Modify the Space List within a Venue

Objective

Modify the Space List within a Venue to take into consideration Venue specificities not covered
by the Space Template

This task is to be executed by the Venue Manager.
Procedure
» From the main menu go to Enter Commodities (Venue Manager)
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» From the dropdown menus, choose the Venue and the Functional space to access the
Functional Space List
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» You can add specific Venue Spaces or delete some (in addition or coming from the Space
Template - See “Create a Venue”).
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» Click on Add a New Space to add a new Space

» You can select existing space From Space Template (if they have been previously deleted) or
Add New space

» Once completed, click on Save and Return to Space Listing

Spaces - Edit
Enter the applicable data and click the 'Save’ link.

Venue: Glasgow City Chambers
Functional Area: 01.00 Broadcast
Space to add:  Select Existing From Template:
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To create a brand new space in this venue only, leave the Parent Space empty and fill in the Space
Code and Description fields.
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