
Adding Your Event To Engage  
Note: In order to submit events into Engage, you must have access. If you need access or are 
unsure if you already have it, please submit a ticket and someone from the Web Team will be in 
touch.  

  

Log into Engage at engage.palmbeachstate.edu. You’ll know you were logged in correctly 
because the initial of your first or last name will appear in the top right corner.  

 

On Nov. 1, 2022 Engage will be rolling out their new navigation design. In the mean time, users 
may experience two different looks and steps to get to the event creation stop. Below, I’ve 
outlined both processes. 

2a. Old View –  

1. Next to your initial, hit the 9 dots to the left. (If you do not see the dots, you 
may have switched to a newer layout in Engage. If you see a bell instead, skip to step 
2b for an explanation.) 
  

  
  

2. Select manage from the drop-down. If you skip this step, you will not have access to the 
“manage” tools.  

  

3. Select your organization under “Memberships”. If you do not have an organization for 
your specific program or department, you belong to the “Palm Beach State College 
(PBSC) 5 Campus Events.” If you’d like to find out if a standalone organization would be 
a benefit, please submit a ticket and the Web Team will be happy to provide an 
evaluation.  
  

4. Once you have selected your organization, you should see its name and navigation bar 
to the left:  
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5. Hit the navigation (3 lines) to open your list of organizational tools. The tools you may 

have listed here will vary with your permissions. At the very least, you should see 
“Events.” Please select.  
  

  
6. This will open the Events space. To your right, you will see a blue “Create Event” button.  

   

 
2b. New View 
 
You should see a bell next to your initial when you log in, this is how you can easily determine if 
you are in the new design: 

 
 

1. Scroll down to the Memberships area on your home screen. Select your organization 
under “Memberships”. If you do not have an organization for your specific program or 



department, you belong to the “Palm Beach State College (PBSC) 5 Campus Events.” If 
you’d like to find out if a standalone organization would be a benefit, please submit a 
ticket and the Web Team will be happy to provide an evaluation.  

 
 

2. Look in the top right corner, and click “Manage Organization” 
 

 
 

3. In the top left corner, select the triangle to access the side navigation. 
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4. Once the side navigation pops out, go to the “My Organizations” section of your tool 
bar. Find the organization you want to add an event for and click the gear next to it. 

 
 

5. Once you select the gear, look for events. Click it. 

 
 

6. You should now see the blue “Create Event’ button. 



 
 
 

----------------------------------------------------------------------------------------------------------------- 
 
Once you’ve reached the “Create event button”, follow these steps: 
 
Enter the details for your event.  

a. Event title: Name of your event. Make sure it’s not too long and is descriptive  
b. Theme: Select a term from the drop-down menu that best represents your 

event.   
c. Description: Please be thorough with your description. Include an event 

summary, cost (if applicable), important instructions, who the target audience is 
(students, faculty/staff, open to the public) and contact information. If your 
event is virtual, you will want to include your registration or meeting link in this 
section.  

Example:   



  
d. Additional organizations co-hosting this event: You can skip this section unless 

you are co-hosting an event with Student Activities or a student club  
e. Virtual Fair: Skip this section – does not apply  
f. Time and Place: Must enter a start day/time and end day/time.  

PLEASE NOTE: The College calendar is a DAILY calendar. Please do not have 
event start/end for a week or month. Your event will be rejected and sent 
back to edit.  

g. Location  

  



If your event is IN PERSON, please select yes to add a Google map.  

For the location name, please format it as “Campus – Building/Room”  

Ex. Lake Worth campus – ETA 103  

Then enter the campus address, city, state & save. This will generate a Google 
map.  

If your event is ONLINE, please select no to map and type in “Online” for 
location name. (There is no need for address information)  

h. Online Location – please skip this section but make sure you add link and 
instructions into the event description.  

If you have additional days or times for your event, you may enter them now. 
You do not need to submit a new event for each date. So for example, if you’re 
hosting an information session every month, here’s the time to add it.   

  
You will need to follow the instructions for Location and Online Location for each 
new date.   

NOTE: Each new date will share the same event description. If your events have 
different summaries, instructions or meeting/registration links, this option will 
not work for you. You will need to submit a new event.  

CAUTION: Engage allows you to use the “Add Another Date” function when 
you first create an event. After you submit your event, you cannot go back in 
and add dates. You’ll have to submit a new event. Engage will also break your 
event into its own individual events after you submit it so please be extremely 
careful and review your event information. If you make a typo in your event 
description and create 12 different days/times, once your event is approved, it 
will become 12 separate events. Meaning you’ll need to go back and fix the 
typo in each event.  

  
i. Event Visibility: This must be set to “The Public” to display on the College 

website.  



j. Event Categories: This is where you will tag your event with the proper 
categories to have them display on the website. Some examples of categories are 
Current Students, Faculty/Staff, Open to the Public, Prospective Student. Please 
speak with someone from the Web Team to find out what specific tags you must 
use to display events on your web page. When you submit your event for 
approval, the Web Team will make its best effort to ensure all necessary 
categories are used and may edit if necessary.  

k. Perks: This is optional. If you’re having free food, swag or credit, please feel free 
to use.  

Hit Next to go to the next section  Settings  

o Who Can RSVP – Engage is a closed system, meaning the RSVP function 
is only available to students, faculty and staff. If you have an event that 
is open to the public and need an RSVP form, please submit a ticket and 
the web team can create a separate form.  

To skip the RSVP functionality, select no one.  

If you want to use the RSVP function, you have 2 options: Anyone and Only Invitees. Anyone 
means that any student, faculty or staff who find the event in Engage or on the website, can 
RSVP. Only Invitees means that only people you sent the event to can RSVP.  

o You can limit the number of RSVP spots   Learn More o Ask registration 

questions   Learn More Hit Next.  

Post Event Feedback: If you would like to use this option, read more here.  

Otherwise, skip and hit next.  

Upload an image. The photo must be an image that PBSC has permission to use. A photo that 
was taken by staff or an approved stock image. A number of images are available on the 
CRMapproved Engage Photos web page. If you need additional photos, please reach out to the 
web team and one can be provided.   

That’s it! Complete your submission. It will be sent to the Web Team for approval. We may 
reach out to you if there are any questions or if there is missing information. Otherwise, you 
should receive notification once your event has been approved.  

  
If you need to edit your event once it’s been submitted, find your event and there will be a blue 
‘Change Details” or “Manage Event” button to the right. 9Button language depends on your 
access)  
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Once event has been edited, it will be resubmitted for approval.  

  

If you have any questions during the process, don’t hesitate to reach out to a member of the 
Web Team for assistance.  
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