Adding an Event with Functions/Sub-Events

Updated: November 17, 2015

This article will walk you through booking an event with functions.

By using functions, you will be able to add detailed information for each space for each

day of your event.

If you are booking an event that will need functions but you don't have that information
yet, you can book the event as a single event and then add your functions to that event

1. Hover over Calendars and click on Add Event with Functions. This option may be labelled as
Add Event with Sub-Events in your account.

Function and Sub-Event are both terms used in the events industry. We have some accounts
that use Function and some that use Sub-Event. Both terms refer to the same feature set.
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2. Enter the name of your event.

Your form may be customized with additional fields.

Add Event with Functions

Event Name| my Conference

Where / When  +Add Sub-Event

Status Mext Available Tentative
Type -Type-

Account/Companies Add Account/Companies

Contacts +Add Contacts

Notes

Avails Display  Use default setting
Ayails Display Legend

Done



3. Click +Add Sub-Event to add your first Function/Sub-Event.

Add Event with Functions

Event Name

Where / When

Status
Type
Account/Companies

Contacts

Notes

Avails Display

Done

My Conference

+Add Sub-Event

Mext Available Tentative

-TYDE-

+Add Account/Companies

+Add Contacts

Use default setting
Ayails Display Legend



4. Name the Function/Sub-Event.
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5. Check the space where your function/sub-event will be held.
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6. Update the time of your function/sub-event.
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7. Select the date of your function/sub-event. If you have the same function on multiple dates,

you may select all those dates. A separate line item will appear for each event your are booking,
and a separate function will be created for each line item.

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. You can also click +Add Timeline to apply a timeline item to your function.




9. Once the space

, date(s), and time(s) are entered as you wish, click Done.
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10. You will see a list of your functions. You may edit the function/sub-event name if you wish.

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 Event with Functions

Event Name |y Conference

Where / Whe P 5 | @ Bablroom 1271472015 8:00 AM - 9:00 AM (Mon) Open Doars: 8:00 AM [X
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Status Mext Available Tentathe
Type  Type
Account/Companies | +Add Account/Companies
Contacts | +Add Contacts

Hotes

Avails Display = Use default setting
Avails Display Legend




Be sure to select rooms separately to create a distinct function for each space! Note that in the
screenshot in step 5 the top level Ballroom calendar was selected, so one function was created;
this is correct because in this case the function is using the entire ballroom. In the example
below, I've selected each Function Room because each one will be a separate breakout session
and | need a separate sub-event for each so that | am able to list room setup, AV equipment,
etc. for each space.
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11. Click +Add Sub-Event and follow the steps above to add the rest of your functions/sub-

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

If you are adding a hold, we recommend using Next Available Tentative. It will choose the next

open hold for your date.
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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).
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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.
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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.

Role None

Name |BIG Mgmt Company
Parent (@
Title |
Ptmne|
P'rmne2|
Email |
Email2 |
Address | ddress1
Addre&s2|-- 1dresss
Address.3|-.:- B557

Address4 |-—'15 aresss
| ity
Country |
Website |

MNote [ |private?

Group []Aassociations
Llcity Contacts
[CImot for Profit
[ christmas Card

e hack




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 [Client Account
Name [q BIG Mgmt Company

+create new




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

Notes

Avails Display Use default setting
Avails Display Legend



19. Add notes as you wish. These notes will appear on the event details page and can be pulled

into reports as needed.

Status

Type

Account/Companies

Contacts
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You can add your notes here.

Avails Display

Done

Use default setting
Avails Display Legend



20. 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.

