Updated: November 25, 2014

One of the first steps to fully utilizing EventBooking is setting up your calendar view to
display the information you need in the most helpful way. This document will walk you
through using the most common calendar display settings.
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Navigating to the Calendar Settings 2

Navigating to the Calendar Settings

1. Hover over Calendars and click Calendars (new!).

Calendars f iddressBook Resources Imvoicing Reports My Website

Calendars (new!)
Calendars

Details

Event Search
_ n . e 0 VE 5
Add Grouping with Events (Single Space)
Add Grouping with Events (Multiple Spaces)
R 'O -

Add Event (Single Space)

My favorite websit
Add Event {Multiple Spaces)

Add Event with Sub-Events (single space)

Ayails

Event Bin

Corporate View

2. Click Settings in the upper-right corner of the screen.
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General Settings - Events

General Settings

Events

event booki\}\g

General
Layout
Event
Sales
Sharina

Publishing

Q
Default Setbng

Holidays
on \ off
Notes
o |
en |

on ’

Sunday ¥

Save

Show icon

Cancel Create New  Delete Preview
Events

on off | Move-in/Move-out

on ofi | Shadow Events

on off | Show internal record ID

Show color

Start of week

Color events by

Status | Calendar | Tag Group

Sort events by
Time | Status ) Calendar
Tag display

Icon (or Text)* | lcon and Text l Text Only

*if no icon, text will be displayed

1. Move-in/Move-out sets whether or not the Move-in/Move-out times are included in the times
displayed for an event.

™4
TEB 1 TEB 2
EB Beta Arena EB Beta Arena
5:00 AM - 10:53 PM 5:00 AM - 10:59 PM
(_) Request for Hold (_) Request for Held
Forum
MIMOQ Off

TEB 1

EB Beta Arena

Forum

4_:_00 AM- 11:59 PM
) Request for Hold

i I

TEB 2

EB Beta Arena

4:00 AM - 11:59 PM
() Request for Hold

MIMO On



General Settings - Events

2. Shadow Events sets whether or not events display on related calendars. If an event is being
shadowed, it will display with a dashed border instead of a solid border.
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Shadowing off, calendar not
zelected

Shadowing on, calendar not
selected

Shadowing on or off, calendar

zelected
3. Show internal record ID sets whether or not event IDs are displayed.
ma 5 M a 5
747944 7473546
TEB 1 B2 B1 TEB 2
EE Beta Arena EB Beta Arena EE Beta Arena
4:00 AM - 11:59 PM

4:00 AM - 11:59 PM

(_) Request for Hold () Request for Held

EB Beta Arena
4:00 AM - 11:59 PM
Forum

4:00 AM - 11:59 PM
) Request for Hold () Request for Hold
Forum

Internal Record IDs OFf Internal Record IDs On



General Settings - Notes

Notes

N
eventbooking a

Default Settng

General

Save

Cancel Create New

Events

on off

on off
Color events by
Status

Calendar

Sort events by

Holidays

on | Show icon
Notes

N
I 5o v
o | on ”
on | off Show color
Other

on ! off ta Toda
Sunday ¥ Start of week

o
i

Delete Preview

Move-in/Move-out

Shadow Events

Show internal record ID

Lroup

Time Status | Calendar

Tag display

lcon (or Text)* | icon and Text | Text Only

*if no icon, text will be displayed

These settings control which calendar notes, if any, will display on the calendar and whether or not they
will be colored according to the calendars on which they are entered.
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Notes OFf

Private Notes On

b | #rublic Nots

Public Notes On

b | ®avails nors h

Avails Notes On

7
¥ Public Note: h
] Auvails Mota e,

All Notes On, Colors On



General Settings - Color events by

Color events by

event booki\?\g

Save | Cancel

Default Setting Create New | Delete Preview
General =
Holidays Events
Layout :
on \ off  Showicon on off | Move-in/Move-out
Event
Sales Notes on off | Shadow Events
e 17 1 LS4
Sharina on ’ off how private notes on off | Show internal record ID
Publishing o | off | Show public notes Color events by
- off \ow avells note Status | Calendar | Tag Group
on l ff | Show color Sort events by
Other Time | Status ‘ Calendar
- I off it O Toda Tag display
Icon (or Text)* l icon and Text | Text Only
Sunday ¥ Start of week

*if no icon, text will be displayed

This setting allows you to choose to color your events by their status, calendar or event type.

