
Diocese of Steubenville Youth Ministry Online Registration Instructions  
 

1. Go to the event’s web address, which will generally be found on the event flier, in 
a promotional email, or linked from the Diocesan website. Due to Safe Environment 
policies, these events are not listed publically. Keeping these events private ensures 
that Youth Ministers and Diocesan staff can control registration and ensure that only 
Safe Environment trained adults are allowed to register. This means, however, that 
you will not be able to simply search the Eventbrite website for these events. If you 
lose the link, please check the Diocesan website (www.diosteub.org/Youth) or 
contact the Youth and Young Adult Ministry Coordinator.  
NOTE: If you are having trouble accessing the event web page, check to make sure 

you include https:// in front of the address.  
 

2. Check the event Registration Instruction Details to find out if there are forms to 
fill out or additional instructions. Scroll down the page to “Event Details.” Here you 
will find a link to additional forms and any other important information about the 
event.  
 
Clicking on the files will open the file, download the file, or ask you to download it to 
your computer, depending on your browser settings. Each participant will need at 
least a Diocesan waiver form; many events have several additional forms to fill out.  
 



Now, you are ready to set up your group.  

 
 

3. Group leaders will need to add a group first.  Select “Group” under the ticket 
option. 
 

 
 
4. Click “Create a Group,” which will pop up a box to name your group. Please use 
your parish, school or group name and Town (e.g., St.. Ann’s-Chesapeake, Hearts of 
Fire, St. Joseph School-Ironton, etc) Click Create.  
 



 
 

 
 
5. Then, click “View Group Page.”

 
 
 



6. Next, if you so choose, add an image for your group, and edit the description of 
your Parish/School/Youth Group. 
 

 
 
 
 
 
 
 
 
 
Now, you are ready to purchase tickets. 
 

 

Ordering Option #1—ORDERING AS A GROUP 
 

1. From the Group page, click “Register” to continue registration.   



 
 
 

2.  Then click the green “tickets” button. 

 
3. Select how many tickets you would like for the event (Youth, Adult, Family, 

Additional Family members) and also, if applicable, how many seats on the 
corresponding regional bus. (For buses, please review the details by clicking 
show info under the ticket.) 
 

4. Click the green checkout button in the bottom right corner when you are 
done. 



 
 

5. Choose your payment method. If you would like to pay with a check, choose 
“Pay by Check” under the Payment Method. 

 

 
 
     OR 

 
1. Fill in your information. The Youth Minister should be the Ticket Buyer, even 

if they are not attending. This allows us to better track groups and 



attendance on our end, because Eventbrite organizes data by the Ticket 
Buyer.  

Participant information should be entered for each person. If you do not yet have 
names for each participant, use “Youth 1” or “Adult 1” for the first name and the 
name of your parish or group as the last name.  Ple  

ase keep in mind the refund policy when purchasing tickets. 
 

2.  Once you’ve completed your registration, click “pay now” or “Pay by Check.”  
If you are paying with a check, you will see instructions about where to send 
the check, deadlines, and how to make out the check at the bottom of the 
page.  

 
3. After ordering:  You will receive a confirmation email, e-tickets, and 

additional details and notes related to the event shortly after you submit 
your registration.  

 
 

Make all checks payable to “Diocese of Steubenville,” and include the name of the 
event in the memo line.  
 

Please note that hard copies of all forms required will need to be mailed to the 
Chancery or brought to Check-in on the day of the event. Individuals without the 
proper forms will not be admitted to the event It is the Group Leader’s job to ensure 
all the necessary paperwork is in order prior to departure for the event.  
 
Detailed, event-specific instructions will be included on the event page and in the 
instruction sheet that can be found on www.diosteub.org/Youth.  
 

The mailing address for Youth events is: 
 
Diocese of Steubenville 
Attn: Youth Coordinator 
422 Washington St 
PO Box 969 
Steubenville, OH 43952 

 

Ordering Option #2—ORDERING AS INDIVIDUALS 
 

1. Group leaders can invite individuals to register with their group three 
different ways 

1. Invite individuals directly through Eventbrite through email by 
clicking the Blue “Invite Group Members” button in the group 
homepage. (If you choose this option, please be sure to select “Send a 
copy to myself” before sending the message.) 

 



 
 
 
 
 
 
 

2. Invite individuals by copying the invite URL and pasting that in an 
email coming from the email you use to correspond with the youth 
and their parents. 
 

 
 
 

3. Invite individuals to join a group that has already registered.  
 

2. Individuals go to the event URL and select Tickets. 



 

3. Select “Group” NOT “Individual” 

 
 

4. Under “join a group,” type in the group name for your Parish/School/Youth 
Group to search. 



 
 

5. Select your group 
 

6. After you’ve chosen your group, you can select how many tickets you would 
like for the event (Youth, Adult, Family, Additional Family members) and 
also, if applicable, how many seats on the corresponding regional bus. (For 
buses, please review the details by clicking show info under the ticket.) 
 

7. Click the green checkout button in the bottom right corner when you are 
done. 

 
 

8. Choose your payment method. If you would like to pay with a check, choose 
“Pay by Check” under the Payment Method. 



 

 
 
     OR 

 
4. Fill in your information. The parent should be the Ticket Buyer, even if they 

are not attending. This allows us to better track groups and attendance on 
our end, because Eventbrite organizes data by the Ticket Buyer.  
 

5. Participant information should be entered for each person. If you do not yet 
have names for each participant, use “Youth 1” or “Adult 1” for the first name 
and the name of your parish or group as the last name.  Please keep in mind 
the refund policy when purchasing tickets.  
 

6.  Once you’ve completed your registration, click “pay now” or “Pay by Check.”  
If you are paying with a check, you will see instructions about where to send 
the check, deadlines, and how to make out the check at the bottom of the 
page.  

 
7. After ordering:  You will receive a confirmation email, e-tickets, and 

additional details and notes related to the event shortly after you submit 
your registration.  

 

Make all checks payable to “Diocese of Steubenville,” and include the name of the 
event in the memo line.  
 

Please note that hard copies of all forms required will need to be mailed to the 
Chancery or brought to Check-in on the day of the event. Individuals without the 
proper forms will not be admitted to the event. It is the Group Leader’s job to ensure 
all the necessary paperwork is in order prior to departure for the event.  
 



Detailed, event-specific instructions will be included on the event page and in the 
instruction sheet that can be found on www.diosteub.org/Youth.  
 

The mailing address for Youth events is: 
 
Diocese of Steubenville 
Attn: Youth Coordinator 
422 Washington St 
PO Box 969 
Steubenville, OH 43952 
 
 
 
REFUND POLICY: Refunds will be accepted until September 29th. After September 29th no 
refunds will be issued. To Request a refund, please: 

1. Find your order on the Tickets page in Eventbrite. (After you log in to your Eventbrite 

account (go here if you’ve never logged in before), access the account menu, and 

click Tickets to find your order.)  

2. Select "Request a Refund” to get started. 

3. Fill out the contact form and select “Continue.” 

4. Review your request and hit “Submit Refund Request.” 

5. Wait 1 Week- Organizers should respond to your request within 1 week, and you’ll 

automatically receive an email from Eventbrite once the refund has been sent. 

6. Wait up to 7 business days to see your refund once issued. 

 

https://www.eventbrite.com/login
https://www.eventbrite.com/login
https://www.eventbrite.com/gettickets
https://www.eventbrite.com/mytickets

