Online Booking System - Tips and Hints for ease of use!

Part One - Registering Your Unit
The online booking system can be found at:-

https://bookings.girlguidingleeds.org.uk/granddayout
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Welcome to the Grand Day Out Online Booking System Tweets from

@EvBooUK
Grand Day Qut is an activity day designed for rainbows, brownies, guides and rangers within Girlguiding Leeds county. N
For further information about Grand Day Qut click on the About Grand Day Out link in the menu above. X
Registration closes on 06 May 2024

Leaders will need to register their unit using this system and send £17.50 per child participant by the 06 May 2024. Click here to register the interest of
your group. Nothing
If you have any questions regarding Grand Day Out please contact events@girlguidingleeds.org.uk here -
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https://bookings.girlguidingleeds.org.uk/granddayout

Online Booking System - Tips and Hints for ease of use!

When you have clicked on the click to register your unit you will be see the
screen below; if you are registering a unit, click ‘Register Participants’.

If you are attending independently of a unit and are volunteering to help out on
the day, please click the appropriate ‘Join the Staff Team’.

v &b Grand Day Out Registration x  + — b4
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Grand Day Out Online Booking System

ainguiding

Participant Bookings Staff Team Registration

If you'd like to volunteer to be part of the staff team, click on the button
below.

Registration for Grand Day Out is now open. Click the button below to
register.

Make sure you have the details of your unit you are registering for.
You've checked with other leaders to ensure they have not already

registered

Ensure you have details for the primary contact including Email, Phone N )
Click here to Join the Staff Team (Over 18)
number and address.
That you have an estimate of the number of participants you expect to
attend. Click here to Join the Staff Team (Under 18)

Register Participants

We hope that you find the booking process really straight forward, but if you need it we are always here to help, so just email us at events@girlguidingleeds.org.uk.

Grand Day Out Privacy Policy

Event Management and Booking System © EvBoo Limited 2005 - 2024
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https://bookings.girlguidingleeds.org.uk/granddayout

Online Booking System - Tips and Hints for ease of use!

Complete the form below; enter your units name in both the Group / Unit name
fields.

The email address given will be used for communication about the event; it is up
to you if this is a unit (preferred) or personal email address.

v &b Grand Day Out Registration X &b Grand Day Out Online Booking X | &8 Modifying Page Content - EvB- X | + = X
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Grand Day Out Online Booking System

Register your Group for Grand Day Out

About your Group

Division Greenvale M
Group Test Unit

Section Rainbows v
Unit Name Test Unit

About yourself

First name X
Please provide your first name by which you are known in your arganisation,
surname X
Email Address X@gmail.co.uk
Confirm Email Address X@gmail.co.uk
Phone Number 0712345678
Mobile Phone 0712345678
Address X
Town [ City Leeds
Event Management and Booking System @ EvBoo Limited 2005 - 2024 Grand Day Out Privacy Policy -
= = . = 13:41
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Note: - Please ensure you enter a valid email address, and if you are going to be
registering more than one unit, ideally each booking should have a separate
email address.

The system will require you to create a user name; this must be eight characters
long and contain letters and numbers, the password chosen must be six
characters long and contain letters and numbers.

You will need this information when you logon to the system, so please ensure it
is memorable especially your USER NAME.

If you should forget your password, the creators of the system have put
together this useful video. If you forget your user name you will need to email
events@girlguidingleeds.org.uk (put GDO User Name in header) and one of
the events team will get back to you, please give us 48 hours.
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https://www.evboo.co.uk/docs/password-reminders/

Online Booking System - Tips and Hints for ease of use!

Estimated Participants

Please give an estimate number of participants for the day try to be as accurate
as possible; you will be able to update this information once you have logged on.

There is a comments box for you to detail any information you feel the
organisers should know about your unit’s attendance, or alternatively send a
events@girlguidingleeds.org.uk (put GDO in header).

v &b Grand Day Out Registration x  + - X
& C m 2% beokings.giriguidingleeds.org.uk/granddayout/register?step=2 @ W [« n] K2 | *
Grand Day Out Online Booking System | Jackie Bragg |

Giriguiding

Username and Password

Enter a Username Test1234

Password

Confirm Password

Estimated Participants

Number of Rainbows 42 8
(Ageda-7)
Number of Adults [ Helpers 2 1 i
(Aged Over 18)
Number of Young Leaders & DofE volunteers 2 0
(Aged 13 -17)
Comments

One child is registered blind|

Event Management and Booking System @& EvBoo Limited 2005 - 2024 Grand Day Out Privacy Policy -
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Online Booking System - Tips and Hints for ease of use!

v &b Grand Day Out Registration x  + - X
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riguicing

One child is registered blind

We'd love to stay in touch and share information about Grand Day Out and other events or activities organised by Leeds. We'll take great care with your
information and we'll never pass them to anyone else. See our privacy policy for more details.

