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GO by Spark - How to add, edit, and archive
events on the Event Library?
GO Libraries have all staff, event, content, and venue data from the client that
populates on guest facing materials. Users have the ability to add and edit library
items through GO.

1 Navigate to your GO Software URL and open the Event Library.

2 Click "Add Event".
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3 Fill out all information including Event Name, Description, Duration of the Event,
Segments, Attributes, and Levels.

4 Click "Display Options" to add more details regarding the event.
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5 Choose how the hours of operations populates on the print program.

6 Click "Add Staff" if any staff should be added to the event. The staff will
automatically be added every time the event is added on the Canvas.
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7 Choose the amount of time the staff member should be in the event.

8 Click "Submit"
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9 To edit an existing event, simply click on the event to edit.

10 Make the corresponding changes.
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11 Click "Next"

12 Click "Submit"
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13 Events cannot be deleted but users have the ability to archive the events. Simply
select the existing Event and click "Archive Template".

Tip! Click "Export to CSV" in the bottom left corner if you want to download all
event data to a CSV file.


