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GO by Spark - How to duplicate a group
request?
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 To duplicate a booking request, simply click the "Duplicate" icon in the Action
column for the corresponding request. This will replicate the exact Group and
Booking Request details.

3 Make any necessary changes, then click "Next" at the bottom to proceed.
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How to change the Group while keeping the Group Request
(Activity)?

4 If you’d like to change the Group for this activity, click "Go Back" to assign it to a
different Group.
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5 By default, GO displays the Group used for the activity you are duplicating. You
can choose from the following options:

1) Use an Existing Group: Simply type the desired Group name into the search
field and select the checkbox next to the Group you wish to copy.

6 2) Create a New Group: Select an existing group, then click "Create." This action
will automatically duplicate all the group's information, allowing you to make the
necessary changes without starting from scratch.
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7 In the example below, we have clicked "Create" to show that all the details for
"John Pierre II" have been successfully copied.

Note! If you don’t wish to copy this Group's information, click "Clear Form" in the
upper right corner to start creating a new Group.
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8 Make any necessary changes, then click "Next" at the bottom to proceed.


