How to create and schedule a Content Scribe

==

Message in the Canvas and the Feed

Editor?

This guide is also available as a video. Click the link below to watch:

scribehow.com/embed-preview/How to create and s...

This guide provides a step-by-step process for creating a
Content Message in the Canvas and the Feed Editor. This
highlights our new trigger message feature that allows
scheduling visibility times, making it a great tool for users
looking to enhance their messaging strategies. By following
this guide, you'll streamline content delivery and improve
engagement with your target audience, all while utilizing
various digital platforms effectively.

1 Click on the "Home" icon.
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2 Click here to open the Canvas (Daily Calendar) for the day you would like to create
a message in.

DATE DAY LOCATION ARRIVAL DEPARTURE TEMPLATES MARKERS

Sl & 8152025 5 Cozumel 07:00am 06:00pm (- e[-w]-c]-"r] E =
S o0 Dy 81612025 6 Atsea = = [-e][-w]-c]-r] C=)
Manage 820 7 AtSea - - (- e][-w]-c]-r] E B
P ——— 8182025 8 Miami 07:00am = [-e]-w][-c]-e] E =
8182025 1 Miami - 05:00pm [-e][-w]-c]-r] B =
8192025 2 AtSea = = [-e]-w]-c]-r] E B
8202025 3 Cozumel 08:00am 04:00pm C=]
8/21/2025 4 Miami 07:00am = (- e[-w]-c]-¢] = o
s212025 1 Miami - (T — e[ - vo | - c[- ] =B
8222025 2 Atsea = = [—c]-w]-c]-"] E =

Isla de -
8232025 3 i 12:00pm 06:00pm (- e[ -w][-c]-¢] C=

Costa ) . -
8242025 4 e 08:00am 06:00pm [-e]-w]-c]- -] =

3 Click this button.

8/20/2025 LocaTion: Cozumel m@ R A i i Aae Admin User =

RIVIERA MAYA 30 (Day 3)
Theater Retail Shop 1 Retail Shop 2 Sky Bar Theater Comedy Club Atrium Reception, To...

Lounge

10:15 AM
10:30 AM
10:45 AM
11:00 AM
B+ Export Schedule 11:15 AM
11:30 AM
& View Staff Report 11:45 AM
12:00 PM
~ Collapse Actions 12:15PM
12:30 PM
12:45 PM
1:00 PM
1:15PM
1:30PM
1:45 PM
2:00 PM
215PM
2:30PM
All Hotel 2:45 PM
3:00 PM
3:15PM
3:30 PM
3:45 PM
4:00 PM
415 PM

+ Add Event

Event Filters

Venue Filters
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4  Click "Content"

8/20/2025 LocaTion: Cozumel mm B N &

ge e Admin User =
RIVIERA MAYA 30 (Day 3) DAILY SCHEDULE X
Theater Retail Shop 1 Retail Shop 2 Sky Bar Theater

Events Content

10:15 AM
10:30 AM
10:45 AM

11:00 AM
E» Export Schedule 11:15 AM

+ Add Event

£0 ED 0 D

Quiet the Mind

11:30 AM g:fgg:"m" Yoga e 6
2 View Staff Report 11:45 AM ’ Fitness Center

12:00 PM

-~ Collapse Actions 1215 PM ’ Monopoly
12:30 PM gg:ggam @® Tournament @ 06 "

. 12:45 PM Gt Café
Event Filters 1-00 PM
1115 PM Exotic Mimosa
09:00am
Venue Filters 1:30 PM 10:308m ® Bar o 6 2

1:45 PM i Avenir Restaurant
2:00 PM
2:15 PM 09:30am FIT Bootcamp »
2:30 PM 10:30am L4 Fitness Center @ o «

A of 2:45PM

All Hotel S50 T 10:00am Basketball

All Bar 315 PM 1150031 ® SGAMS e o6 7
3:30 PM Sports Court
P 11:30am Dodge Ball o

¥ 12:30pm Sports Court “

415 PM

5 Click the "+" icon to add/create a Content Message.

8/20/2025 LocaTion: Cozumel m@ B & @

RIVIERA MAYA 30 (Day 3) DAILY SCHEDULE
Theater Retail Shop 1 Retail Shop 2 Sky Bar Theater

