
Native Events 
Step by step guide to setting 
up your student events.



We’re going to walk you through a step-by-step
process of setting up a Native event. 

You can find the Native Events platform by visiting
Native.fm control pannel or linked here. 

Sign in using your bangor.ac.uk email. It should
prompt you to create a password. 

Doesn’t work? 

All Bangor University Students should already,
automatically have an account on Native but if it’s not
working for you, please send over your full name, email
address and which club/project/society or school you
are part of to marketing@undebbangor.com. Native.fm control pannel sign in

https://promoters.native.fm/dashboard
https://promoters.native.fm/dashboard


You will know you’re in the right place when you see this title at the top.

Let’s set up your event



Step 1: Find the create an event button. You can find this either
on the right side of the dashboard or by heading to the three
lines in the top left corner > Events > Events 



Step 2: Give your event a name, Start and end, date/time.



Step 3: Make sure you write a good descrption for your event.
The short description isn’t necessary.



Step 4: Upload your cover photo. This must be at least
1316 x 740 px to get the best quality photo. 



Step 5: Add a location or link to online event!

If your event is based in Bangor and you can’t seem
to find it on saved venues? Click Add new venue!



Step 5: Give your event a category. Although it doesnt state it, you
won’t be able to make your event live wothout c ticking that box!

You can ignore this box!

Eveything after this point isn’t necessary ( unless you
want it to be) therefore you can press Finalise Changes. 



Step 6: Now that you have set up your event, you will see the
following at the top of your page. You can now set up your
event tickets. 

*Until you finalise changes (save) your event for the first time,
you won’t be able to set up your ticket.  

Setting up your tickets! 

We suggest setting up tickets for your
events even if your events are free.
This gives you a good opportunity to
keep track of everyone who turns up! 



Step 7: 

Fill our the Maximum event capacity. This is how
many people in total can attend your event. 

Step 8:

Add ticket. Follow the instructions to set up your
tickets.



Step 9: Fill out what time and when you want the tickets to go live.



Step 10: If you don’t know your account number, just put the 
name of your club/project/school or society. This will let our finance
team know which accounts to transfer the money to.



Step 11 (Optional): Need to ask your atendees a question such as
their emergency contact number? food allergies? clothing size? -
Add a question to your ticket.



Step 12: Make your event live by selecting ‘ACTIVE’. 

To finish press Finalise Changes. 

Your event is now live. You can find your live event
by visiting our events page at
https://undebbangor.native.fm/ or linked here.

https://undebbangor.native.fm/
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