How to create an Export Report?

This guide is also available as a video. Click the link below to watch:

scribehow.com/embed-preview/How to create an Ex...

Scribe -

The group functionality works to assist in managing and
viewing group operations on multiple properties. This Export
Report feature allows you to create an Export Report, using a
variety of filters to help customize your the report to your
needs, and it is available in both PDF and CSV format.

1 Navigate to your GO Software URL and open the Group Functionality.

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

Then, the "Export Report" button is located on the left hand side.

Before exporting a report use the filters below it to customize your report and

what group information you'd like exported.
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3 You can filter by date range using the "DATES" filter.

You can also filter by Group ID, Voyages or Locations.
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4  In addition to the above you can also filter by VENUES or by STATUS.

You can choose to export groups based on one status only or you can choose to
export groups with multiple status.
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Tip! Filtering by Status is particularly helpful if you'd like to only see your Pending
events and/or Approved events. It is a helpful tool for the business operation.
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5  When ready to export the report, GO offers two formats: PDF and CSV.

* PDF: Click the Export Report button.

» CSV: Click the arrow next to the button, then select Export as CSV.
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6  Click "Ok" to confirm the action of exporting the report.

If you'd like to export Approved group bookings only, you don't need to use any
filters and can simply check the "Approved Only" box on this final step, followed
by clicking on Ok.
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7 The Export Report will export as a PDF/CSV file and will contain the following fields
of information:

Booking Number, Group Name, Group Leader, Group Leader Cabin, Number of

Guests, Event Name, Date, Location, Time, Status, Food & Beverage Items,
Entertainment/Photo Equipment, Housekeeping & Notes.
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