Vega Program Overview

Hello, Vega Program allows you to easily manage events and rooms at your library with tools that let you create library programs, track attendance and attendee communication, as well as program marketing. 

In this session you will learn how to customize and manage Vega Program. Including how to navigate the patron view, create a brochure, and book a room. As well as learn how staff can customize the system, create flyers and events, and see statistics.

When patrons access Vega Program at your library, they can see a variety of information about events and available rooms. This page is fully customizable, which we will discuss shortly. 

In the Upcoming Events section, you can see all events listed here, or you can use the filters to see only those you are interested in. Such as at a particular library and/or in a category. Dates on the calendar with a dot represent days that have events scheduled.

The Events by Category section allows you to see a list of all events of the selected category. And Events by Location shows events scheduled at different library locations or branches. Please note, you cannot add additional filters to these sections.

To download a customized listing of events that you are interested in you can click Create Brochure, at the bottom of the page. Here you can select a date range, Event Categories, and Event Locations that you want, then click Create Brochure. This will create and download a PDF brochure of those events.

If you want to book a room, at the bottom of the page, click Room Bookings. Here you can see the rooms available for booking, including availability, location, and capacity. You can further filter this by Location, Capacity, and Date, then click Search. Red shows when rooms are either closed or already booked, and green is when they are available. To see more information about a room, click the i icon. This will display a pop-up with room hours, any costs, layouts available, and images. To book a room, click Book Now, and fill in the requested information.

Including the booking date, time, room layout, booking type, and any cost for the program. Then select whether the program is for an organization, and a name for the group or organization. Click Add Booking when you're done.

And your booking has now been created!

Staff can configure what patrons see when they access Vega Program. When you login to the staff side, the Home page has a place to search for events, as well as see Upcoming Events, Most Popular Events, and Events By Location. All text shown in blue is hyperlinked.

If you have administrator privileges you can customize your system, go to Advanced. Enter the Calendar Theme Colour hex number here. It is recommended that you choose a darker color, as it is often used as a background for white text. If you scroll down, you can edit the Flyer Message that will appear on all flyers that managers create. 

Managers can make flyers by opening an event and then in the information panel on the right click the flyer icon. This auto generates a flyer that staff can print and give to patrons. You can customize any of the sections by clicking on the text. The Flyer Message that was configured previously is included at the bottom of the page and can be edited, if needed.

Please note, any changes you make to this flyer will not affect the published event.

You can create a new event by clicking Add Event in the staff portal. You must enter an Event Name, Description, and select the dates. If your event is a series, meaning it has multiple required sessions, you’ll change the More Sessions drop-down to Yes. Then select the dates it will occur on. This will provide a single registration for the entire series; patrons will not need to sign up for individual sessions.

If this is a Once Off or recurring event, select the corresponding button. Please note, that recurring events will require registration for each session. Next choose your location, and categories. You can add any additional information as needed, such as cost, age restriction, max bookings, and guest bookings. If you enter a Max Bookings quantity, you’ll be able to select whether Guest Bookings are permitted. Bookings Open determines when patrons can start registering for the event. 

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 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.

To see statistics about your events; in the staff portal, click Stats. You can change the date range up to the past 24 months, this range will default to the current month. When you scroll down, you’ll see an Overview of all events and locations, as well as the list the Top Viewed Events. 

When you continue down, you’ll see a Location Overview. Click Show Table to see data in table format. Next there is a Category Overview, which shows the breakdown of the different types of programming across all libraries. 

Lastly, you can see a general overview, for each library or branch in your system. 

If you have questions about anything in the staff portal, you can click the Help button at the top of the page. This will take you to the online documentation.

You now know how to navigate the patron view, create a brochure, and book a room. As well as learn how staff can customize the system, create flyers and events, and see statistics.

Thanks for watching!

