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

scribehow.com/embed-preview/How_to_create_Event...

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 create the ideal day
including adding hours of operations, daily events, and staff.

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

https://scribehow.com
https://scribehow.com/embed-preview/How_to_create_Events_on_the_canvas__9PVL_DjtQxeKCAiuIlbPlQ?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.
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3 Click "Create a New Event".

To avoid duplicated data, please search for the event on the left side by entering
the event's name in the 'Title' field before creating a new event.
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4 Although the mandatory fields are only "Title" and the "Duration(minutes)", please
provide as much information as you have for the event in all the fields provided.

5 To add an image to the event click on the "+" inside the box. Adding an image is
optional.
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6 You can select an image already in the Asset Library or you can choose an image
from your files by clicking on the green box on the right hand side as indicated
below.

7 If you are choosing to add an image from your files, click "Choose File".
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8 If you'd like GO to create multiple versions of the image with different size
optimizations, click the "Auto Optimize" checkbox. If you choose the Auto
Optimize option there are 4 different versions:

  1. Thumbnail

  2. Small - Mobile/Web

  3. Large - TV/Signage

  4. Tiny - Calendar

**The use of this feature and what options are available to you, will be dependent
on what endpoints are in your GO environment. For example if the Print Program
is your only guest facing endpoint, there would be no options for optimization.
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9 Click "Optimize & Upload".

10 Name your image - this is a mandatory field.

You can also select an Image Type.
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Tip! The list of image types available are customizable in the Brand Details, within
the property settings. Only a Brand access user has access to set this up in the
Brand Details.

11 Click "Create Image" when finished.

After you finish creating your image, it will be available in the Asset Library.
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12 Continue populating the fields. Choose how the event should populate the
opening hours on the guest facing communication by using the Display Options.

13 Choose the segment by clicking this dropdown. You can also add Levels and
Attributes.
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Tip! Selecting the segment enhances the view in the canvas (Daily Planner). Each
segment is associated with a color, making it easy to distinguish events by color
when viewing the canvas.

14 Endpoints that are available vary between clients. You can customize your
"default" endpoints for the event in this section. 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.

Tip! Changes to the Endpoints can also be made at the day level and will apply to
that day only.
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15 Click "Create & Select New Event" when finished entering all the information for
the event.

16 Click "Next: Enter Event Details" after reviewing the inserted information.
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17 Enter the applicable day details and ensure all mandatory fields are completed.

18 To add a "Call to Action" click on the "+" icon.
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19 Add the URL link in the "Link" section. Add the name of the Call to Action in the
Label section. Click "Finish: Create Event".


