GO by Spark - How to duplicate a Group?

Scribe -

The group functionality works to assist in managing group operations including
transparent communication between all departments and ability to book group space
in your property.

1

Navigate to your GO Software URL and open the Group Functionality.
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2  Click here.

7

Search by booking or party name...
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3 Enter the name of the Group you'd like to duplicate in the search field.

Create Group Booking
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4  Select the checkbox next to the Group you want to copy.

© Use an Existing Group
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5 Click "Create a New Group™ to duplicate all the Group’s information.

Create Group Booking

1. Select Group

@ Create a New Group
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In the example below, you'll see that all the details for "Brian's Yoga Group New"
have been successfully copied.

Create Group Booking (New Group) X

1. Select Group
»

o Create a New Group & Clear Form
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7 Make any necessary changes, then click "Next" at the bottom to proceed.
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Group Selected: Brian's Yoga Group New (New Group) Next: Select Véyage & Venue (New Group)
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