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How to add a bookable time for a Venue?
This guide is also available as a video. Click the link below to watch:

scribehow.com/embed-preview/How_to_add_a_bookab...

This guide offers step-by-step instructions on adding
bookable times for a venue. It is suitable for groups and
enables users to select specific times for a venue, ensuring
that teams submit group requests within the established
hour range.

1 Navigate to your GO Software URL and click on the Library Icon.

https://scribehow.com
https://scribehow.com/embed-preview/How_to_add_a_bookable_time_for_a_Venue__Tw5gyTwfQWWMSyMIS3i0Zg?as=video&size=flexible
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2 Click "Venues" to open the Venue Library.

3 Double Click on an existing Venue or click on the "edit" icon to open the venue
details.
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4 Select hours of operation you'd like to enter by clicking on the drop-down "Start" &
"End" time.

5 Click "Add Period" to add multiple opening hours to a venue.
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6 Click "Save Booking Hours".

7 Click "Submit" when finished.
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8 When creating a group request, on the left side, the white section displays the
venue's open booking hours, as added in the Venue Library.
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9 If you are a Group User and the requested time falls outside the venue's booking
hours, the system will display the following alert in yellow on the lower section of
the page:

"To submit this booking, its time must be within open bookings hours as specified
on the venue."

If you are a Group Admin, you will not see the yellow alert as this permission level
has no booking restrictions.


