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Events 

Creating a New Event on Campus Groups 
 

Step 1. Log into Campus Groups  

 

 

Step 2. Make sure you are a member of the GUGC Admin Group  

 

 



Step 3. Go to YOUR club’s page  

 

Step 4. Click on “Events”  

 

Step 5. Click on “Create Event” 



Step 6. Complete section 1 – What The “Event Coordinator” is the person who is 
organising the event and will be present on the day. This will auto fill to whoever 
is filling in the form, this can be changed to any exec member by clicking “Add 
Custom Host”. 

 

Step 7. Fill in section 2 – When If it is a reoccurring event, select the drop down 
and select all dates that are required. Make sure the time zone is set to 

“Brisbane”. 

 

 



 

Step 8. Complete section 3 – Where Add meeting details required. 

 

 

 

Step 9. Complete section 4 – Photo & Flyer The photo is a banner for the event 
and the flyer appears in the information section. 

 



Step 10. Complete section 5 – More Details This is about food. If food is being 
provided you will need to have at least 2 people with food safety certs. This will 
need to be uploaded in the event request from (outlined below). 

 

Step 11. Complete section 6 – Access & Display Options This is who can see it.  

Typically, the “Everyone” selection is the best option. This will allow anyone to 
view and join, including people who do not have campus groups, and any listing 
(student, external, staff) on Campus Groups. If changing to be set to certain 
people, just be mindful of this. The last box refers to the Campus Groups 
homepage main screen. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Step 12. Complete section 7 – Registration Options This is where people can 
purchase tickets. You can add options for different pricing, and can schedule 
when registration opens or closes, the number of tickets etc. (You can also select 
to register to send out event feedback form) 

 

To change who can access certain tickets, click “Access” and then you can edit 
the visibility to certain people. Like above, but for individual tickets, not the 
event. To change pricing for ticket, select “Edit”, then add in the price. You will 
need a ‘new ticket option’ for each ticket price (i.e. Option 1 – student ticket at 
$5, option 2 staff ticket at $10, option 3 exec ticket at $0, etc). Scroll down this 
pop up for additional ticket settings. 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Step 13. Complete section 8 – Advanced Option These are not required but could 
be useful if there is something specific you want to do. 

 



 

Step 14. Click Create Event at the bottom of the page. If you do not click create, it 
will not take you to the next section and the Club Coordinator will not be able to 
approve it. 

 

Step 15. This will open the Event Request form. If this does not pop up, then you 
are not currently in the GUGC Admin Group. Please stop, exit, join group, email 
the clubs coordinator, receive the access then begin from step 1 again. 

 

 

 

 



Event Request Form 
This form should automatically open once you complete the Campus Groups Event. 

 

Step 1. Check the Event Details 

 

 

Step 2. Complete page 1 (Read through the first section to make sure you are 
contacting the correct person etc. Please email the Clubs Coordinator if unsure.) 
Select your club’s name from the drop-down menu. Title of event and primary 
event organiser should match event in campus groups. Enter a primary contact 
for the event. Select which category your event best falls into. Select if it is on 
campus or off campus and if you need equipment. (Limited equipment is 
available upon request. Please contact the Clubs Coordinator for a full 
equipment list and to ensure your booking of these items.)  

This form will prompt different pop ups depending on your selection (i.e., if you 
select yes to equipment, then the equipment selection will pop up, if you select 
no, then it will not pop up). Please complete as necessary. 

 

 

 

 

 

 

 

 

 

 

 

 



Step 3. Complete page 2 

 

Step 4. Complete page 3 

This one is about food. If food is being supplied, all people who are handling the 
food MUST complete the food safety certificate. This is a minimum of 2 people. - 
https://dofoodsafely.health.vic.gov.au/en/  

 

 

https://dofoodsafely.health.vic.gov.au/en/


Step 5. Complete page 4  

This is where you upload risk management document. The link to the template is 
in the form. If you do not complete this, and/or the Clubs Coordinator can see no 
effort was put into attempting to complete, the event WILL NOT BE APPROVED. If 
you have any questions, please contact the Clubs Coordinator for support.  

 

 

Step 6. Application is complete  

Make sure to click on submit. You will get a confirmation email. If you do not click 
submit, the event will stay pending in drafts and will not be able to be approved. 

