
Once you are logged in with you Northeastern credentials, you will be able to submit an event. 
 
To submit an Event:  

● Click on the Events tab in the black menu bar.  
● Click Add New. 

 
 
 

● Enter the event title and event content. An image can be added to the text block. 

 
 
 
 



● Enter event date/time and location information. Note: Be sure to change the Time Zone 
to “America/New York” 

 
● If applicable, enter the organizer’s information. 

 

 
 
 
 
 



 
● If applicable, add the event website and cost information. 

 

 
 
 

● Attach a flyer, if applicable. Make sure to fill in the description field. 
 
 

 
 
 
 
 

● Click Submit for Review. 



 


