance.

After the event, you'll receive an
attendance report via email, providing
valuable insights into the success of
your event and attendee
engagement.


