
GROUP LEADER STEP-BY-STEP 
GUIDE 

 

 
First of all, we are so excited to hear that you are bringing a group to the Big 
Church Day Out this year! We can’t wait to welcome you all.  
 
Below is a guide to setting up a Group using Group Plus. If you have any 
further questions please feel free to email Phil Coltman our Churches 
Relationship Manager (philcoltman@bigchurchdayout.com) who will be very 
happy to help. 
 

STEP 1: go to www.bigchurchdayout.com 
 

 
 
Once on our website please choose whether you would like to attend the 
North or South event by clicking on North or South. You will then need to go 
to ‘Tickets’ followed by ‘Group’. 
 
 
 

 
 
 
 
 



STEP 2: go to the group page 
 

 
 
Once on the ‘Group’ page please read through the information. You will 
then need to click on ‘Create Group’. 
 

STEP 3: double check! 
 

 
 
You will then be asked to double check that you are purchasing tickets for 
the correct event. Please select the correct answer. 
 
 
 

 
 
 



STEP 4: login or create an account 
 

 
 
You are now on the ‘Login Page’, if you already have an account with us 
please login, if not please fill in the details to create an account. 
 
 

STEP 5: get your group ready 
 
 

 
 
 
Please enter in your Group name. Please be aware that this will be the name 
in your unique link and you will not be able to change this at a later date. An 
example of your unique URL will be shown below, so you can see what it will 
look like! 
 



You will then need to enter in how many people you hope to have in your 
group. No pressure, we don’t hold you to this! It’s just helpful for us to know 
how many people are potentially coming so we can plan for you all! 
 
 

 
 
 
Your group deadline date will then be shown. This can be changed in the 
‘Group Settings’ once your group has been created. However, we 
recommend for you to leave your group open as long as possible so you can 
get as many people in your group and the cheapest price! 
 
NEW FOR 2018! By default your group will still allow new bookings after 
the registration deadline, right up until online sales close at midnight. Any 
last minute bookings will be charged at the group registration closing rate. 
If you don’t wish to allow late bookers after your group registration 
deadline this can be changed in your “Group Settings”. 

You can then select whether you would like to pay for the whole group or 

whether you would like individuals to pay. At the moment your Group 

member’s are paying for their own tickets. Their payment will be taken at 

midnight on the day of your Group Registration Deadline.  

Please un-tick the box if you’re paying for everyone in your group. If you 

are paying for everyone in the group your card will be charged a £10 

deposit each time a member books in to your group and then the 

remaining balance will be charged at midnight on the day of the Group 

Registration Deadline. 

If a Group member’s card is declined whilst trying to take payment as the 

group closes, we will use the details you enter to collect the group 

member’s outstanding payment, ensuring that the group member receives 



their ticket to the event. If you would prefer for your card to not be 

charged please make sure you un-tick the box. 

In both circumstances if the group member’s card is declined, they will get 

sent an email asking for them to update their payment details. The card 

payment will then be tried again the next 2 days at midnight. If the 

payment details are not updated with a valid card and the group leader has 

chosen not to allow their card to be charged when payment fails, the group 

member will no longer be able to receive their e-ticket and will have to 

purchase their ticket through the BCDO website at the current price. 

Please enter in your billing address, contact information and payment 

details and click on ‘Create Group’. 

 

STEP 6: Check out your group dashboard! 

 

Welcome to your Group Plus dashboard! Here you can see your group 

deadline, how many people are booked onto your group and how many 

more people you need for your price to drop! 

On your dashboard you can also download an excel file containing all the 

members of your group and the tickets they have purchased. You can also 

book your own tickets in your Group and view the Group pricing grid. 

 



STEP 7: invites! 

 

 
The invites page includes your unique link that you can share with those 
you wish to invite to your Group. By following this link group members will 
be able to book their tickets to come as part of your discounted group to 
the Big Church Day Out.  
 
Some people put the link on their church slide, include it in their 
newsletter, send an email out to their church members, or set up a private 
group on facebook, the choice is yours! 

There is also a simple invitation template to give you some inspiration. 

Please feel free to copy and paste the text into your own email, where you 

can edit and personalise the invitation. 

 

 

 

 

 

 

 

 



Who doesn’t love a poster!?  Feel free to download the poster and 

encourage others to join your group to the Big Church Day Out! 

 

STEP 8: message your group 

 

Please feel free to use this function to email people who have booked 

tickets on your Group. 

 

STEP 9: you are all done and ready to go! 

Wahoo!  

If you would like to purchase your own tickets in the group please click on 

‘Book Tickets’ at the bottom of your dashboard. See you in June! 

 

 

 

 

 
 
 



	