@ Yes please, Id like to hear more about Grand Day Out and other events and activities organised by Leeds

No thanks, | don't want to hear more about Grand Day Out and other future events and activities.

We hold a small amount of personal information about you as part of your EvBoo user account. The infarmation we are storing is the original information you
provided when we set-up your account. This may include

* your name

* your date of birth

* your telephone numbers (home and mobile)
* your email address

* and your postal address.

We are storing these so that we can contact you about the event, allow you to login and reset your password and if required be able to identify the address
you live in case we are required to by law or we need recover any payments due.

@ Yes you may store my personal information in connection with this event

) No, please remove my personal data immediately and delete my account.

Register Group
Event Management and Booking System © EvBoo Limited 2005 - 2024 Grand Day Out Privacy Policy
- = . = 13:43
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The above is industry standard re storing personal information; it is a
requirement that you answer ‘YES’ to both questions to continue.

3k >k >k >k 3k >k >k 5k kK >k kK k k

Please can we ask that you email the events team at
events@girlguidingleeds.org.uk (put GDO cancellation in header)
immediately in the unlikely event that your unit will not be attending, this is so
your booking can be removed from the data base.
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Online Booking System - Tips and Hints for ease of use!

Once you click ‘Register Group’, your screen will be updated to:-

v &b Grand Day Out Registration X  + - b4
< C m 2% bookings.girlguidingleeds.org.uk/granddayout/register?Step=finish e W {}, D .i, a *

Grand Day Out Online Booking System

ainguiding

Your Registration Number for this event is 28405.

Thank you for showing your interest in Grand Day Out. Your details have been accepted and you should receive a confirmation email shortly.

Don't forget your registration is not complete until we have received your payment. The payment must arrive with us before 06 May 2024 in order to secure your places.

Instruction for making payments can be found on the Grand Day Out Website.

Grand Day Out Privacy Policy
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You will receive an automated email which details your registration number,
together with details of the payment due (based on your estimated numbers)
and details on how to pay. Payment is not due until 6 May 2024, early payment
would be appreciated but we understand that you might prefer to wait until you
have actual numbers, given that payments are non-refundable.

Example email:-
Thank you for registering for Grand Day Out Activity Day.

Your Registration ID is 28405.

Please retain this email which includes your booking reference number. We
recommend you securely record the username and password you've selected as
you will need to use these details to login to the booking system and enter the
details of all the participants, leaders etc. attending the event. In order to secure
your registration you must now send £140.00 to the Admin Team Office below.
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Online Booking System - Tips and Hints for ease of use!

To pay by BACS:

Reference: GDO / Unit Name
Leeds County Guide Association
Sort Code: 40 52 40

Account: 00024618

Cheques should be made payable to "Leeds County Guide Association". Please
send cheques to:

Grand Day Out Activity Day Administration
The Trefoil Centre

16a Morris Lane

Kirkstall

Leeds

LS5 31D

Registration and all monies must reach the Administration Team by 06 May
2024.

Thanks for registering!

The Grand Day Out Activity Day Team
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Online Booking System - Tips and Hints for ease of use!

Part Two - Updating your booking

https://bookings.girlguidingleeds.org.uk/granddayout.

v &b Grand Day Out Online Booking X + — b4
€« ¢ @ % bookingsgifguidinglesds.org.uk/granddayout ¥ @ 0 0O &
(:%) Grand Day Out Online Booking System A About Grand Day Out | Login ‘ Register
Welcome to the Grand Day Out Online Booking System Tweets from
@EvBooUK

Grand Day Qut is an activity day designed for rainbows, brownies, guides and rangers within Girlguiding Leeds county.

