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Student Org Management Guide for E-Board members

Access all support articles here:

https://support.suitable.co/hc/en-us/sections/4876068498331-Studen
t-Organizations 

https://support.suitable.co/hc/en-us/sections/4876068498331-Student-Organizations
https://support.suitable.co/hc/en-us/sections/4876068498331-Student-Organizations
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How to Manage your Org Page 

● If you do not see this button, that 
means you have not been assigned 
as a leader of the organization.

● Contact rso@wku.edu so you can be 
given edit privileges

mailto:rso@wku.edu
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Add/Edit/Remove content sections

ONLY select “Members only” if you have 
input your Org roster into the system
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Add your Orgs roster (individually or through import)
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How to add events
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Go to Activities tab to Request an Activity
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Select Event
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Enter a Title, Description, Resource Link, and tag your 
organization in the Experience Tag field (if applicable)

(Required)

(Required)

(Required) FOR STUDENT ORGS:
Tagging the event will allow you to easily search for all your org’s events in the activities tab and give your org more points! 
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You will automatically receive a QR code for the event 
after it is approved
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Select the level and competencies for the event 
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Set the date, time, location + RSVP of your event

● Use these toggles if you want to enable RSVP
● You do not need to set a capacity limit if it is not needed
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Preview and send for approval/submission

• Once your event is approved, you will receive the Event Code to your email address. 
• Once the event ends, you will receive an Attendance Report to your email address.