Bingo Tournament (Televised)
EB Beta Arena

B8:00 AM - 11:59 PM

() Granted Hold 1

Sporting Event

871718
Monthly Meeting
Room 1
2:00 AM - 11:59 PM
& Confirmed
Meeting
874899

i Towrnament {Televised
EB Beta Arena
8:00 AM - 11:539 PM
() Granted Hold 1
Sporting Event

1

871718
Maonthly Maating
Room 1
8:00 AM - 11:59 PM
& Confirmed
Meeting
874899
Tournament {Televised

EB Beta Arena

8:00 AM - 11:59 PM
| Granted Hold 1
Sporting Event

1

Color by Status

Color by Calendar

Color by Tag Group



General Settings - Other

Sort events by

A
eventbooking.con @

Default Setting Save ‘ Cancel  Create New  Delete  Preview
General 2
Holidays Events
Layout ‘
on off | Showicon on I off | Move-in/Move-out
Event
Sales Notes on l off | Shadow Events
O -t
Sharing on I off | Show private notes on off | Show internal record ID
Publishing an | off | Show public notes Color events by
on ' off | Show avails notes Status \’ Calendar | Tag Group
on I off | Show color Sort events by
1
Other Time Status l Calendar
on | off | Start On Today Tag display

Icon (or Text)* ’ icon and Text | Text Only

Sunday v | Startof week *If no icon, text will be displayed

This setting allows you to choose to sort overlapping events by time, status priority or calendar priority.

1

e —
: Dropshine the Clown |

| Ballroom B |

| 3:00 PM - 5:00 PM 1

Lcl In-House Ewvent 1

929726 871718
1 Bingo Tournament [Televised}
| 1 EB Beta Arena
I 2:00 PM - 5:00 PM 1 6:00 PM - 11:53 PM
' In-House Event || ) Granted Haold 1
L - Sporting Event
|8748949 e
Bingo Tournament (Televised) | Dropshine the Clown | Bingo Tournament (Televised)
EE Beta Arena i Ballroom B | EE Beta Arena
6:00 PM - 11:59 PM | 3:00 PM - 5:00 PM 1 6:00 PM - 11:59 PM
() Granted Hold 1 ' In-House Event | () Granted Hold 1
Spaorting Event L e e e e e e a - - Sporting Event

Sort by Time Sort by Status Sort by Calender
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Other
N
eventbooking Q
Default Settng Save | Cancel Create New Delete Preview
General >
Holidays Events
on Show icon on f Move-in/Move-out
Notes on Shadow Events
off : . on Show internal record ID
off e Color events by
off Status
o Show color Sort events by
Other rrie
Tag display
off - piay
icon (or Text)*
‘ Star ) e
Sunday v | Start eel *If no icon, text will be displayed

1. Start On Today allows you to choose whether the calendar will always default to the current day
(on) or remember where you last were (off) each time you navigate to or reload the calendar view.

2. Start of week allows you to choose whether your weeks begin on Sunday, Monday or Saturday.



Layout Settings - All Views

Layout Settings
All Views
Default Setting Save | Cancel Create New | Delete Preview
General X ;
All Views Week View
Layout :
on | off | Span events across days on af Hide empty rows
Event
Q n | off | Wrap text n ’ off ollapse calendar
ﬂf‘lr«'\
Sharing Month View an | off | Group by even

Publishing ‘
on oft

Group by event

7 | Number of days to show

Split options:

AlilDay = Quarters
Day View
3 { off i1d ipt
o \ off ollapse calendars
ARSI Group by even

1. Span events across days sets whether events spanning multiple days will appear as a single block
on your calendar or individual blocks on each day they are scheduled.

9 10 Q 10
325786 525786 SZ29786
Vicki House Vicki House Vicki House
EE Beta Arena EE Beta Arena EB Beta Arena
8:00 AM - 11:59 PM 8:00 AM - 11:59 PM 8:00 AM - 11:59 PM
'j, Pending f;ﬁ Pending ';', Pending
Spanning On

Spanning Off



Layout Settings - All Views 10

2. Wrap text sets whether text will wrap to the next line or be cut off when it reaches the edge of an
event.

12 12

Wrapping OFf Wrapping On



Layout Settings - Month View 11

Month View

Default Setting Save | Cancel Create New ‘ Delete Preview
General : .
All Views Week View
Layout .
on off | Span events across days on l off  Hide empty rows

Event

Sales on ’ off \Vrap text on l off | Collapse calendars
Sharing Month View on I [ Croue by event

Pu DliSl‘lill(_J o | off | Group by event 7 J Number of days to show

Split options:

AlDsy | Quarters
Day View
on I off | Hide empty rows
on off | Collapse catendars

on ‘ off | Group by event

Group by event sets whether booked spaces for an event will appear as one event or as separate entries
for each space.

