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Introduction

Hello.

Thank you for considering using YouthWeekends.com to manage your event. This document has been
produced to explain how to use the YouthWeekends.com websitedandribe the processes you need
in place for your eversdministrationto run smoothly.

Several years ago a website was used to manage the bookings for Bracknell Youth Weekend. This system
has been redesigned, improved and scaled up to accept bookingayorouth weekend or Bible study
event.

Since its release the website has been used to manage many Christadelphian events for young people.
By creating an account and storing user details online it is much easier ent@battendees to book

onto an event. Attendeescan also see when their payment has arrived and their booking has been
confirmed.

Organisers find the website useful as it provides a central store for all attendee information. The
booking process is clear, and provides flexibility fgamisers to uplad any additional forms thateed
completing (for example medical and consent foyny adding your event to YouthWeekends.com you
are instantly notifying hundreds of interested young people about your planned Bible study.

We hope you find the website useful in organising and publicising your event and pray that you have
rewarding time learning and studying together around God's Word.
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First Steps

Signing up to youthweekends.com
The first thing you need to do tis register yourself on the YouthWeekends.com webditgou already
have an account, go straight to the next step. Otherwise, follow the instructions below.

1. Open yourfavourite browser and head over to http://www.youthweekends.com/
2. Using the menu at the top of the screen, select "Register"
3. Complete the fornshown on the screerMake a note of the password you create.

Although your account has been created, you will not be ablaaate a new eventintil one of the site
administrators reviews your application and verifies your identity. This process dtasntong, and
your account is usually enabled within 48 hodrsis verification process stops spurious events being
created. The administrators may need to contact your recording Brother to verify your d&tails.
request acount verification clickon ¢Eventsg, then diNewg, and then clickRequest Account
Verificatiorg. After you do this and the account is verified, you will see a star nextuoname at the
top of the page and you will receive an email notifying you of the account verification.

|_|:||;|I;|E£I:| in as

: Stephen Brown I\'ﬁRequest Account Yerification |

I

Logged in as: * Stephen Brown

steve@youthweekends.co.uk to bracknell

Dear Stephen Brown
Your account has been verified, and you can now create events
Thanks

Youthweekends. com

After your account has beererifiedyou wil be able to sign in to the website order to create your
event Once you have successfully signed into YouthWeekendsagthnyour verified accounyou are
ready to add your event to the system.
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Adding your event to the site
¢2 IRR 82daNJ S@Sy i (2 GKS aAadsSsz OtAO0]l a9@Syiaé FyR

Coming Soon  Feeds Mew  Past Weekends

You will then be taken to a new page where you can enter all the details for your event

New event

Please cormplete the form below to add a new youthweskend or event, Fields
rmarked * are mandatory,

Mzt Qetzifs
A iF fha masf imoortant informaiion foe an arant

it *
Ercfemia frafact nona™
0 ecoesE | Please select L!El
Sarf dafe *

| 2009w || July ~[s ¥
End daka *

| 2009 | July w3
Soaakar®

(obviously, there are lots more details to enter)
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Create Event
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Consent Forms

During the creation of your event, you will have the option hoase whether you require a consent
form. Youthweekends.com offers 3 different options for your event. The first is whether you actually
require a consent form at all.

Covrsentt Farim

Doar powr event reguire a
conFEaf form for wnger
fge?

The second option allows you to choose whether you want youthweekends.com toage@econsent
form for you, or to upload your own. A sample generated consent form is shown at the end of this
document.

Bracknell Youth Weekend

£ pou want us fo

youthweekends.com

Medical Information and Consent Form
Bracknell Youth Weekend Fri 24 Jul 2009 to Sun 26 Jul 2009

Child's Name
Date of Birth
Contact Details for Child's Doctor:

Name 1

Address [

Phone 1

genarate a consant farm

your arant?

