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GO by Spark - How to add, edit or archive a
Venue on the Venue Library? GO Version:
v1.17.1
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, edit or archive the
library items through GO.

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

https://scribehow.com
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2 Click "Add Venue" to add a new venue.
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3 Even though there are no mandatory fields, please add as much information as
possible. GO allows users to add the following to a Venue:

  • Image, name, description, deck, and occupancy

  • Upload files for the Venue's attributes

  • Add Venue configurations

  • Select the type and location

  • Specify booking hours (applicable for Groups only)

  • Set display options
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4 Click "Submit" when all information is added.

5 To edit an existing venue, simply click on the venue to edit.
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6 Make the necessary changes and click "Submit".

7 To archive an existing venue, simply click on the venue.
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8 Click "Archive".

9 Click "Yes" to confirm your wish to archive this event from the library.
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10 To unarchive a venue, click "Show Archived".

11 Click on the archived venue.
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12 Click "Unarchive".

13 Click "Yes" to confirm your wish to unarchive this venue.


