How to add, edit, and archive events in the Scribe -
Event Library?

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

scribehow.com/embed-preview/How to add edit and...

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, and archive Event Library
items through GO.

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

Click "Create Event".
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E> Export to CSV

ACCESS DESCRIPTION

Filters Rehearsal Production

Show Rehearsal for performance in the venue
DATES d CopyID
yyyy-mm-dd
Rehearsal ;
Rehearsal for performance in the venue
yyyy-mm-dd ™ Copy ID

OPTIONS

rfus
View Archived (M CopyID
FIELDS
< Title Welcome onboard with
Captain
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2 While the Title field is the only mandatory field, please complete as many fields as
possible to help define the event. GO allows users to add the following to an
Event:

» Image (adding an image is optional) - Detailed instructions on how to "Add an Image" are at
the bottom of the How To sheet.

* Properties - Select which property/properties the event is available in
* Event Title, Description, Default Duration
» Segments (select 1 only)

« Attributes, Levels (more than 1 can be selected)

IMAGES

Segment
®) Unassigned Signature
+ General The Ambitious
The Bourgeois The Loyalists
The Posh Teens
PROPERTIES e AlLEcopenties Kids
fitic Attributes
Title Fitness Relaxation
Education Entertainment
Enjoyment Beauty & Health
Description
For a Fee Weather Dependent
21+
Levels
4 Signature Segment-Specific
Default Duration (minutes) General
60
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3 In the Display Options section choose how the event hours of operation populate
on the print program.

Priced

Display Options

@) Show finish time Internal Only
Start time only Simple Event
Time as "24/7" VIP
End time as 'Late’ Private (hide from endpoints)

Override start time

Call to actions

+ Add Call to Action

Endpoints Audience

@ O Al @ Al

4 To add a "Call to Action" click on the "+" icon.

®) Show finish time Internal Only
Start time only Simple Event
Time as '24/7' VIP
End time as 'Late’ Private (hide from endpoints)

Override start time

Call to actions

+ Add Call to Action

Endpoints Audience
@ O Al @ Al
@ O Ddp @ Guest

@ O Mobile ® Visitor
@ O Signage
@0

Web View
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5 Add the URL in the "Link" section. Add the name of the Call to Action in the Label

section.
®) Show finish time Internal Only
Start time only Simple Event
Time as '24/7 VIP
End time as 'Late’ Private (hide from endpoints)

Override start time

Call to actions

e
LINK: LABEL NEW TAB

L]
+ Add Call to Action

*Ensure links start with http:// or https:// if you intend the link to take the guest to a different web page. You may also create links to email or phone by
using their respective addresses. For example, mailto;johndoe@example.com will open the guest's email client to send an email to johndoe@example.com.
Likewise, tel:123-456-7890 will open the guest's phone book to call 123-456-7890.

Endpoints Audience
@ & Al @ Al
@ O Ddp @ Guest

6 Review and edit Endpoints as needed.

Click "Next" when finished.

Endpoints Audience
@ 06 Al @ Al
©® O Ddp
@ O Mobile
@ O Ssignage
@ O WebView
@ (O ExportAPI
® O Boards
@ O Print Program
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7  Click "Submit" - This is the final step in creating your event.

Create Event

Duration: 1:00hr

Amount Begin/End Time Function

< Add staff

& Alert! If you are using the "Staff" component in GO 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.

*For detailed instructions on how to "Add Staff" reference the "How To"
instruction sheet related to this specific task.
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8 To edit an existing event, double click on the event or click the "edit" icon (pencil).

]
Libraries

+ Create Event

B> Export to CSV
SEGMENT ENDPOINTS PRIVATE IMAGES

Filters

DATES

yyyy-mm-dd

yyyy-mm-dd

OPTIONS
View Archived
FIELDS
Title
Description

Segment

9 Make the necessary edits to the event.

Edit Event - Test 20

® Archive Template [©) Duplicate

IMAGES Segment
®) Unassigned Signature
+ General The Ambitious
The Bourgeois The Loyalists
The Posh Teens
PROPERTIES Add All Properties i
Attrbutes
Fitness Relaxation
Title Education Entertainment
Test 20 Enjoyment Beauty & Health
@ Copy ID For a Fee Weather Dependent
21+

Nasrrintinn
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10 Click "Next" when edits are finished.

USITTE e [ESPELUVE dUUTesSES. FUN eXdiTiNe, (Hidito jJuinniuoe@exdimngie.comnn will UPET! e guest S eilidil LIETNL LU SENHU dl'i eilidil 1O Juruoeexdingie. cori.
Likewise, tel:123-456-7890 will open the guest's phone book to call 123-456-7890.

