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N

Avails let you show a potential client or promoter your availability without revealing privileged information

about specific events or clients. This tutorial will walk you through sending an avails email directly through
EventBooking.
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Sending an Avails Email

1. Hover over Calendars.
2. Click Avails.

Addres=Book Resources Invoicing Reports My Website

Arena Events
Grouping with Events (Single Space)

EB Test Event

dg Event (Multiple Spaces) Mo Directions

Grouping with Events (Multiple Spaces)

Event (Single Space)

AdW Event with Sub-Events (single space) E
Mo Directions
Event Bin D
Corporate View
Darlrrmad Doser

3. Select your avails preset from the drop-down menu.

E-mail Avails | Send | | Generate Link |

Select Preset: To:

Avails Monthly [ Event ) - o

Avails Monthly { Event ) i Add Another Contact || Clear |
Avails Side-by-5ide | Event, Sales |

¥/ Send me a copy

Lizt Avails
r "-ulll‘l'iF'l"f:I
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Typically, a venue will have a calendar avails report and a side-by-side avails report.

EB Beta Arena

January 2013

Sunday Manday Tussday Wednesday Thursday Friday Saturday
1 2 3 L -1
Granbed Granbed
Hold 1 Hold 1
Naw Year's Day
[3 7 g 2 0 1t L2
:::b:d Canfirmad Canfirrmad
13 14 15 16 17 18 19
o Granbed Granted
Confirmed Blackout Blackout Blackout Hold 3 Held 3
20 | TR 22 23 & 25 25
Grantad Granked Granted
Hold 3 Held 3 Hold 3
Calendar Avails Example
Convention Center EE Beta Arena Grounds
Dates Avails Avails Avails
1/1/2013 Tuesday Pending
1/2/2013 Wednesday ~ [Pending Granted Hold 1
1/3/2013 Thursday Panding
1/4/2013 Friday Granted Hold 1
1/5/2013 Saturday
1/6/2013 Sunday Granted Hold 1
1/7/2013 Monday Granted Hold 1
1/8/2013 Tuesday
1/9/2013 Wednesday  Bending
1/10/2013 Thursday  Panding
1/11/2013 Friday pending

1/12/2013 Saturday
1/13/2013 Sunday
1/14/2013 Monday

T e "

T R == Hoid 1

Side-by-Side Avails Example
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4. Select a calendar shortcut from the drop-down or check the calendars you would like to be
included in the avalils report.

| + Add Another Cor

Select Calendars:

My Shortcuts edit memorize

Send me a copy

5ubject:|

Arena - I

Message:

Expand All Collapse All
[£] ) Convention Center View POE “
[+] ¥ EB Beta Arena

OJ Event City Lecture Hall
() Event City Theater
) Grounds

5. Set the date range by typing the dates directly into the fields, or click the calendar icon and pick
them from the visual menu.

Select Date Range:
2/1/2014

ful]

From:

- =
To: (2/28/2014 10
1 2014 4 L L4 1 January || 2014 L4 i Jarmary| (2013 r
S Mo Tu We ] Su Mo Tu We Th Fr Sa
N B ; Jan b Mar 0O 2008 2009 2010
26 27 B 19 30 31| 19 30mupdd I 3 4 5
2 3 4 5 & 7 8 &7 B 9 1w 11 12
Apr Ma Jun 2011 i 2013 J14
9 10 11 12 13 14 15 P y - 13 14 15 16 17 18 19
1 17 18 1% 20 21 122 20 211 2T 23 24 25 26
Jul Aug Sep 015 26 2017 0B
23 24 15 6 17 18 1 7 18 % 0 O} 7 2
2 3 4 5 6 7 8 T 4 B & T B ®©
; Oet Mew Dec 2019 2000 2021 2022 S

Today: 27182014 Today: 2A18/2014
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6. Select the format in which you would like to send your avails by clicking the proper radio button.

Select format
(®) HTML+PDF Attachment
O HTML
© PDF
© Excel
© Text

7. Enter the recipient, subject and message of the email into their respective fields.

Tei suppart@eventbocking com &

|-i:mup-pnr!-'1 eventbooking.com &

+ Add Another Contact || Clear
¥ Send me & copy

Mj-ct:! Jarusry 2012 Avails
Metidgs! Hew! Theae are the apaces that are currently taken at our venue. Let us know when you would like &«

I K your event.
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8. Click Refresh HTML Preview (if you are sending as HTML) to see a preview of your avails.

Select Calendars:

My Shortcuts edit memorize

Arena

LAl

Expand Al Collapse Al

I Cornwention Center

#| EE Eeta Arena
I Bvent City Lecture Hall

I Event City Theater

I Grounds

A
eventbooking.com

EB Beta Arena

January 2013

Igu:usuppu:urt@eventl:unnl-ang.c am

| + Add Another Contact || Clear |

# Send me a copy

Sul:uject:I.Januar-,-' 2012 Awails

Message: oyt These are the spaces that a

book

your

event.

View PDA m

Event City, ST
EB Beta Company
Capacity: 13,000
Jamed Doe -123.456.T800

Sunday Monday Tussday Wadnesday Thursday Friday Saturdey
1 2 3 4 5
Granted Granted
Hald 1 Hald 1
Haw Year's Day
& 7 ] ] 10 11 12
ﬁ.:lzlg:d Canfirmad Confirmed
13 14 13 18 17 18 19
F— Granted Grantad
Confirmed Blackout Blackaut Blackaut Held 3 Held 3
9. Click Send.
N
eventbooking Q

E-mail Avails
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10. Click OK on the Message Submitted window.




