GO Reserve - How to add an Experience to sScribe™
an Existing Event?

This guide is also available as a video. Click the link below to watch:
scribehow.com/embed-preview/GO Reserve How to ...

This guide provides a clear, step-by-step process for adding a
new experience to an existing event on your property
platform. You'll learn how to build and configure every aspect
of the experience. By following this walkthrough, you'll
ensure that your bookings are fully prepared and ready for
guests.

1 Navigate to your GO Software URL an click on the "Library" icon.

=] Oiﬁ i = A EE AdminUser »

DATE LOCATION ARRIVAL DEPARTURE TEMPLATES MARKERS
3/26/2026  Miami 05:00pm

3/27/2026 At Sea

3/28/2026  Cozumel 08:00am  04:00pm
3/29/2026  Miami 07:00am
3/29/2026  Miami 04:00pm

Select the event to add an experience to by double clicking on the event or by
clicking on the "Edit" icon on the right hand side.
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Z

B> Export to CSV

Search...

ACCESS DESCRIPTION

Filt i i i
liters Guided Sunset Hil} Joina Ioc§l guide for a guided sunset run through the
community and along the shore. Runners of all levels are

® CopyID
DATES welcome!
-mm-dd
Y Sunset yoga E
® CopyID
yyyy-mm-dd
OPTIONS Guided Morning Run Start your day off with a guided run through the community
View Archived (® Copy ID and along the shore.
fELDS Sunset Yoga E
< Title @ Copy ID
« Description
DU Cabana Rental Relax in a private poolside cabana with personalized

R A iii@ = A EE AdminUser v

\\

Libraries

B> Export to CSV

DESCRIPTION SEGMENT IMAGES RESERVABLE

Filters Join a local guide for a guided sunset run through the
community and along the shore. Runners of all levels are il ®
DATES welcome!

yyyy-mm-dd

Em 0 =

yyyy-mm-dd

OPTIONS Start your day off with a guided run through the community
View Archived and along the shore.

FIELDS

« Description

Duration

Relax in a private poolside cabana with personalized
< Segment service.
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3  Click "Reserve"

The Avenir »

4. Create Event

B> Exportto CSV

Filters

DATES

yyyy-mm-dd

yyyy-mm-dd

OPTIONS
View Archived

Edit Event X
Event Details

ITLER*

Guided Sunset Run

DESCRIPTION

Join a local guide for a guided sunset run through the community and along the shore.
Runners of all levels are welcome!

4  Complete the below sections: Tickets, Packages & Addons.

Click on the "Ticket" icon to add tickets, followed by the "+ Add your First Ticket"
icon to add ticket details.

The Avenir =

4, Create Event

B> Exportto CSV

Filters

DATES

yyyy-mm-dd

yyyy-mm-dd

OPTIONS
View Archived

FIELDS

Edit Event X
Event Details

5 V;‘ ;t"’i
Tickets . & || | Packages > Addons &
DURATION CAPACITY

EXPERIENCE DETAILS
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Tickets X

The Avenir =

4! Create Event

B> Exportto CSV

Filters

DATES

yyyy-mm-dd ® Copy From Another Experience

yyyy-mm-dd
Close & Continue

OPTIONS
View Archived

FIELDS
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5  Ticket Name & Price are mandatory fields to complete.

Add additional information in the Description section and Ticket Questions
sections as needed.

Click "+ Add Another Ticket" to create a different type of ticket for the experience.
For example a "Child Ticket" or a "Teen Ticket".

Click "Close & Continue" to save your changes.

el

" NAME * PRICE *

Adult Ticket $25.00
DESCRIPTION
B I Y =i &
4! Create Event Adult Ticket (18 yrs +)

B> Export to CSV

Filters

DATES

yyyy-mm-dd
TICKET QUESTIONS

yyyy-mm-dd _— ;
Collect additional information from guests to understand who is attending.

