COMMUNITY EVENTS

1. Create your event

Go to the Events tab in the navigation bar on top of the page.

a o 9
(B —

Home Community v Groups Events Meeting Rooms Service Request Parking FAQ Event

Click on Add event to create a new event on your community platform.

Events Q Searc Add event

Events

¢ May2022 >

Moni Tuest Wed Thur: Frida Satu Sund

25 26 27 28 29 30 1

3 4 5 6 7 8

2
°10 1 12 13 14 15

16 17 18 19 20 21 22

Qo - S Loﬁ




Create event

Title Networking Event

Description Let's come together to get to know each other, share interests and ideas for events!

® Category Select a category v

Start date 5/16/2022 E 10:00 v
End date 5/16/2022 E 11:00 v
Timezone (UTC) Coordinated Universal Time -
Make recurring & Recurring

Save this event as a draft

©0

Enable capacity

1. Select the category of the event. (If applicable)

2. Enable the capacity of the event, if a maximum number of attendees
applies.

3. If you are not ready to share this on the Community Events page, save

the event as a draft. Drafts will only be visible for admins.

Don't forget to click on the create button to add the event.

Note: When creating an event, there will be no email notifications sent to the

community members yet.



2. Announce your event in the community

Click on the event and select ¥Fto manage information and announcement

options.

Networking Event

May  Monday, May 16, 2022

Be the first to attend this event

{§} Attend event

About this event

16 Eventstarts at 12:00 Pl /
Organizer Date & time
Event date May 16,2022
Roos Boshart
Intern Startat 12:00PM
Event end date May 16,2022
Eventends 1:00PM
Attendees o

Let's come together to get to know each other, share interests and ideas for events!

o -

(& Share

Click on Publish & announce to view the announcement settings.

Event settings
Organizers
Speakers

Event photos
Manage attendees

Publish & announce

Networking Event

Event title Networking Event
Description Let's come together to get to know each other, share interests and ideas for events!
Category Select a category -

Type

Members




2.1 Announce your event on the main feed

If you want to announce the event on the main feed, make sure only the
button “Announce event to the main feed” is selected. Write a message for

the newsfeed post and click on the green Announce event button.

Note that when the event is set in a specific location, when you announce the
event on the feed, it will be posted on the feed of that location and only
members in that location will receive a notification of that event post. This

doesn’'t mean they cannot see the event in the events list or in the news feed.

< Networking Event &

Event settings Published

Organizers

Save
Speakers
Publish event

Event photos Make your event visible for the community.

Manage attendees

Announce event on the main feed
Publish & announce

@ Hi everyone, please attend our new networking event!

@Io

Send out an email to all members

I/

Announce event




2.2 Announce your event via email to specific

members

You can also send an invitation to the event via email to members. Make sure
the button for “Send out an email to all members” is selected and “Announce
event on the main feed” is not selected.

After clicking on the green announce button, you can select which

community members you want to invite.

< Networking Event &

Event settings Published

Organizers
Speakers “
Publish event

Event photos Make your event visible for the community.

Manage attendees

N Announce event on the main feed
Publish & announce

@ Hi everyone, please attend our new networking event!

Send out an email to all members ©
Manage email text

Networking Event

Let's come together to get to know each other, share interests and ideas for events!




The content of the announce email contains the following default information:
- Title of the event
- Description of the event
- Date and time of the event

In addition you can add a custom introduction text to this email in the text

editor (see screenshot below).

Note that the introduction is always prefilled with the description of the

event, and will require you always to update it or remove it to prevent the

description to appear double in the email.

< Behind the scenes tour: High Tech Systems & Materials

Event settings Published

Organizers

«©
Speakers “
«©

Publish event
Event photos Make your event visible for the community.
Event files

Announce event on the main feed
Manage attendees

Publish & announce Type a message for the feed

Send out an email to all members ()

Behind the scenes tour: High Tech Systems & Materials
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This event is a unique opportunity to peek behind the scenes at internationally renowned research institutes and
innovative businesses. During the tour, you will learn more about one of the most trending research topics of the
moment at the park: High Tech systems & materials.
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PROGRAMME

1. Science & Business Organisation - Leo le Duc: introduction Amsterdam Science Park
2. AMOLF - Bas Overvelde: presentation Soft Robotica including a tour in their lab

3. ARCNL: introduction of institute including a tour in their labs

4 Drinks & bites




