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GO Reserve: Flagged Section Guide
Overview
Learn how to use the Flagged section to identify and manage reservations assigned
to unavailable timeslots, including reassigning reservations, adding occurrences, and
configuring price overrides.

1 Navigate to your GO URL and go to the GO Reserve page.

2 Click the "Flagged" tab to open the Flagged reservations view.

Flagged Reservations Columns Overview:
• Issue: Type of issue
• Date: Scheduled date for the event.
• Time: Scheduled time for the event
• Rental / Host: Number of rentals or assigned host
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3 On the left-side panel, you cane:

  • Click to "Refresh Data" to reload the latest data.

  • Click the "Filter hosts shown…" field to filter reservations by Host.

4 Click this icon to expand the reservation details.
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5 Here you can:

  • Click here to edit the reservation.

  • Click the trash icon to delete the reservation.
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6 When you edit it, click "Find a Spot" to view available date and time options for
the unassigned reservation.
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7 You may:

  • Select the Start/End date from the calendar, or enter it manually in the "dd/mm/yyyy"
field.

  • Add number of days, or use the arrows to increase or decrease the value by one day.

  • Click the desired date and time slot to select it.
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8 Another option to reassign a date and time to an unassigned reservation is to click
the "Date & Time" button.

9 Click this icon to edit the date and time for the reservation.
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10 Click the desired date on the calendar to select it.

11 Click the desire time slot to select it.
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12 Check "Edit Manually (Custom Schedule)" to set a custom date, time, and
resource. Please note that this option may create reservations that do not align
with available timeslots.

13 Click here to close the editing section.
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14 Click "Add Occurrence" to add a new occurrence for the reservation.

15 Follow the same procedure as explained before. Then click this icon to close the
editing section.

Also, you can add multiple occurrences to a reservation and delete them by
clicking the trash icon.
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16 If you want to add a price override, click "Add Price Override".
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17   • Click the ticket field to select a ticket from the reservation.

  • Click this field to set an override price for that ticket.

  • Click the trash icon if you want to delete the price override.

  • Click "Close & Continue" to finish editing reservation's date and time.
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18 You can also access the Payment section by clicking on the "Payment" tab.

19 Or access the Cart section by clicking on the "Cart" tab.
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20 Click "Finish: Edit Reservation" to save your changes and finish editing the
reservation.

21 Click "Send Confirmation Email" if you want to send a confirmation email to the
client.
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22 Click here to close the editing section.

23 As you can see in this image, the reservation has disappeared from the Flagged
section because it is now scheduled in an available time slot.