Status

Type

Account/Companies

Contacts

MNotes

Avails Display

Done

Breakout Sessions X

Closing Session

+Add Sub-Event

Hext Available Tentative

W Convention

___.] BIG Mgmt Company (Client Account) | X

+Add Account/Companies

+Add Contacts

Use default setting

Use default setting

Show the event type (along with color)
Choog +tho cosmodt oo (olooo adih Pﬂlnr!
Show only the color (no text) =

ST TIULITTE (I DULT, TTO Ly

Function Room 4 12/16/2015 1:

y | Theatre 12/16/2015 3



21. When all your event information is as you wish, click Done to add your event.
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22. Your event and functions have been booked.
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Mass Edit  Mass Edit When

Hame Where When Status Type Room Setup Type
Breakfast @ Ballroom 12414/2015 §:00 AM - 9:00 AM (Mon]  T'Granted Hold 1 @ Comvention
Opening Session @ Ballroom 1201472015 9:30 AM - 11:30 AM (Moa)  CrGranted Hold 1 @ Comention
Lunch @ Ballroom 12/14/2015 12:00 PM - 1:00 PM [Mon)  O'Granted Hold 1 @ Comvention
Breakout Sessions @ Function Room 2 12/14/2015 1:30 PM - 4:30 PM gMon)  CGranted Hold 1 @ Comvention
Breakout Sessons ‘@ Function Room 4 12/14/2015 1:30 PM - 4:30 PM (Mon)  O'Granted Hold 1 @ Convention
Breakout Sessions  ‘@Function Rogm 3 12/14/2015 1:30 PM - £30PM (Mon]  O'Granted Hold 1 @ Convention
Breakout Sessions  @Function Bioom § 1271472015 120 PM - 430 PM (Mon)  C'Granted Hold 1 @ Convention
Ereabfast @Ealroom 12/115/2015 B:00 AM - 3:00 &M, (Tee) ~ T'Granted Hold 1 @ Corwention
Lunch @ Ballroom 12/15/2015 12:00 PM - 1:00 P (Tue)  O'Granted Hold 1 @ Comvention
Breaksut Sessians @ Function Room 1 12/15/2015 1:30 PM - 430 PM (Toe)  Or'Granted Hold 1 @ Comvention
Breakout Sessions  ‘@Function Reem 3 12/15/2015 1:30 PM - £:30 PM (Tue)  O'Granted Hold 1 @ Convention
Breakout Sessions ‘@ Function Roem 4 12/15/2015 1:30 PM - 430 PM (Tue)  O'Granted Hold 1 @ Convention
Breakout Sessions ‘@ Function Room 2 12/15/2015 1:30 PM - 4:30 PM (Tue)  O'Granted Hold 1 @ Convention
Breakdfast @ Ballroom 120116/ 2015 §:00 AM - 9:00 AM (Wed)  T'Granted Hold 1 & Convention
Lunch @ Eallrocm 12/16/2015 12:00 PML - 1:00 PM (Wed)  O'Granted Hold 1 @ Convention
Breakout Sessions  ‘@Function Room 2 12/16/2015 1:30 PM - 4:30 PM (Wed)  T'Granted Hold 1 @ Convention
Breakout Sessions @ Function Room 4 1201672005 1:30 PAM - £:30 PM (Wed)  O'Granted Hold 1 @ Convention
Breakout Sesoms @ Function Room 3 1271672015 1:30 PM - 4:30 PM (Wed) CrGranted Hold 1 @ Comvention
Breakout Sessions @ Function Room 1 12/16/2015 1:30 PM - 4:30 P (Wed)  C'Granted Hold 1 @ Comvention
Closing Session @ Theatre 12/16/2015 5:00 PM - 630 PM (Wed)  O'Granted Hold 1 @ Convention



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.

Hame

Calendar Status When
@ Arena U GH1 10/21/2015 8:00 AM - 11:5% PM (Wed) My Mew Event

@ Arena @ CONF 1002002015 8:00 AM (Tue) - 1072472015 11:59 PThe Big Circus

| How do you want to resolve it:
| [ Doitamway || Dontdoit || Make s change |




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.

e 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 Hame
= Arena GH1 1042172015 B:00 AM - 11:59 PM (Wed) My Mew Event
W hrena W CONF 10/2002015 B: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




