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Partner Portal Guide for Businesses 
v1 6.04.26 
 
Welcome to stuDex, we are excited for you to start sharing your events with our 
users. This guide will show you best practices to get started!  

If you haven’t already, apply for a partner account by visiting - 
partner.studexapp.com  

Example Activity 
​
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Getting Started 
1.​ Select ‘Activities’ from the left navigation bar. 

 
 
 
 

2.​ Click ‘Create Activity’. 
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Submitting activity details 
3.​ Type your venue address/name to find it from the dropdown list and select. ‘Building 

Name’ should automatically populate based on the address. 

 
 
 

4.​ Enter the title/name of your event, and provide a brief description of what it’s about. 
5.​ Make sure ‘Business’ is selected in Categories, and select up to 2 additional 

categories. 

 
 
 
 
 
 
 
 
 
 
 
 

http://www.studexapp.com/partner-portal-guide


Access the latest version by visiting: www.studexapp.com/partner-portal-guide 
 

 
6.​ Selecting ‘Business’ in the previous step unlocks the ‘Discounts or Special Offer’ 

field. Enter the main commercial details of your event in this field (e.g. £5 entry). 
7.​ Call-to-Action Button: here you can provide an external link for users to visit (e.g. 

‘More Details’, ‘Register Now’, etc.) 

 

 

8.​ Enter the date, start and end time for your event 
9.​ Optionally, if your event repeats weekly click on the ‘Recurring Event’ toggle. 

 

 

10.​For Recurring Events, select the days of the week on which the event repeats. Select 
an ‘End on’ date (the date at which the event stops repeating). 
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11.​If you would like to set a maximum capacity for your event, enter a number in 
‘Maximum Participants’. This is the total number of users that could attend the event. 
This option adds an additional RSVP button under your activity for users to confirm 
they would like to attend. If left empty, there is no RSVP button present. 

12.​If setting a maximum capacity, you can also enter the ‘Initial Attendance Count’, 
which indicates how many attendees may be joining the event from outside stuDex. 

 

 

13.​These options give you additional controls on visibility for your event. We recommend 
leaving these as default for maximum visibility. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

http://www.studexapp.com/partner-portal-guide


Access the latest version by visiting: www.studexapp.com/partner-portal-guide 
 

 

14.​Add the main artwork for your activity in ‘Main Image’. 
15.​You can also add additional pictures (e.g from photographs from past events) in the 

‘Additional Images’ section. These help showcase your venue/event.  

  

 

16.​You can also add additional contact information for users to get in touch with you if 
they have any queries regarding your event.  

 

 

17.​Click Create Activity. Congratulations, your event should now be live in stuDex!  
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Managing Activities 
Once your activity has been created, you can go back and edit details at any time by visiting 
the Activities tab.  
 
If users like or comment on your activity, you will be able to view them by clicking on your 
notifications, or by visiting the Activities tab, scrolling down to the activity, and clicking View 
Details. You can then also respond to user comments here.  
 

 
 
 
After your event has ended, users can also leave feedback for your event using a 5-star 
rating format which appear in the app as per the below image. You can also view these in 
your partner portal once available.  

 

http://www.studexapp.com/partner-portal-guide

	Partner Portal Guide for Businesses v1 6.04.26 
	Example Activity 
	Getting Started 
	Submitting activity details 
	Managing Activities 


