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How to add Events on the canvas?
This guide is also available as a video. Click the link below to watch:

scribehow.com/embed-preview/How_to_add_Events_o...

The Canvas is an Interactive and Collaborative Modeling Tool
that enables teams to plan, analyze, and manipulate the ideal
guest experience. Use this feature to add an event on the
canvas.

1 Navigate to your GO URL and go to the Canvas (Daily Planner).

https://scribehow.com
https://scribehow.com/embed-preview/How_to_add_Events_on_the_canvas__9N7urLRLTKmZMLxEevdrdQ?as=video&size=flexible
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2 Click "Add Event".

Tip! Please note that you can also add events by double-clicking in a cell in the
desired venue column in the calendar view, or by clicking the 3-lines icon in the
upper right corner. Use the "+" icon to add events and see them in chronological
order.



Made with Scribe - https://scribehow.com 3

3 Click "Use an Existing Event"

4 You can search for an existing event by typing in the search field, or you can
choose an event from the list on the right hand side.
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5 Verify the Event Details on the left to ensure the correct event was selected, if not
go back and search again. If yes, click "Next: Enter Event Details".

6 If the venue needs to be changed, you can change the venue by clicking on the
drop down arrow.

You can click in the Image Overide box "+" to change the image associated with
the event.
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7 Select the StART TIME and END TIME by using the clock icons or by typing over the
times in the select areas.

8 The options labeled "Events Venue Name" and "Events Deck Name" allow users to
rename the Venue and Deck on a day level.
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9 Click this dropdown to choose how the hours populate in the guest facing
communication.

10 To add a "Call to Action" click on the "+" icon.
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11 Add the URL link in the "Link" section. Add the name of the Call to Action in the
Label section.

12 Endpoints that are available vary between clients. You can hide events from
selected guest facing endpoints by clicking on the eye icon. You can choose to
make an event "trending" by clicking on the flame icon.
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Changes made on the endpoints on the canvas will be applied to that day only.

13 Click "Finish: Create Event"