Events Content

10:15 AM
10:30 AM

10:45 AM
11:00 AM

+ Add Event

SoOocmo

B> Export Schedule 11:15 AM 06:00am . 2
11:30 AM 05:59am info ga card @ 0 ¢
& View Staff Report 11:45 AM et
12:00 PM :00am :
info ga card @ 0 2
~ (Collapse Actions 12:15PM 05:59am 9 o
12:30 PM
12:45 PM 06:00am N
Event Filters 1:00 PM 05:59am info ga card @ 6
1:15PM ]
Venue Filters 1:30 PM Information
1:45 PM ggfggam from e 6
2:00 PM :59am canvas and
215 PM library
2:30PM
06:00am This is a
2500 o0 v
- 3:00 PM 05:59am message!!
All Bar
3:15PM Far
06:00am Thisis a B
F30PM 05:59am =3 message!! @ o .
3:45 PM
4:00 PM 06:00am Thisis a =
415PM N5'59am m macsagall @ 6 .
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6  Click "Create a New Content"

Add Content @ create a New Content

1. Select Content © Use an Existing Content

NAME (PUBLIC) *

() Test Offer
() Test Offer 2

il O Last Chance! Buy one snorkelling excursion and
receive the second one at half price.

o Test Content Offer

O Offer content 1.0

O Offer content 2.0

O Happy Hour

AUDIENCE

All

7  Click "Message"

Add Content © create a New Content

1. Select Content

® Message

IMAGES

NAME (PUBLIC) *

DESCRIPTION *

B I Y

PRINT MESSAGING

Paragraph
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8  Fillin the Name and Description fields.

All other fields are optional, but here you can add call to actions, tags, and define
the guest-channels.

When done, click "Create & Select New Content"

Add Content

QO create a New Content
1. Select Content

O Message @ Information

NAME (PUBLIC) * Create & Select New Content

Rough Weather

DESCRIPTION *
B I ¥ =i &
Rough Wsatherl

PRINT MESSAGING [ show HTML

Paragraph

9 Click "Next: Enter Content Details"

P —

Content Details

@ o eshes

NAME (PUBLIC) *
Rough Weather

DESCRIPTION *

B I VY
Rough Weather

PRINT MESSAGING

Contentse atteaiRoUEh Waath et Y Typeahead Filter Mode: Any [T T gt Lo e
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10 In this section, you can:

* Schedule visibility: Set when the offer becomes visible to guests by entering a start and
end time.

« Add a Call to Action: Include a link and label to guide guests.

* Select channels: Use the Endpoints section to decide where the information will appear on
guest-facing channels.

When done, click “Finish: Create Content.”

Edit Content
2. Enter Day Details

Instance Information Merged Variables

START TIME * END TIME *

06:00 AM 05:59 AM

CALL TO ACTIONS
D Default to Library

*
LINK’ LABEL NEW TAB

https://docs.sparkgo.co/ Click here!

+ Add Call to Action

ENDPOINTS AUDIENCE
Default to Library Default to Library

@ 6 Al @ Al
@ O Ddp

@ O Mobile

M M Sionasa

Tip! If you'd like to create a Content Message from the Feed Editor follow the
below instructions.
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11 To create a Content Message in the Feed Editor, navigate to the Feed Editor and
click the red icon highlighted below.

8/18/2025 Locarion: Miami [ > [ 2 B i B m ge ST

a = Events

Content

. ui . Widgets
S (MM BV el P9
& > EVENT RUNDOWN
The Spa DRINK OF THE DA .
AR X Drag this into an empty content area to
Revitalizing Body Therapy - If you suffer from Enjoy Drunken Mg
create an event rundown
_ swollen/heavy legs or arms, ankles and feet, this is the for only $5!
treatment for you! Combining an invigorating salt
VENUE RUNDOWN

Drag this into an empty content area to
create a venue rundown

scrub, draining lymphatic massage & a cooling leg
mask, you will feel lighter & uplighted. Limited spaces
available. Today ONLY $99.

'O Undo Last Change

4~ Collapse Actions

MEAL PERIODS RUNDOWN
Drag this into an empty content area to
create a meal periods rundown

HE -— CURRENT DATE WIDGET

Display the current date

Pages

Stand Up Comedy IN THE KNOW FO
With astonishing comedic grace, this legendary guest Talk to our Excurs|
comedian charms audiences with a one-man variety Come join the pre:
show featuring meticulously crafted sketches,
imnrovisation. and video clins from his anirky

12 Click the "+" icon and then follow steps 6 through 10 from above.

8/18/2025 Location: Miami -1 p PR ge@ AT

DAILY SCHEDULE X Events

A\

Content Content

Widgets

EVENT RUNDOWN
Drag this into an empty content area to
create an event rundown

No items to show

VENUE RUNDOWN
‘D Undo Last Change Drag this into an empty content area to
create a venue rundown

~ Collapse Actions

MEAL PERIODS RUNDOWN
Pages Drag this into an empty content area to
create a meal periods rundown

CURRENT DATE WIDGET
Friday, August 22, 2025

Display the current date
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