If you choose not to generate a consent form, you may upload your own

£a pow wanf us fo
Fanarara 8 consant form |:|

oL awants

Flaare yplbad a conzant

form fhera ID ocumentzhDownloadzhzample. pdf|  Browse...
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Taking Bookings

How young people book onto an event

Whena young person wants to book onto your event, they first need to be a registered member of
youthweekends.com. This process is described on the previous page. They then will be able to see a link
to your event from their homepage, and when they click os thik they will be able to book onto your

event electronically

Bracknell Youth Weekend 8. You are currently not booked on Bracknell Youth Weekend
ZT/07/09 - 29/07/09 | Attendees Book onto Bracknell Youth \Weekend

“Connecting the youth” - Stephen Erown §SEE whos booked on

| |- 0424 (+0)

Booking onto Bracknell vouth weekend

Please complete the form below to book onto Bracknel yYouth wWweekend, Fields
matked * are mandatory,

Fransgariation

Teff e Aowr pow are fraveling fo Srackned Youlth Weskend' £0 we can make (8 narssrary
fransoort arrangements.

How will o get ko Please select

Bracknell oukh
Weekend

Ficky datails

faf e fnowr F pau cannal fedval sheaight fo fhe vanuwe and need fo hia maf oF picked up.

Whould wou like to be met

somewhera?

Please provide details that

will help us to meet vou:

Biook on b Bracknel Youth Weekeand IEEII:k to Bracknel outh weekend
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Booking on people without a YouthWeekends.com account

There may be a number of reasons why someone cannot book onto your youth weekend online. Some
people may not want to disclose theiepsonal details on a website, and some (particularly very young
people) may not have their own email address. Others may simply not have access to the internet.

In these circumstances you will need to book the person onta yaekend by creating paper

booking. If you should encounter this situation, we strongly advise that you check the person in question
knows aboutYouthWeekends.com@nline booking system. It is much easier for you if people book

online themselves!

When you need to create an anonymbooking it is important that you gather all the required booking
information from the weekender in question. To help you extract this information we have included a
Paper Booking Checklist at the end of this document. Keep a copy by your telephose yogaeed to
take apaper booking over the phone.

To register a paper booking on the system, log into your account and find the event you are organizing
and then follow the steps below:

1./ f A o«l 2y G RR | y ok i G 5‘&&ddanattendeeﬁumapaperbuuking NI 62271 Ay 3
2. Enerthel GG SYRSSQa 0SYFAB2IRREY DA KIF @S 2y S> 2dzad f S
3. The system will then see if the attendee is already a member of youthweekends.com. If so, it

will fill in the details for you and only ask for the booking information.edifise, you will have

to add all the information in the fields provided.

Remember: one of the main advantages to the YouthWeekends.com website is that it does the data
gathering for you. Taking paper bookings should be considered a last resort, to benhgsédc
weekender absolutely cannot create an online booking themselves.
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Creating your own booking forms

The traditional way opublicisingan event is to create a flyer that is sent to the Recording Brethren of
nearby ecclesias. This is a good waynake sure that potential attendees have heard about your event.
It also reaches those people who have not yet signed up to the YouthWeekends.com website.

People who complete and post booking forms require an anonymous booking to be created. As we said
in our last section, this creates a lot of work for you. Stating clearly on both your booking forms and
flyers that you prefer online bookings will @gour administrative overhead. Evemriganiserdave told

us that a small text note on their forms sayiihgt bookings can also be made via youthweekeoais

has increased the speed at which people book on.

Please ensure that when you create your booking forms you request all the information listed in the
Paper Bookings Checklist, which you can find towlaedetnd of this document.
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Confirming bookings

When you create your event, you can choose to require confirmation for each person bookihgan.
enable this optionwhen someone books onto your event you can manually choose whether they are
allowed tocome (some events have more stringent requirements than others such as wanting a certain
number of attendees from a certain location and this enables this chdf@)abled, vinen someone

books on, you will be sent an email prompting you to check theikigy andconfirm it. A link will also

be shown on the bottom of the weekend view which tells you how many attendees are unconfirmed

&Confirm Bookings (1)

When you click on the link you will be taken to a page listing the unconfirmed attendees, with a button
to confirm them.Pressing this ditton will confirm the attendee andutomaticallysend them an email
notifying them of this.