OPTIONS
4
View Archived Full Name Text Mandatory @

FIELDS
« Title
« Description

+ Add Question

Duration

+ Add Another Ticket ]
< Segment

Levels

Attributes

' lose & Contin B
Endpoints

6 Packages are pre-defined bundles of items to enhance or elevate the experience.

To add a package click "Packages", followed the "+Add your First Package". Adding
a "Package" is optional.
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Edit Event X
Event Details

Reserve
The Avenir v _

4 Create Event Tickets &= ] [ Packages | ] [ Addons &

B> Export to CSV Adult Ticket ($25.00)

Filters

DATES
yyyy-mm-dd
yyyy-mm-dd
DURATION CAPACITY

OPTIONS
View Archived

FIELDS EXPERIENCE DETAILS

e o

Packages X

The Avenir »

4% Create Event Package list is empty

B> Export to CSV f"
your First Package

Filters

DATES

yyyy-mm-dd ® Copy From Another Experience

yyyy-mm-dd
Close & Continue

OPTIONS
View Archived

FIELDS

7  Addons are individual options to enhance or elevate the experience.

To add an "Addon" click "Addons", followed by "+Add your First Addon". Creating
an "Addon" is optional.
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Edit Event X

Event Details

4% Create Event Tickets = ] [ Packages [ ] [ Addons &

The Avenir «

B> Export to CSV Adult Ticket ($25.00) Package ($100.00)

Filters

DATES

yyyy-mm-dd

yyyy-mm-dd
DURATION CAPACITY

OPTIONS
View Archived

FIELDS EXPERIENCE DETAILS

e e

Addons X

The Avenir v

Addon list is empty

4+, Create Event

B> Export to CSV ;

Filters

DATES
® Copy From Another Experience

yyyy-mm-dd

yyyy-mm-dd
Close & Continue

OPTIONS
View Archived

FIELDS

8 Complete the Package and Addon information in each section as needed. The red
asterik indicates a required field.

Add "Description" details of the package and addons in the description field.

Click "Close & Continue" to save changes.
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e T

Packages

«w» VIP Package
$75.00 | 0 Image(s)

¥, Create Event

IMAGES
B> Export to CSV
Filters
DATES
nismasdd NAME * PRICE *
yyyy-mm-dd VIP Package $75.00
OPTIONS Price is Per Ticket
View Archived
FIELDS DESCRIPTION
i Title B I U =i &
« Description
Duration
< Segment
Levels
Attributes
Endpoints
o =
I L SRS
Addons
o Garmin Watch “
$10.00 | 0 Image(s)
+! Create Event
IMAGES
B> Export to CSV
Filters
DATES
yyyy-mm-dd NAME * PRICE
yyyy-mm-dd Garmin Watch $10.00
OPTIONS Price is Per Ticket
View Archived
FIELDS DESCRIPTION
< Title B I VU =i &

« Description
Duration

 Segment
Levels

Attributes

Endpoints

Made with Scribe - https://scribehow.com

Iose & Contin

=]

Add a Garmin Watch to your Guided Sunset Run. To be returned after the experience.|
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9 Complete the Event Details for the Experience. The fields are optional to complete
however we recommend providing as much as information as possible.

Fields include:

Duration, Capacity, Experience Details, Meeting Point, Activity Location,
Reservation Questions, Gratuity Free, Host Revenue Split and Tax Code.

In the Experience Details section editing tools available to customize the text
(bold, italic, bullet points, et.c)

Edit Event X
Event Details

Tickets = ] [ Packages L3 ] [ Addons -

4, Create Event

B> Exportto CSV

Filters

DATES

yyyy-mm-dd

yyyy-mm-dd DURATION CAPACITY
OPTIONS
View Archived EXPERIENCE DETAILS

FIELDS B I YU =i @&

¥ = 3
¥ Title Join a local guide for a guided sunset run through the community and along the shore. Runners of all
« Description levels are welcome!

Duration
< Segment

Levels

Attributes
'O Reset B Save Changes
Endpoints
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10 The Meeting Point could be an address or an onsite venue location.

Reservation Questions are any relevant questions to ask the guest.

MEETING POINT ACTIVITY LOCATION
B I VYU == ¢ B I VY == &

Outside of the Fitness Center

4. Create Event

B> Exportto CSV

Filters

RESERVATION QUESTIONS

DATES
yyyy-mm-dd Collect additional information from guests to understand who is attending.
yyyy-mm-dd Full Name Text Mandatory @ b
OPTIONS Emergency Contact Text  Mandatory © 1~ v @
View Archived ) . _
Emergency Contact Number Text  Optional z * m
FIELDS
< Title + Add Question

« Description

11  Gratuity Fee, Host Revenue Splie and Tax Code information can be added.

The Disclaimer section can be used to share any additional information related to
the experience such cancellation policies, safety policies etc.

