Mid Cornwall Scouts - Event Booking instructions

Please see below our event booking instructions, these are the same for all our events but note
the extra parts below for Coast2Coast and the Cub Challenge.

Note the software is called EventBoo
We also have some additional instruction for parents here, that you can forward to them

directly.
https://midcornwallscouts.org.uk/wp-content/uploads/2026/04/Parents-event-instructions.pdf

Registration
Step 1 Register for the correct event: https://bookings.midcornwallscouts.org.uk/ChooseEvent

Step 2 Click Register
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Step 3 - Click register participants:
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Step 4 - Input your group details using the drop downs and also set up a username and
password - You will need this every time you log in, and a new one for each event if you are using
multiple events(You can set them all the same). Note this login is to manage the booking so the
person booking does not need to attend the event and wont be charged:
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We ask for your approximate numbers on booking
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You will receive a confirmation email and a confirmation screen like below
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Login and provide info of attendees:

Step 1: Return to the same screen as before
https://bookings.midcornwallscouts.org.uk/ChooseEvent

Click login

Enter your username and password:
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Step 2 click on registration:

Add your home contact

Switch to Actual Participant Numbers

Home Contact

No Home Contact details have been provided.
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Submit Home Contact Details for 3rd St Austell Beaver Scout Colony

Name
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Confrmation that the home contact kas been brisfed on ther role and responsiplities and has confrmed ther undesstanding of the role

w

Step 3 - Add your participants:
go to actions and manage participants
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Step 4- Add your participants manually using the green buttons or automatically through OSM
pressing the OSM logo highlighted in Yellow.

Participant Details 3nd 82 Austdl Saaver Scout Columy (15808)
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For OSM -Click link to OSM
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Work through the wizard using your OSM details:
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Pick your section:
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Pick your event:
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Get your adults and young people to sign up through OSM as normal.

IF you do not wish to use OSM add people directly use the green button and add their basic
details:
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Step 5 - Once you have added the young people and adults you need to request their medical
forms are completed — note for catered events this is also the link for people to add food
choices:

From the participants menu select: Manage permission and medical forms
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If using OSM the emails will already be complete — if manually entering participants you will
need to add the email addresses
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Select the people you want to send too and press the — Save and Send emails button
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The Email sent logo will turn green and the email will save parents will receive the email below:
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Step 6 - Coast to Coast only - Please visit the online shop and book Friday night camping and
bus tickets for Saturday morning (£15.00 surcharge)
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Click on the shop logo
Click on Order

Select the number of Fridany night campers you have — with or without a coach seat. If you have
a mixture please place two orders one of each type:

Lot L KNy T 0 hop St miIiommalscouts. ong. Jk

Order Administration Charge
Product Name Product Desaription Unit Price Order Quantity Total Price
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If you click on view orders you will be able to see your Friday night options and the food bookings
for your young people:
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Step 7 -Payment
Click on my registration and Payment:
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Make a payment before Friday 17" April to
Mid Cornwall Scouts

Sort Code: 30-91-91

Account Number: 40460968

Any payments received will be shown on here in the form of a receipt.

Step 8 - Putting members into teams:
Click on Participants and assign team members:
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Click Create new team - create the number of teams you need
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Drag participants into the team — Adults and young people:
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