Adding a Grouping with Events
Updated: November 17, 2015

This article will walk you through adding a group of related or recurring events or holds to your
calendar.

1. Hover over Calendars and click Add Grouping with Events.

Calendars Sales AddressBook Resources Imvoicing Reports

Calendars
Details

Event Search

Add Event (single)
Add BEvent

Add Bvent with Functions

Add Event with Functions

Add Grouping with Events

Avails

Event Bin

A/15 3:30-4:30 PM Team C Team D

5/15 5:00-6:00 PM Team A Team C




2. Enter the name of your Grouping. This can and often should be distinct from your event
names, e.g. the grouping would be titled Hockey Season 2015-2016 and your events would be
titled Hockey Game.

Your Add Event form may be customized with additional fields.

Calendars Sales AddressBook Resources Invoicing Repor

A
eventbooking Q

Add Grouping with Events

Grouping Name | Hockey Season 20152014
Where / When  +Add Event
Status Mext Available Tentative
Type |-Type-

Account/Companies  +Add Account/Companies

Contacts +Add Contacts

Avails Display for Events Use default setting
Avails Display L egend

Done



3. Click +Add Event.

Home Calendars Sales AddressBook Resources Imvoicing Repo

N
eventbooking Q

Add Grouping with Events

Grouping Name | Hockey Season 2015-2016

Where / Wheni +Add Event

Status ' Mext fvailable Tentative

Type -Type-

Account/Companies +Add Account/Companies

Contacts +Add Contacts

Avails Display for Events  Use default setting
Avails Display Legend

i Done |



4. Name your events. If you leave this box blank, your events will inherit the name of the

Grouping.
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5. Check the spaces where you would like to book your events.

Note: All your events will be booked in the same space. If one or more of your events are in a
different space, you can add them once you've finished adding these events.
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6. If your events have the same times, update the time. The time in the box below the calendar
will be applied to all your events (it can be edited before saving).
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7. Select each event date; a separate line item will appear for each event you are booking. You
can book dates over multiple months by using the arrow keys to move forward or backward by
month. Any date(s) you have selected will be preserved.

Be careful not to click and drag if you need adjacent dates - you'll select a date range rather

than individual dates!
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8. If you would like to separate the Move In/Move Out dates/times from the Main Event
dates/times, click the box by Move In/Move Out. Update the dates and times as needed.

Note: As you update the dates and times, they may overlap and the calendar will alert you to
the conflict. Once you update all your dates and times so that they no longer overlap, the
warning will go away.
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9. You can also click +Add Timeline to apply a timeline such as show times or load-in times to
each event.
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10.
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Once your spaces, dates, and times are all entered as you wish, click Done.
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11. You will see a list of your events and event information. You may edit the event name if you
wish.

If you need to add additional events to your grouping (including events in different spaces),
simply click +Add Event again and follow the steps above. If you've made an error and need to
remove an event, click the X to the far right of the event (not the X by the event's name).

Add Grouping with Events

Grouping Name  Hockey Season 2015-2016

Where / When Hockev Game ¥ | Arena 2/4/2016 6:00 PM - 11:00 PM (Thu) Open Doors: 6:00 PM | X
Event Time: 8:00 PM
The HoriF e ¥ | W Arena 2/6/2016 6:00 PM - 11:00 PM (Sat) Open Doors: 6:00 PM X

Event Time: B:00 PM

Hockey Game w |@Arena 2/12/2016 6:00 PM - 11:00 PM (Fri) Open Doors: 6:00 PM [X
| Event Time: B:00 PM
Hockey Game ¥ | Arena 2/19/2016 6:00 PM - 11:00 PM (Fri) Open Doors: 6:00 PM [X
| Event Time: B:00 PM
+Add Event
Status Mext Available Tentative
Type | |-Type-

Account/Companies +Add Account/Companies

Contacts +Add Contacts

Avails Display for Events  Use default setting
Avails Display Legend

Done



12. Choose the status of your events from the drop down list.

If you are adding a group of holds, we recommend using Next Available Tentative. It will choose
the next open hold for each date. For example, if there is already a Granted Hold 1 on one of the
dates you are booking that event will be booked as a Granted Hold 2, but if there are no holds
on a date, that event will be booked as a Granted Hold 1.

Add Grouping with Events

Grouping Name | Hockey Season 20152016

Where / When % | @ Arena 2/4/2016 6:00 PM - 11:00 |

Hockey Game

by B ¥ | @ Arena 2/6/2016 6:00 PM - 11:00 |

ok e « | @ Arena 2/12/2016 6:00 PM - 11:00

ik Bame ¥ | @ Arena 2/19/2016 6:00 PM - 11:00

+Add Event

Status Mext Available Tentative
Confirmed
Hext Available Tentative .
branted Hold 1 s
Granted Hold 2
Account/Companies Granted Hold 2

Pending Contract

Contacts Request for Hold
Blackout

Avails Display for Events In-House Event
@ Cancelled

Typie

Done



13. Select your event type.

Depending on your avails settings, some events will show the Event Type on your avails reports.
This list may be customized for your venue (certain accounts that are a part of a venue network
may have restrictions).