For further information about Grand Day Qut click on the About Grand Day Out link in the menu above. X

Registration closes on 06 May 2024

Leaders will need to register their unit using this system and send £17.50 per child participant by the 06 May 2024. Click here to register the interest of
-
Your group. Nothing

If you have any questions regarding Grand Day Out please contact events@girlguidingleeds.org.uk here -
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Same screen as before but this time click on ‘Login’

This is when you need to have remembered your User Name and Password
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https://bookings.girlguidingleeds.org.uk/granddayout

Online Booking System - Tips and Hints for ease of use!

v & Login-Grand Day OutOnline = X+ - X
€ » C M 25 bookings.girlguidingleeds.org.uk/granddayout/login e W Q@ 0 a ’

Please login to your account

Username About Grand Day Out

Leeds County Girlguiding all section county
activity day held on 29th June 2024.
Password

Forgot password?

Register
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On successfully entering your user name and password you will be taken to the
sites home page.
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Online Booking System - Tips and Hints for ease of use!

v &b Grand Day Out Online Booking X + - X
€ G [ % beokingsgirlguidingleeds.org.uk/granddayout * Q@ 0 0O &

éi:b Grand Day Out Online Booking System
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: Wi the ay Ou ine Booki stem
The links elcome to the Grand Day Out Online Booking Syster Current
are NOW IN- Thanks for registering! Registration
the Menu
x> This booking system will guide you through the tasks leaders need to perform between now and the event on Saturday 29 June 2024 at Registration D
Wetherby Racecourse. We recommend you check here regularly for updates, however we will email you too from time to time. 28405
Current Tasks Registration Name
X ) ) . ‘ Test Unit Rainbow Guide
® Please estimate the number of girls and leaders that will be attending from your unit (you can amend the numbers as necessary), once Uni
nit
you have your final numbers please send payment. This is £17.50 per participating child.
® Pay your attendance fee, this is due by 06 May 2024. Click here for ways to pay. Section Type
® Promote the event to your rainbows, brownies, guides and rangers and be prepared to enter their details (membership number & Rainbows
name), along with any leaders in the near future. We will email you when this is required.
More Details
For further information about Grand Day Out click on the About Grand Day Out link in the menu above.
If you have any questions regarding Grand Day Out please contact events@girlguidingleeds.org.uk
Tweets from
@EvBooUK
Nothing
to see
here -
yet
When they
Tweet, their
Tweets will
show up here.
3
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This is the home page; please check it regularly as changes will be made as we
get nearer the BIG day, with tasks you will need to complete and information for
the day so please check regularly (emails will also be sent).

Changing your Estimated Numbers

It would be greatly appreciated if you could keep the details of your estimated
numbers as up to date as possible, to assist with the planning of the event.

To change you numbers, click on Participants (top right, next to the little house),
then ‘Revise Estimated Participant Numbers'.
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Online Booking System - Tips and Hints for ease of use!

v &b Grand Day Out Online Booking X + - X
&« C M 2% bookings.girlguidingleeds.org.uk/granddayout/secure/editnumbers.aspx W e 0 a *

Grand Day Out Online Booking System

Adjust Participants Numbers My Registration
Number of Rainbows 4 8 Registration ID @
(aged 4-7) 78405
Registration Name
Number of Adults [ Helpers 2 1 F . Testunit Rainbow Guide
Unit
(Aged Over18) .
Section Name
Test Unit
Number of Young Leaders & DofE volunteers 42 0
(o

Update Participants

Having modified Participant Numbers please visit the Payments and Balance section and send payment for any outstanding balance.

b
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Note: - Adults / Helpers, the first box is for ‘members’ and the second for
‘parent’ helpers on the day (male or female).

Once you have clicked on Update Participants you will automatically be taken to
the payment screen, but as before monies are not due until 6 May 2024.
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Online Booking System - Tips and Hints for ease of use!

Payments

The system allows you to view payments made click on ‘View Payments and
Balance’, on the left hand side of the home page.

Note: - The system has been configured for deposits and then a final payment
as you would probably do for a camp, however as this is just a one day event
the whole payment is required at the time of booking(non-refundable), hence
the screen below is a little confusing.

When you have made your payment (BACs transfer preferred), a member of the
booking team will update the system and you will receive an automated email
for your unit’s accounts.

Please allow seven days (longer for cheques) for the email to be generated.

v &b Peyment Summary for Registra. X + - X
&« C M 23 bookings.girlguidingleeds.org.uk/granddayout/v4/payments/registrationsummary w e 0 a *

CE%) Grand Day Out Online Booking System

Deposit Status Current Registration
Deposit Status : Registration ID
28405
Payment Due: £140.00
Registration Name
Total Payments Made : £0.00

Test Unit Rainbow Guide Unit

Section Type
Rainbows
Payment Status

Payment Status : m

Payment Due: £0.00

Total Payments Made : £0.00 Switch to Actual Participant Numbers

More Details

Participant Summary (based on
Payments Received s estimates) T3

Payment Date Payment Made By Payment Type Method Processed By Amount Received Type Visit Period Total
Reference .
Participant Whole Event 8
Leader Whole Event 2

Young Leader Whole Event 0

Payments Due

Type Payment Name Due By Amount
Deposit Registration Deposit 06/05/2024 £140.00
Attendance Fee Attendance Fee 06/05/2024 £140.00
Attendance Fee Attendance Fee 30/05/2024 £0.00 [ Paid |

14:38
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Online Booking System - Tips and Hints for ease of use!