Attendees that have not yet been confirmed

Name Options

Steve Brown (Bracknell)

Back to Bracknell Youth Weekend

Clicking the button will process the confirmation

Name Options

Steve Brown (Bracknell) & Updated Successfully
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Payment
Youthweekends.com does not yet procgsyments onlingbut it does allowyou to track which
attendees have paid you

/I £tA01 GKS a4/ KSO1l 2FF LIS2LX S GKIG KFE@GS LI ARE Ay
event.

@Check off people that have paid

CKS fAald 2F LIS2LX S GKIG KIS y24 LIAR A& akKz2gyo |/
have paid for the event.

Attendees that have not yet paid

Please not that this list is only for bookings on the main list that have
been confirmed, not the waiting list

Name Options

Steve Brown ) Working...

4

MName Options

Skeve Brown @ Ipdated Successhully
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The Waiting List

When you created your event yauould havespecified a capacity for the event. When thapacityis
SEOSSRSR:I G(GKS S@gSyi Y20S8Sa AydG2 aélAGAy3a tAdad Y2RS
onwards are put on a waiting list, even if a couple of people book off and the number of people booked

on is less than the event capacity.

To explain exactly why this is the case, we have to explain the behaviour in the old system. In the old
system, if tle capacity was 30, the top 30 people on the list would be on the main list, and any excess
were on the waiting list. If person number 25 booked off, then person number 31 would drop down into
the main list. However, if the event accommodation was alreadlied and person number 25 was a
young female, placed with other young females in a house, and person number Zlmads, this

presents problems. Thus, in the new system, when someone booka effeat when it is full, the

website does not let anybodyemwv onto the event. Instead, it notifies you, the organiser, and lets you
choose if you want to move somebodwto the main list

To move people off and on the waiting lid&2 (2 GKS S@Syhal gR2DERORya{ SS ¢

ﬁSee whios booked on

You will then see a list of pe@pbooked on, along with a button allowing you to move on or off the
waiting list

Mame Ecclesia Booking date Admin

Steve Brown  Srackned 03 July 2009, 1308 | Mave ko waiting lisk |

Clicking the button moves the person to the other list.

Waiting List

Mame Ecclesia Booking date Admin

Stewe Brown  Sracknedf 03 Juby 2009, 13:05 | Move off waiting list
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Accessing booking information

When people book onto your event, you will then have access to their informatiodetadls on their

booking. This is for use in organising your event. The main way of accessing their information is via the
aAONRa2Fld 9EOSt SELRNISNW® ¢2 | 0O0Saa G(GKAazZ FTANRDG
Spreadsheet of attend®@ & ¢ ®

O

18Download the list of attend eesl:>E\Excel spreadsheet of attendees

.\E - 07-03-2009-1246626267 Brack

Hume Insert Page Layout Formulas ta Review View

& Cut |Anal '|1[} *HA‘-;[] IEE'E'”‘E"I = Wrap Text General

%Cuw 5 5
Faste 3Furmtl’amter [B il v”— v”& v'ﬁvl I; EIEH'E-'E!-'E} MHQE&[EMH ” ET' %
Clipboard I} Font L Alignment P Mumt
F10 - (» E
A | B | C | D |[ELo B ] 6 | H |
1 Main list
2 Mame Email Address Gender Age Mobile Number Ecclesia  Baptised Adi
3 Steve Brown steve@youthweekends.co.uk Male 2007746438605 Bracknell No 61
4
5
R

Please note that there are several pages on the spreadsheet.

o Attendees .~ Waiting List -~ Baptised . Report Info [Nl

e |

You can then sort, prepare lists, and merge information from this into letters (or any other function you
see fit).
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Email Notifications
Youthweekends.com sends out emails whernt&in events happen.