12

11:59p

11:59p

Grouping On Grouping Off



Layout Settings - Hide empty rows

Hide empty rows

12




Layout Settings - Hide empty rows

13

These settings control whether rows without data will be displayed or hidden. There is a separate setting

for both the week and day views.

|

Hide Empty Rows Off

Hide Empty Rows On

EB Bata Arena

5:00 PM - 11:59 PM
() Granted Hald 1
Sporting Event

Bingo Towrmament [Telavice
EB Beta Arena

6:00 PM - 11:59 PM
) Granted Hold 1
Sparting Event




Layout Settings - Number of days to show

Number of days to show

14




Layout Settings - Number of days to show

This option allows you to set how many days display on the week view. It can be set between 7 and 14

days.

5 Fri

30 Sun 1 Mon 2 Tue 3 Wed
£7489%
T Days
A0 Sun i Mon * Tus 3 Wed & Thu
(AR Taldda
-1 1]
aq.u;:nuu-

e
g
&
o
H
B
H

10 Days

4:00 AM - L
() Request £

B Ean

6 Sat

& Tus




Event Settings - Event Level

Event Settings

Event Level

16

General

Event
Séales
Sharing

Publishing

Default Setting Save
Event | Subfvent | Exhibitor
Display
Calendar | Pop Up | Event Name
Calendar | Pop Up | Where
Calendar | Pop Up | When
Calendar | PopUp | Status
M{ Fop Up | Event Type
Statuses

on pit  Confirmed on
o) ot Pending on
on {f | Request for Hold on
on 1 | Granted Hold 1 on
on of Granted Hold 2 on

Cancel

Lalendas

Calendar

Calendar

Lalendar

Create New | Defete

Decision Date

Pop Up

Time Zone

Pop Up

Pop Up Parking

Pop Up Showtimes

Pop Up Company
Granted Mold 3 on
Granted Hold 4
In-House Event
Granted Hold 5

Blackout

Prevew

Calendar

Colendar

Calendar

Qalendar

Pop Up Contact(s)

Pop Up Sales Manager

Pop Up Event Coordinator

Pop Up

Pop Up

off ancelled

This option allows you to set which event level displays on your calendar. Only one option can be selected
at any given time, so most users leave this set to Event.
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Display




Event Settings - Display

These settings allow you to select what information displays for each event. There is a Calendar option,
which sets information to display right on the event, and the Pop Up option, which sets information to
display once an event has been clicked.

Vicki House A~
EE Beta Arena
8:00 AM - 11:59 PM

Pending
Tue 7:30 PM (Decision
Date)
AmericasNew York
P ¥
10
—_— 929786

Vicki House

EB Beta Arena

8:00 AM - 11:59 PM
Pending



Event Settings - Statuses

Statuses
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General
Layoul
Event
Sales
Sharing

Publishing

Default Setting

|
Event | Sub-fvent | Exhibitor

Display

Calendar | Pop Up | Event Name
Calendar | PopUp \Where
Calendar | FopUp When
Calendar | PopUp ~ Status

Calendar ’ Fop Up | Event Type

Statuses

I
Save | Cancel

Calendae

Calendas

Calendar

Calendar

{alendas

Create New | Delete Drevdew

Pop Up Deasion Date Calendas
Pop Up Time Zone Calendar
] Pop Up Parking Calendar
Pop Up Showtimes Calendar
Pop Up Company {alendar

Pop Up

Pop Up

Pop Up

Pop Up

Pop Up

on I uit  Confirmed
o | off | Pending
l off  Request for Hold

on l ol Granted Hold 1

on I off  Granted Hold 2

uft

ofl

off

I nff

Granted Mold 3

Granted Hold 4

In-House Event

Granted Hold 5

Blackout

on off ancelled

Contact(s)

Sales Manager

Event Coordnator

These settings allow you to select which statuses will be displayed on your calendar. Most users have
everything other than cancelled events set to display.



Finishing Up

Finishing Up
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Once you have selected the settings and options you would like, click Save towards the top of the screen.

General
Layout
Event
Sales
Sharing
Publishing

Default Setting

Holidays

Notes

on

on

Other

|
|
|
|

oft

%

&

onldf

Sunday ¥

Save

Show icon

Show

private notes

Show public notes

Show

avails notes

Show color

Start On Today

Start of week

Cancel  Create New | Delete | Preview
Events

on l off  Move-in/Move-out

on l off Shadow Events

on l off Show internal record ID

Color events by
Status l Calendar | Tag Group
Sort events by

Status ’ Calendar

Time

Tag display

Text Only

fcon (or Text)* | lcon and Text
*Iif no icon, text will be displayed



