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

=

Scribe

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.
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2  Click "Venues" to open the Venue Library.
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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.
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5 Click "Add Period" to add multiple opening hours to a venue.
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6  Click "Save Booking Hours".
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7 Click "Submit" when finished.
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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.

TIP: You can click and drag to set the day, start time, and end time of this 0
booking! i
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Create Group Booking [EEE
3. Group Event Details

GROUP EVENT DETAILS *

START TIME * END TIME *
12:45 c] 15:00

SET UP TIME (MINUTES)

0 1]

FOOD & BEVERAGES

ENTERTAINMENT

HOUSEKEEPING REQUESTS

VENUE CONFIGURATION

None

GROUP EVENT NOTES
B I U

Group Selected: TEST GROUP Saturday
Voyage Selected: RIVIERA MAYA 31 (Day 2)
Date Selected: 8/29/2025

Venue Selected: Lounge

Go Back

BREAKDOWN TIME (MINUTES)

X

& Clear Form

GUESTS (MIN. 0)

Finish: Create Group Booking



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.

BOOKING NAME * & Clear Form
Tip: You can click and drag to set the day start time, and end time af this booking! Birthday
Genoa  Naples  Messina  Valleta  Atsea  Barceloni START TIME * END TIME * GUESTS (MIN. 0)
12:15PM [c] 03:15PM @ 1

FOOD & BEVERAGES

T
10:00 ENTERTAINMEN

11:00
12:00 HOUSEKEEPING REQUESTS
13:00
14:00
VENUE CONFIGURATION
15:00
None v
16:00

17:00 BOOKING NOTES
18:00
19:00
20:00

21:00
BOOKING FILES

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

EenpEEERa ) Go Back Finish: Create Group Bookir
Voyage Selected: EU20240512GOAGOA (Day 1)
Venue Selected: La Brasserie Buffet
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23:00

Made with Scribe - https://scribehow.com