For instance, when someone books onto an event, they receive an email similar to the following:

Youthweekends.com: Thanks for booking onto Bracknell Youth Weekend

steve@youthweekends.com to evolvedlight show dets

Dear Joe Bloggs
Thanks for booking onto Bracknell Y outh Weekend

Your booking has been received by the youthweekends. cam system.

Details:

Event: Bracknell Youth YWeekend

Date: Jul 23 to Jul 24

Attendee: Joe Bloggs

Booking Type: YWeekend Booking

Transport Details: Train

Youwaould like to be met somewhere

Additional Details: Could someone pick me up from the station please? Thanks

Thanks very much!

The youthweekends. com team

The event organiser also receives an email similar to the following:

Youthweekends.com: New booking for Bracknell Youth Weekend

steve@youthweekends.com ta steve i

Dear Steve Brown

Youve received a new booking for Bracknell Youth YWeekend

Details:

Event: Bracknell ¥Youth Weekend

Mame: Joe Bloggs

Ecclesia: Jersey

Attendee: Joe Bloggs

Booking Type: Weekend Booking

Transpart Details: Train

The attendes would like to be met somewhera

Additional Details: Could someone pick me up fram the station please? Thanks

Thanks very muchl

The youthweekends. com team
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Custom Emails
Youthweekends.com also allows you send customails to people booked onto your event. To do this,
FANBRG OfAO1 a{SyR I YSaal3asS G2 S@oSyid IGGSyRSSa¢

Bl & message to event attendees

Next, choose who you want to send the email to, and type a message in the large input box provided.
You may choose from sending the email to:

e Everybodybooked on

e Everybody on the main list

¢ Everybody on the waiting list

e Those not paid on the main list

(the main list is those attendees on the booked on ligt, not the waiting list)

Send message to all attendees

@ Emails will not be sent to the 1 unconfirmed attendees

Message

Sendto Aiboskedon |

Message to send

The emails will then be sent out to the people in the chosen group. Ewilliteot be sent to
unconfirmed attendees if there are unconfirmed attendees for your event, a warning will be shown at
the top of the screen.
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Managing Organisers

Most events have a group of people organising it. You probably have someone in chaog&ins,

someone sorting out accommodation and someone else doing catering, at the very least. You therefore
need to let several people access the information stored for your event on youthweekends.com, and the
organisers menu helps you to do this.

Toldi Y2NB LIS2LIX S | 00Saa (GKS AyF2NXIGaAz2ys OfAO01 a{S

aSEE whio can adrninistrate this event

You will then be taken to a list of people that can manage the event. At the start, you are probably the
only person on this list.

Organisers for Bracknell Youth Weekend

This is the list of users authorised to administrate Bracknell Youth
Weekend. You can add new organisers or remove existing organisers
from this page

Name Email

Steve Brown steve@youthweekends.couk

To add someone else (they need to haigned up for youthweekends.cobefore you can add thejn
2dzati Of AO1 G!'RR Iy20KSNJ 2NHI yA&SNE

New event organiser for Bracknell Youth Weekend

Add by Email Address
Please enter the organiser's email address, and press "Add Organiser”. The additional
organiser must be registered on this site
Email Address *

steve@evalvedlig ht.co.uld
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9YGSNI GKSANI SYFAf FRRNBaax yR Ot A0l 4! RR hNHIYAAZ

|New organiser created |

Organisers for Bracknell Youth Weekend

This is the list of users authorised to administrate Bracknell Youth
Weekend. You can add new organisers or remove existing organisers
from this page