 

 
 

 



Venue Booking Form 
Step 1. Log into Campus Groups 

 

Step 2. Go to the GUGC Club Admin Group 

 

Step 3. Go to Surveys  

 

Step 4. Search “venue” and open the form “On Campus Venue Booking (room 
booking, outdoor area, etc)” 

 

 

 

 

 



Step 5. Complete page 1 

Read through the first section to make sure you are contacting the correct 
person etc. Select club name from the drop-down menu. Enter the details for the 
primary contact of the event (this should be the same as the event request. 
Select what type of space is required. Please contact the Clubs Coordinator and 
the relevant department to book any alternative spaces. Please note that 
different pages will pop up next depending on your selections in this form. 
Complete pages as necessary. (This example will walk through a general 
booking.) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Step 6. Complete page 2 

 

 

Step 7. Complete page 3  

 

 

Step 8. Complete page 4  

For one off bookings, room date and time need to match event in campus groups 
– depending on event, you may need to allow an additional half hour at the start 
and end of the event for set up and pack down. The rooms will all open 10 
minutes before booking starts. Please be aware of classes occurring. Call 
security if the room is not open. Room capacity, estimate how many people will 



be attending, better to go over. Equipment is equipment in the room (some 
seminar rooms have computers, some have projectors, etc). Please provide a 
preferred room and at least 2 alternative rooms (a different building is also 
recommended if possible). 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Step 9. Complete page 5 - Food safety Same as event application. 

 



 

 

Step 10. Application is complete  

Make sure to click submit, or it will not be approved. Once booked, this request 
will be approved. Once confirmed by Griffith, you will receive the booking 
confirmation in your emails with confirmed date, time and room. 

 

  



Membership 

Adding a Member 
Step 1. Log into Campus groups  

 

Step 2. Go to YOUR club’s page  

 

Step 3. Click on “Members”  

 

 

 

 

 

 

 

 

 

 

 

 



Step 4. Click “Add Member”  

 

Step 5. Start typing in the new member’s name 

 

 

Step 6. Make sure you select the student member option if available 

 

 

Step 7. Select the person and click “Add” 



 

 

Step 8. If you cannot find the person’s email, you will need to manually add 
them. Select “create new user” 

 

Step 9. Add in the persons email and name. Select student member and notify 
member by email. Then click submit. 

 

  



 

Deleting a Member 
Step 1. Log into Campus groups  

 

Step 2. Go to YOUR club’s page  

 

Step 3. Click on “Members”

  

 

Step 4. Search or find whoever you need to delete, and click the 3 dots next to 
settings 



 

 

Step 5. Click “Delete” 

 

 

Step 6. It might prompt you to confirm, so click “OK” 

 

 

  



 

 

Changing Someone to an Officer 
Step 1. Log into Campus groups  

 

Step 2. Go to YOUR club’s page  

 

Step 3. Click on “Officers” 

 

 

Step 4. Click “Add Officer” in the top right corner. 

 

 

 

 



 

 

Step 5. Type in the persons email, select the person, then click add. If the person 
is not popping up, manually add them in. Both steps are the same as adding a 
new member. 

 

 

 

Setting the Membership Price 
Step 1. Log into Campus groups  

 

Step 2. Go to YOUR club’s page  

 

 

 

 



 

 

Step 3. Click on “Settings” 

 

Step 4. Click on “Membership” 

 

 

Step 5. Set membership notifications and durations. Then scroll down.  

 



 

 

Step 6.  Set membership options (You can set one or up to six options if needed).  

 

 

Step 7.  Click “Save” to finalise your selections  

 

 

 

 

 



Money 

Payment Request 
Step 1. Log into Campus groups  

 

Step 2. Go to YOUR club’s page  

 

 

 

 

Step 3. Click on “Budget” 

 

 

 



Step 4. Click on “Request Payment” 

 

 

Step 5. Complete page 1  

The transaction type will typically be a reimbursement. Description is the name 
of the activity and what the money was used for. “From Allocated” is the amount 
you are requesting for reimbursement. Leave the other section as $0.  

(This must be over $50 in total)  

 

 

 

 

 

 

 

 

 

 

 

 



Step 6. Read and click next. 

 

 

 

Step 7. Fill in Club details. Please note that funds can only be deposited into club 
bank accounts. DO NOT ENTER IN PERSONAL ACCOUNT DETAILS.  

 



Step 8.  Fill in this section for each receipt (make sure to upload the receipts!). 
Select what SSAF allocation is from (Hint: this is typically C.). 

 

 

 

 

 

 

 



Step 9. Fill in the declaration Leave the “Approved by Clubs Coordinator” section 
blank and click submit 

 

 

 

Step 10. That’s it – now just wait for Clubs Coordinator to approve it. This funding 
will be in your clubs account shortly. 

 

 

Apply for a Grant 
 

Step 1. Log into Campus groups  

 

Step 2. Go to the GUGC Admin group page  

 

 

 



Step 3. Go to “Surveys”  

 

Step 4. Search “Grants” and open the “Special Project Grants” form for the 
current year 

 

 

Step 5. Complete the page 

Make sure to answer the questions in as much detail as possible to ensure your 
club will receive the grant.  



Step 6. Press “Submit” when completed for it to be sent to the club coordinator 
and the board for review  


