GO by Spark - How to view group booking  Scribe™
request details and communicate with

venue owners or group coordinators?

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 view group details & communication between GO users regarding
booking/event requests, simply click the "+" icon.
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3 The "Comments" section contains all communication. All communication will
include user name, date, and time. Additionally, any status changes for the event
will be displayed in the "Comments" section. Color identifiers in the messaging
system are as follows:

Grey: All messages without a status change
Red: Rejected event by venue owner
Green: Accepted event by venue owner
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4 Users can also view the Group Details and the Booking Details as shown on the
example below, simply click "Click to show more details".

party name...

VOYAGE DAY

GROUP NAME CHAMGE STATUS

GROUP 1D GROUP TYPE CREATED AT
BOOKING NAME
f None 10/21/2020
Private Sunrise Yoga
CONTACT GUESTS HOSPITALITY
DESK DATE START TIME END TIME
S 0
NO 10/22/2020 10:00am 12:00pm
TOURLEADER  T.L.CABIN SALES OFFICE STATUS GUESTS
A None APPROVED 40

EMBARK DEBARK VOYAGE

5 Night East Caribbean 02 (Day 3)

VENUE

Click to show more details
Pool

Click to show more details

Hey
move

:

=
g
]

[

£g

5 To finalize, users also have the ability to check the Venue Day View for that specific
voyage. Click "Show Venue Day View"
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Below is an example of the venue view for the "5 Night East Caribbean 02" voyage.
It provides a convenient method for assessing the availability of venues for the
voyage. The color codes used in the canvas system are as follows:

Purple: Group events in general and/or This particular event
Blue: Regular Events from Canvas (non-groups)

Green: Accepted event by venue owner

Red: Rejected event by venue owner
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