Name Email

Steve Brown steve@youthweekends.co.uk

Stephen Brown steve{@evolvedlight.co.uk

The second organiser will then have the saspéons as you do, and will receive emails when people
bool 2y 02 &2dz2NJ S@Syido® hNEIFIyAaSNAR OFy 0SS NBY2QSR

(@]}
:




youthweekends.com

The Map

Youthweekends.com will generate a map for your event that not only shows where your event will be,
but also where other attendees are coming from. A small example is shown below:

Map for Bracknell Youth Weekend

O this map you can see all of the attendees for Bracknell youth wWeekend
Map Legend: Q is the event, and a person is &, -E:, ar ﬁ'

L ol 1

Event Location

&t Nents\

Bedfnn;l

Bicester 5 itchin

: \
* Bletchleyd oJ Letchort
atabl itc
> g rd & Stevenage

P by -
- NS # !%—Luwn i)
n i 3
o Witney . A@Oxford Hemel

Hempstead _.4, Ches

Attendee location

Chippenham Wroughitan )

« eCalne (a ‘m
Mildenhall - ._ﬂmm I
olevizes ~ "m
Jadley

Basingstoke

Andovers
Wi n-*-_..-- :

herborme
FOWERED EY
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Frequently Asked Questions

vY LQR fA1S (2 daaS e2dz2iKkgSS1TSyRaoO2Y (2 | ROSNIAAS
do this?

A: Sorry, but no. Youthweekends.com is primarily a booking system and having events that cannot be
booked onto dilutes this purpose and makes the site far less effective and useful. We realise that this
limits the number of events people can see on the wiehdiut think that in the long term this is the

best option.We would advise putting it on the Faith Alive! events list which can be found at
http://www.thechristadelphian.com/faithalive/whatson.html

Q: My event is not held in the UK, can | still use Ydthekends.com to manage my bookings?

A: No. We have to authorise all the accounts created on the website. This is fairly straightforward as we
know most of the Christadelphians in the UK so it isn't hard to verify their identities. However, our
knowledge & people further afield is somewhat limited. If you think your country would benefit from
using the YouthWeekends.com booking system let us know; taking the site international is something
we might consider in the long term.

Q: How secure is YouthWeekendsm?

A: The website is very secure. We don't even know your passwdldspasswords are encrypted with a
oneg | & KIFIakKe 2SS R2yQi GF{1S LIevySyida.2yftAyS FyR &z

Q: | have a great idea for a Christadelphian website! Can yelp fme write it?
A: Administering YouthWeekends.com and creating new features takes up a lot of our time. Individually,

the members of the development team are also involved with their own personal projects and so it's
unlikely that we'd have time to pragte another site.

However, we do have a lot of technical knowledge and access to a number of development systems
(SVN, continuous integration, hosting, Bible/concordance and daily readings databases) which we're
happy to share if you're serious about yquoject. Drop us a line, we're always interested to hear what
other people are working on.

Q: I am proficient in Rubyn-Rails and would like to help out. Can 1?

A:Maybe! If you are interested in helping out please get in touch. Depending on our wdrkiw the
number of new features we are working on (and how interdependent they are) we may have some
additional work that you could get involved with.
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Q: Can | add additional details to the registration form (i.e. customise it)?

A:No,notcurrently. ¥ &2dz GKAY]l GKIFI{d ¢2dd R 0S dzaS¥Fdz = GStt dz
it into the site

Q: Can attendees contact other attendees, for example to arrange lifts?

A: No, but by using the map function they will be able to see if there are @tiendees coming from
near them, and so then contact them directly if they know the person, or get in touch with the event
organisers in order to get the contact details of the other attendee. This is to generally reduce the
amount of personal informatioavailable on the site.
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Appendix

Event Notification Checklist

When you come to add your weekend to the YouthWeekends.com website you will be prompted to
enter the following information. Take this form to your event planning meeting and use it as atguide
your discussions. Don't forget to make sure you have filled in all the event details below by the end of
your meeting!




