Staff View Landing Page

Hello, Vega Program is your Event Management system, which includes two views: the Staff View and the Public View. The Staff View of Vega Program allows library staff to see and manage the events, bookings, rooms, and Equipment available in Vega Program, and the Public View is designed to allow patrons to view your events calendar, register for events, and make room reservations.

In this session, you’ll learn how to navigate the Staff View and what information is available on the Staff Home page. 

Please note that this video only provides a brief overview of how to access the Public View from the Staff View. For more detailed information, please watch the Public View Landing Page session.

When you log in to the Vega Program Staff View, you will be directed to the Staff View home page. This page is preconfigured and displays basic information and statistics about your library’s events. It serves as your starting point to manage and create events and bookings. You can click Home in the navigation menu along the left side from anywhere in the Staff View to return to this page. 

The navigation menu also includes links to Add Events to your calendar, Log Statistics of events that were not created in Vega Program, Manage Rooms and Room Bookings, as well as Equipment and any associated bookings. You’ll learn more about each of these options in the subsequent videos in this training kit.

Please note that the options available in the navigation menu depend on the permissions you have been granted. For this example, you are logged in as an Administrator, so you can see all the available options.

The preconfigured sections on the Home page allow you to see and access events at your library that have been created in Vega Program. 

The Search Events section lets you easily perform a search for events based on a Search Term, such as the event title, series name, or event note. For this example, you’ll do a keyword search for Storytime. You can then add additional filters; in this case, select Kids from the Category menu and click Search. 

A Search Results page will open with your search criteria preselected, followed by a list of events that match your query. Click Home to return to the Home page.

The Upcoming Events section lists events across your library system that will occur within the next week. Like the Search Events section, if you select a location, you will be directed to a dedicated Search Events page, with the Event Location filter preselected for your chosen location. 

Back on the Home page, when you scroll down, the Most Popular Events section displays events throughout your library system with the most member views — this refers to the number of times the event page has been viewed on the Public View, not the actual event attendance. 

Lastly, the Events By Location section lists all of your library’s branches, along with the number of events that are happening today and within the next 30 days. You can click any of the blue text to directly access the event information.

From anywhere in the Staff View, you can toggle to the Public View by clicking the expanding circle button in the bottom right corner. In the Public View, patrons can view your calendar, register for events, and submit room and equipment bookings. 

For more information about the Public View, please watch the ‘Public View Landing Page’ session. Click the circle again to return to the Staff View.
To access the platform documentation, click Help at the top right of the page in the header. For more information about the links in the navigation menu and how you can customize Vega Program for your library, please watch the corresponding sessions in this training kit.

You now know how to navigate the Staff View and what information is available on the Staff Home page in Vega Program.

Thanks for watching!	

