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1. From the bookings screen, find the group booking you want to duplicate.
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y y

" view Exil n,ccept :.Nmpn "ﬁmﬁun Iéﬂnrim QFim‘ i-_lluutes @}

B Gorfct | llGofc2  [AHire | W>FuncRms | [ SocialEvents [ |Hotel Overview [ | Hotel Rooms Detail

2.

Function Rm 1 Function Rm 2 Function Rm 3

Select the booking and drag across the screen.
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The green highlighted field indicates where your booking could be located.

To select a different date to the current, select ‘Sel Date’.
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5. Choose the desired date.
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6. Using your cursor, navigate to the time you wish the booking to begin.
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7. Click into the field

8. When the following menu appears, select duplicate.
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9. You have now successfully duplicated the booking.
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