Attendee Details

When you know who will be attending from your unit, please start to enter their
details, note this is required for both children and adults.

On the home page, click on *My Registration’ then ‘Actions’ ... Manage
Participants.

Note: - you can also alter the primary contact details for the event if anything
has changed.

v & Registration Details - Grand D== X + — x
€« C M 23 bookings.girlguidingleeds.org.uk/granddayout/vd/Registrations/Details/bcbeecd8-9c7a-497a-803 7-47b9dedd598¢ b+ 4 @ D a ”

.......

Registration Details for Test Unit Rainbow Guide Unit

Registration Details Participant { Actions ™ }

Registration ID View Payment Summary

Registration Primary Contact

28405 Manage Participants
Registration Name Username
Test Unit Rainbow Guide Unit Test1234
Organisation First Name
Girlguiding X
County Surname
Leeds Test
Division Email Address
Greenvale evboobcc@gmail.com
District Telephone
Greenvale 0712345678
Section Type Mobile Phone
Rainbows 0712345678
Section Name Address Line 1
Test Unit 1 Test Road
One child is registered blind Address Line 2

Town

Leeds
Participant Summary (based on estimates) = County

West Yorkshire
T Visit Period Total

ype isit Perio. o Postcode

Participant Whole Event 8 LS1 1XX
Leader Whole Event 2

ouna tender bl fuent . e
Ron atign Data T
= 7 f 52 = N = 1446
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Online Booking System - Tips and Hints for ease of use!

The participants screen is broken down into four areas:-

1. Rainbow / Brownies / Guides / Rangers

2. Young Leaders & DofE Volunteers

3. Adults / Helper ... non-members helping on the day (such as parents) will
need to be in a group with a volunteer who has a current and valid
Girlguiding DBS check in place. It is recommended that parent helpers are
DBS checked, but this is not essential.

4. Children (Non Participating) ... it is recognised that some helpers may
have to bring other children to the event, even though they will not be
able to participate in the activities.

Note: Please ensure you have the correct child adult ratios for the day.

v &b Participant Summary - Grand 0 X+

&« 2> C M 2% bookings.girlguidingleeds.org.uk/granddayout/v4/Participants/Summary * [« ] a ‘

.......

Participant Details

Export Participant List

First Name Surname

Add Rainbow

Young Leaders & DofE volunteers o

First Name Surname

Add Young Leaders & DofE volunteer

Adults / Helpers o

First Name Surname

Add Adults / Helper

Children (Non Participating) o

First Name Surname

8 © Type here tosearch =1 e - ﬁ cl i (wi @ @ n * Eﬁ A~ @ 1 di) ENG 01,1:2024 [
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https://www.girlguiding.org.uk/information-for-volunteers/running-your-unit/safeguarding-and-risk/adult-to-child-ratios/

Online Booking System - Tips and Hints for ease of use!
Whether you are entering a child or adult you will be presented with the same
registration screen.

Note: - Parent helpers and non-participating children will not have a membership
number.

v &b Grand Day Out Online Booking X + - x
€ @ @ % bookingsgirlguidingleeds org.uk/secure/participants.aspx?action=addgisection=1 ¥ @ O 0O &

Grand Day Out Online Booking System

Rainbow Details

First Name
Surname
© Medical condition O Yes ® No

Membership Number

@ Please ensure you have received appropriate consent for storing this information on this system. By adding personal information on
this form you are confirming that consent has been received

Event Management and Booking System © EvBoo Limited 2005 - 2024 Grand Day Out Privacy Policy
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Nearer the event additional functionality will open up, when you will be required
to enter the child’s parent/carers name and email address so consent forms can
be issued, a separate help guide will be sent out, to help you with this.

And finally please do not get yourself stressed by the system, if you get stuck
just email events@girlguidingleeds.org.uk (put GDO Help in header) and
someone will get in touch to help.

Page 15



