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GO by Spark - How to find existing groups
and add/edit a group booking 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.

https://scribehow.com
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2 Use the filters to customize your view by scrolling up/down. Users are able to filter
by group ID, venue, voyage name, voyage date range, group's status, and visible
fields.

Tip: "Filter Presets" are used to focus on a specific department only (F&B, Hsk or
Entertainment).

Alert! Make sure the filters are accurate when searching for a group. If any filter is
incorrect, you may not find the group.



Made with Scribe - https://scribehow.com 3

3 To add a booking, edit group details, and export memo from an existing group,
click below the group name (on the 3 lines icon).

Keep in mind:

  • "New Booking" will create a group request from scratch.

  • Selecting "Add Booking" below an existing group, will create an activity/event for the selected
group.
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4 Click "Show Filters" to assist in finding the voyage for the booking request.

5 Filters available include voyage range, sailing name, debark port, and date range.
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6 Select the date.

7 Select the venue for the booking request.



Made with Scribe - https://scribehow.com 6

8 Click this checkbox when ready to select the venue.

9 Click "Venue Day View" if you want to view the existing activities assigned for the
week for the specific venue.
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10 Click the desired date and time for the booking request to take place.

11 Click "Next: Enter Booking Details"
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12 Complete the relevant fields with the information about the activity/booking.

13 Click "Finish: Create Group Booking" to process the request and for the venue
owner to receive the booking request. As a Group Admin, you can choose to "Save
as Draft" if you are still working on the request.


