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Part One – Registering Your Unit 

The online booking system can be found at:- 

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

 

 

 

 

 

 

 

 

 

 

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

 

 

 

 

 

 

 

 

 

 

 

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

 

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. 

 

https://www.evboo.co.uk/docs/password-reminders/
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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). 
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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.  

 

************* 

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

 

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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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 3JD 

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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Part Two – Updating your booking 

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

 

Same screen as before but this time click on ‘Login’ 

This is when you need to have remembered your User Name and Password 

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

 

 

 

 

 

 

https://www.girlguiding.org.uk/information-for-volunteers/running-your-unit/safeguarding-and-risk/adult-to-child-ratios/
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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.   

 

 

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. 

 

 

 