GRATUITY FEE (%) GRATUITY FEE ($)
4. Create Event 18% $0.00
B> Exportto CSV

HOST REVENUE SPLIT (%) TAX CODE

Filters

0%
DATES
yyyy-mm-dd
DISCLAIMER
-mm-dd " — 1—
Yyyy-mr B I~k = i ¢

OPTIONS |
View Archived

FIELDS
< Title

« Description

Duration

« Segment

Levels

Made with Scribe - https://scribehow.com



12 Click "Save Changes"

This will add the experience to the existing event.

4, Create Event

B> Exportto CSV

Filters

DATES RESERVATION QUESTIONS
yyaamadd Collect additional information from guests to understand who is attending.
yyyy-mm-dd + Add Question
OPTIONS
) . GRATUITY FEE (%) GRATUITY FEE ($)
View Archived
0% $0.00
FIELDS
< Title
« Description
. HOST REVENUE SPLIT (%) TAX CODE
Duration
¥ Segment 0%

Levels
Attributes

Endpoints

13 To view the newly added experience in GO Reserve and add a schedule, click on

the “Ticket” icon. Under the Experience tab, search for the experience name and
click on it to edit.

In this example, we'll add a schedule to “Guided Sunset Run.”
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B A i6i€ S 03 A I AdminUser v

Z

B> Export to CSV

Libraries

Search...

ACCESS DESCRIPTION
Filters Sunset Yoga o
Come join us!
t® Copy ID
DATES
yyyy-mm-dd Guided'Sunset Run Join a local guide for a guided sunset run through the
community and along the shore. Runners of all levels a
t® Copy ID
yyyy-mm-dd welcome!
OPTIONS Sunset yoga
View Archived ¥ Copy ID
FIELDS FiidAd Mavnine Do S . P A it S =6 e
A A

’ Reserve
Fishing Excursion
= &
Learn to fish

Filters

[ER

=2 Free Exp

Free exp, enjoy and level up!

Guided Sunset Rur

Join a local guide for a guitigd sunset ryh through the
community and along the shOwa=Re#ers of all levels are

welcome!

New event with professional services tax edit
Description test tezt

Original 0.5 Experience
0.5 cents experience, the original!! Grab what you can!!

Rehearsal Production Show

Rahaarcal far narfarmanca in tha vaniia
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Here, you can click “Add Another Schedule” to create a new one. If schedules
14 . . : . .
already exist, you can edit or delete them using the pencil or garbage icons.

Edit Experience - Guided Sunset Run X

6. Set Schedules

Details > Type » Tickets > Packages > Addons > Schedule }f’-“\
[ + Add Another Sch§ule §

4

Every week on Monday
15Slots | No Host

®
]
Y

DULES =

ite all schedules from the experience.

experiences and under 50 cents.
cabana with persenalized service.
Tour

professional guide.

ded sunset run through the community and along the shore
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15 Within a Schedule, you can define the dates, times, and availability. To do that, use
the fields available:

» "Repeats": Select from the dropdown and the week days.

+ Add "Starts on" and "Ends on"

* Add a Host

« Add one or multiple Time Slots

« Add Communications to automatically schedule it on the Daily Schedule (Canvas)

Once the scheduling is done, click "Finish: Create Experience*" at the bottom.

. ~
6. Set Schedules
Detais > Type > Tickets > Packages > Addons Schedule
[ + Add Another Schedule ]
w Apr7,2026 v &
Search by experience B o6icts | Noost g2 el
EXPERIENCES WITH SCHEDULES
Use the trash icon to delete all schedlles fram the experience. REPEATS
Single Occurrence v
2 F/ 20 cents event —
&) 20 cents event to test free experiences and under 50 cents.
04/07/2026 = o
HosT
& Cabana Rental
*" Relax ina private poolside cabana with personalized service.
ided Keli TIME SLOTS
Guided Snorkeling Tour
Explore coral reefs with a professional guide. Define the time slots avarlable for reservations. Each slot can have its own capacity
+ Add Time Slots
Guided Sunset Run
- Join a local guide for a guided sunset run through the community and along the shore COMMUMEATIENS
NEW EXPERIENCE + Add Communications
= =]
=
o Pool Bar Happy Hour - QUICK EXPIRE %y | Everyweekon Monday e o 1 5
With tangible good tax codel
Experience Selected: Guided Sunset Run cosack [T —
i #This operation may take a long time (up to a minute)
Sunset Catamaran Crui
Sail alana the raactiing whila aninvine 2 heautifiil cincat with miscic and drinks
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