Add Grouping with Events

Grouping Name | Hockey Season 2015-2016

Where / When | @ Arena 2/4/2016 6:00 PM - 11:00 |

Hockey Game

ki e y | @ Arena 2/6/2016 6:00 PM - 11:00 |

i g y | Arena 2/12/2016 6:00 PM - 11:00

ey T py y (W Arena 2/19/2016 6:00 PM - 11:00

+Add Event

Status Mext Available Tentative

Type -Type-
Wruneral o
. Meeting
Account/Companies .. _ .,
w Outside Corporate/MonProfit/Meet
Contacts | Reception
Women's Club
Avails Display for Events  weddine
W Convention
Win-House
Bone WFamily Show

T N

W 5porting Event Jh.,.l

e a g o —

W Transient W



14. Attach a contact from your address book. Click +Add Account/Company. Type the name of
the company you are working with to search for Company address book objects in your
account. Click on the company you wish to attach to your event.

i BIG Mamt Company =575
iﬁpmnnh:r LLC fig=s51)




15. If the company doesn't appear in your search, you can click +create new to add a new
contact to your address book. Fill out your new contact's information and click Add.

Address |.i.:lr_1:'-_=3-e 1
Addressz? |-’-.:!-::r-=.'~.te
Address3|

Address4 |— ddress4

| City

Country |
Website |
Note [lPrivate?

Group []Associations
[ city Contacts
[Imot for Profit




16. You may also assign a Role to the company from the drop down list. This role is often used
in reports and custom forms, and can be customized for your account.




17. Click Add to finish adding your contact to your event.

Role [Pm-uler

Mame [q Big Promoter LLC

+create new




18. Click +Add Contacts and repeat the above steps to add a person to your event.

Add Grouping with Events

Grouping Name | Hockey Season 2015-2016

Where / When W Arena 2/4/2016 6:00 PM - 11:00 |

Hockey Game X

Hockey Game y | Arena 2/6/2016 6:00 PM - 11:00 |

T T y | Arena 2/12/2016 6:00 PM - 11:00

Wil i y | Arena 2/19/2016 6:00 PM - 11:00

+Add Event

Status Mext Available Tentative
Type WSporting Event

Account/Companies @ [ Big Promoter LLC (Promoter) (X
+Add Account/Companies

Contacts +Add Contacts

Avails Display for Events Use default setting
Avails Display Legend

Done



19. If you wish this event to appear differently in your avails than it would by default, you may

edit that in the drop down.

If you are not sure what your avails display default is, click Avails Display Legend for the key. If
you would like to modify your default avails settings, please contact us.

Add Grouping with Events

Grouping Name | Hockey Season 2015-2016

Where / When Hockey Game X
|Hockey Game X
Hockey Game X
Hockey Game X
+Add Event
Status Mext Available Tentative

Type |WSporting Event

Account/Companies & Biz Promoter LLC (Promoter) | X
+Add Account/Companies

Contacts +Add Contacts

Avails Display for Events Use default setting
llea default cathing
Show the event type (along with color)
T Show the event name (along with color)
Show only the color (no text)

Show nothing (no color, no text) I

oy

W Arena 27472016 6:00 PM - 11:00 f

w Arena 27672016 6:00 PM - 11:00 f

W Arena 27122016 6:00 PM - 11:00

W Arena 27192016 6:00 PM - 11:00



20. When all your event information is as you wish, click Done to create your grouping and
book your events.

Add Grouping with Events
Grouping Name | Hockey Season 2015-2016

Where / When @ Arena 2/4/2016 6:00 PM - 11:00 |

Hockey Game X
Hnchin s ¥ W Arena 2/6/2016 6:00 PM - 11:00 |
T T y W Arena 2/12/2016 6:00 PM - 11:00

Hockey Game y | Arena 27192016 6:00 PM - 11:00

+Add Event

Status Mext Available Tentative
Type | |®Sporting Event

Account/Companies @ i Big Promoter LLC (Promoter) [X
+Add Account/Companies

Contacts +Add Contacts

Avails Display for Events Use default setting
Avails Display Legend

Done



21. Your grouping has been created and your events are booked.
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If the space you are attempting to book is already booked at that time, you will receive an alert
from the conflict checker. The first event listed is the event you are attempting to add. The
second event is the existing event that it is conflicting with.

Problem Solver

Calendar Status When Name
W Arena GHT 1042172015 B:00 AM - 11:5% PM (Wed) My Mew Event
W Arena W CONF 10720/ 2015 8:00 AM (Tue) - 107/24/2015 11:5% PThe Big Circus

How do you want to resolve it:

Do it anyway Don't do it || Make a change

Cancel

You have three options at this point:

e Click Don't do it and then Retry. This will cancel adding the event and return you to the

Add Event form.
Click Make a Change. This will allow you to choose a different status and/or a different
date and time. Once you updated the event information, click Retry to book your event.

e Click Do it Anyway. This option will double-book your space. Not all accounts have this
option.

Problem Solver

A Arena - Overlap Oops, this space has already been booked

Calendar Status When HName
W Arena GH1 10/21/2015 B:00 AM - 11:59 PM (Wed) My Mew Event
W Arena W COMF 102002015 8:00 AM (Tue) - 10/24/2015 11:59 PThe Big Circus

How do you want to resolve it:
Do it anyway Don't do it || Make a change

Cancel




