
Facebook 

 

 

How to Create an Event 

 

Note: These directions are in regards to using your desktop or laptop, not Smartphone. 

 

Log into your Soroptimist Facebook account 

1. Click on the "Events" tab. You'll find it near the top left of your screen. It's third from the bottom 

of the "Favorites" column.  

If you have trouble finding it, look just below your profile picture. 

 

2. Click on "+Create Event" tab on the top right of the page. You can find it in between the 

"Invites" and "Today" tabs. 

 

 
 

Event In A Box 2016-2017 



3. Choose the name of the event. Think carefully before you name your event. The name you pick 

can influence how many people actually attend and what they expect. Here are some things to 

consider:  

 Clarity- The most important thing is that people actually know what they're signing up 

for.  

 If it's a party that will be centered around watching a scary movie or a sporting event, 

make sure people know that they'll be sitting around a television. 

 If you're celebrating something, like a birthday party or a recent accomplishment, make 

sure your guests know so they don't feel silly when they show up without congratulating 

the right person. 

 Let people know that it's a surprise. Though it's tricky to keep things secret on Facebook, 

if that's what you're going for, make it clear. For example, you could be throwing a 

surprise party for your father, who does not have a Facebook account. 

 Creativity- As long as you're clear, you can find a way to make your event stand out to 

your guests. Show them that it's not just another birthday party or costume party. In as 

few words as possible, show them that this will be a must-not-miss event. 

 Simplicity- Being clear and creative is a plus, but don't overdo it. If you try to hard to tell 

your guests that you're inviting them to the party of the century, they may be turned off. 

 

 

4. Add more details about the event. The details can also affect your guests' overall impression of 

the party. It's important to set the right tone and tell the guests what to expect. Being clear about 

the details will also keep people from bugging you with a million questions about your party. 

Here are some things you should do:  

 Set the tone. If this is a more serious event, let people know to expect that they shouldn't 

go too crazy.  

 If you're inviting them to a talk or a lecture, make it clear that they should be 

sober and respectful. 

 If you're having an Oscar Party, for example, and really want to watch the show, 

make it clear that people shouldn't show up if they plan on giggling through the 

entire thing. 



 Of course, fun is always allowed, but making your expectations clear will ensure 

that you can enjoy your own event. 

 Tell people what to wear. If it's just a casual house party, you don't have to make a note 

of it, but if you want people to look more formal for a special occasion, let them know so 

they're prepared.  

 If you'll be spending some of the party outside where it's chilly, or if you may 

take a dip in your pool, tell them to bring coats or bathing suits just in case so 

they don't feel left out. 

 Tell people what to bring. If it's a BYOB or a pot-luck, make sure everyone is in the 

know so they don't show up empty-handed and feel inadequate.  

 This will also ensure that you have enough supplies for everyone. You don't want 

to make a beer run during your own party. 

 If you really want people to bring stuff to your party, don't be shy about it. Don't 

say, "Bring drinks or snacks if you want," because people may get lazy and not 

bring anything, and then you'll end up shelling out lots of cash that you didn't 

intend to spend. 

 If it's a potluck, you can ask people to post what they're bringing, so there is a 

variety of food and no one brings the same thing. 

 If it's a charity event or another event where donations are strongly 

recommended, let your guests know so they don't foolish when they show up 

with an empty wallet. 

 Tell them how important it is to RSVP. If you're having a house party or making a dinner 

reservation and the head count is really important, let your guests know.  

 A lot of people don't RSVP because they assume you know they're going, and 

some people tend to RSVP when it's likely they won't make it. 

 

 

 

 

 

 

 

 