Endpoints Audience
@ 6 Al @ Al
@ O Ddp @ Guest
@ O Mobile @ Visitor
@ O Signage
@ O WebView
@ O ExportAPI
@ O Boards
@ O Print Program

11  Click "Submit" when edits are completed.

Edit Event - Test 20

& Archive Template 0 puplicate

Duration: 1:00hr

Amount Staff Begin/End Time Function

o+ Add Staff
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12 Events cannot be deleted but users have the ability to archive the events. Open
the event you'd like to archive by clicking on the "edit" icon and then click "Archive
Template".

Edit Event - Test 20

® Archive Template ) Duplicate

IMAGES Segment
®) Unassigned Signature
+ General The Ambitious
The Bourgeois The Loyalists
The Posh Teens
PROPERTIES Add All Properties Kids
Atributes
Beinianal prepe Fitness Relaxation
Title Education Entertainment
Test 20 Enjoyment Beauty & Health
® CopyID For a Fee Weather Dependent
13 Click "Yes" to confirm.
IMAGES Segment
®) Unassigned Signature
4 General The Ambitious
The Bourgeois The Loyalists
? Question Teens
PROPERTIES

e T "
x CLEARALL | % THE AVENIR LAND Are you sure you want to archive "Test 20"7
id additional property. Y
: ) m Relaxation

Title Education Entertainment
Test 20 Enjoyment Beauty & Health
@ CopyID For a Fee Weather Dependent
Description i
Levels
Signature Segment-Specific
General
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Tip! Click "Export to CSV" in the top left corner if you want to download all event

data to a CSV file.

How To Add An Image

14 To add an image to the event click on the "+" inside the box.

Create Event

IMAGES Segment
®) Unassigned
e General
The Bourgeois
The Posh
PROPERTIES Add All Properties Kids
Attributes
id additional property R
Title Education
Enjoyment
For a Fee
Description
21+
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The Loyalists

Teens

Relaxation
Entertainment
Beauty & Health
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15 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.

wredile cvelil

IMAGES

Segment
@) Unassigned Signature
+ General The Ambitious
The Bourgeois The Loyalists
The Posh Teens
Kids
IMAGE LIBRARY X
+ Attributes
+
Fitness Relaxation
Education Entertainment
Enjoyment Beauty & Health
For a Fee Weather Dependent
| 21+
=y &fl Levels
- Signature Segment-Specific
- !‘_ General
— La) - .

16 If you are choosing to add an image from your files, click "Choose File".

Upload Image

Images are resized to meet requirements. Upload a large image to avoid
pixelation when cropping.

Original v B’ Choose File

Requirements:

MAX SIZE: 2 MB
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17 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/Sighage
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.

Requirements:

Source Image:

WIDTH: 350 HEIGHT: 620

Auto Optimize

I 1T ( r 1 ) r | I € 1 [N | 1€ | T orar
Optimize & Upload
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18 Click "Optimize & Upload".

Requirements:

Source Image:

WIDTH: 350 HEIGHT: 620

Auto Optimize

19 The image you added will now appear on the event template under "Images".

Create Event

IMAGES

X

IMAGE LIBRARY

S

P
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Segment

®) Unassigned
General
The Bourgeois
The Posh
Kids

Attributes

Fitness
Education
Enjoyment
For a Fee

21+

Optimize & Upload

Signature
The Ambitious
The Loyalists

Teens

Relaxation
Entertainment
Beauty & Health

Weather Dependent

12



20 To name your image, click on the "arrow" icon. This will bring you to the Asset
Library.

Create Event

IMAGES Segment
®) Unassigned Signature
L]

Ly + General The Ambitious
2025-09-03T01- The Bourgeois The Loyalists
14-12-328Z

The Posh Teens
Kids

X

Attributes

Fitness Relaxation
Education Entertainment
Enjoyment Beauty & Health

For a Fee Weather Dependent

IMAGE LIBRARY

21+

=

21 Click on the Image.

A N W @ = a0 = Adminuser ~

Z

The Avenir Land += Images
4 Create Image ] /uploads/images/20250903t011412328z2_zq3MQe.webp
Filters
OPTIONS
View Disk Images

2025-09-03T01-14-12-
3282
248 KB WEBP
Showing 1 of 1 Per
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22 Type the name of the image in the "NAME" field.

You can also add an Image Type and a Description.

If you chose the "Auto Optimization" you will be able to see the versions here as

well.

The Avenir Land =

4, Create Image /uploads/

Filters

OPTIONS

View Disk |

Showing

23 Click "Save Changes".

OPTIONS

View Disk Images

Showing

Edit Content
Image Details

Details

NAME *

Test Image Sd

IMAGE TYPES
DESCRIPTION
Image Formats
B, OPTIMIZATION *
3 Thumbnail
IMAGE TYPES
DESCRIPTION

Image Formats

OPTIMIZATION *
Thumbnail

IMAGE TYPES

OPTIMIZATION *
Small - Mobile/Web

+ Add Image Format
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