Events & Booking

Hello, Vega Program allows you to easily manage and organize events and resources.

In this session, you’ll learn how to add an event, book a room, and book equipment. 

Let’s start by adding an event that will appear on the calendar. On the Staff View, click Add Event. Here you can Create New Event, Load Saved Event, or Delete Saved Event. The page defaults to Create New Event. In the Add Event form enter the event details such as the Event Name, and Series Name if it’s part of a series. An Event Description is required, it is recommended to provide a detailed description to attract attendees.

Check the Event Categories. Optionally, you can add if there are any requirements, such as if attendees need to bring anything with them; and any Sponsor Information, if needed.

Next, select the Event Date, Time, and Duration. If your event is a series, meaning it has multiple required sessions that have a single registration; Click + Add a new session. Then select the dates it will occur on. This will provide a single registration for the entire series; and patrons will not need to sign up for individual sessions.

If this is a one-off or recurring event, select the corresponding button. Please note, that recurring events will require registration for each session. If you select recurring, enter the interval information. For this example, you’ll just choose Individual Event.

Now you’ll select the Location, Room, and if Bookings will be required. You also have options to add any additional information as needed, such as Cost, Room Layout, Room Setup, and/or Cleanup Time. You can enter a Max Bookings quantity. If there is a maximum number of tickets that a patron can book, as well as select whether Guest Bookings are permitted. Select whether there are if there are age restrictions, in this example, the minimum age for your event is 7. Booking Opens, determines when patrons can start registering for the event; and Booking Closes is when no additional registrations will be allowed.

Enter an email address for the contact person for the event, and you can add an image, logo, or note if you’d like. If you need to collect any additional information, select Yes under Custom Questions. You can enter the question, type, and the question options, if prompted; and whether it’s required. Click Add a question, if you need more than one. When you’re done, click Submit Event.

Your event has now been created and will either be displayed on the calendar or sent to the approval queue, depending on your library’s settings; and the room or space has been reserved.

Next, you need to book a room for a study group. Click Room Bookings in the menu on the left. This opens the Room & Space Bookings page. Here you can Check Availability and create new bookings, search for an existing booking, create bulk room bookings, Generate Links and QR codes to book a room, or a link to a website to book from, and mediate pending room reservation requests.

To book a room or space, on the Check Availability tab, select the Location, Date, and/or needed capacity, and click Search. This displays the rooms and spaces that meet your criteria. Click on a green timeslot, or click Book Now, to start the room booking.

This opens the Add Booking form. Enter the information about who the room is being booked for. Including Email Address, and First & Last Name. Make any adjustments, if needed, to the date and time; as well as, optionally, select a Room Layout, Booking Type, and if any Setup and/or Cleanup time is needed.

If there is any equipment available for the room, you can select if you would like it included for this booking. 

Now, you can any Staff Notes, if needed, such as additional contact information, room requirements, etc. And answer any additional questions configured for this room; then click Add Booking and click OK to confirm the booking. If the room is not mediated the reservation is automatically approved; if it is mediated, the patron will be sent a confirmation of receipt, and library staff will need to review the request on the Pending Approval list.

Equipment Booking works very similarly to booking a room. In the menu on the left, click Equipment Bookings. This page has the same tabs as the Room Bookings page. 

To book a piece of equipment, select your criteria and click Search. Just as with rooms, you can either click a green timeslot or click Book Now. This opens a simplified Add Booking form. Enter the patron information, and specify the Booking Date, Time, and End Time. If there is more than one of the item needed and available, you can change the quantity. 

Changing the Booking Type may change costs that are associated with the reservation. Lastly you can add a Staff Note, if needed. When you’re done, click Add Booking, and then OK to confirm it. The reservation will be approved automatically if it is not mediated, otherwise it will be listed in the Pending Approval tab on the Equipment Bookings page.

You now know how to add an event, book a room, and book equipment in Vega Program. 

Thanks for watching!

