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How to make a direct booking for the District Campsite.

1. Log in with your username and password using the log in box at the bottom right of the Home Page of the District Website. You will have to contact us to get a password. Please use this form http://www.swanleyscouts.org.uk/sform-campsite-campsite_booking_authoirty.html
2. Put your cursor on “Campsite” on the navigation bar

3. Highlight the “Booking Calendar” page and click on it once.
4. Go to the date you want to check if it is available. If the date is already taken,you have one of two options:

a. Select another date – again checking it is free

b. Emailing the person who made the booking to see if they are prepared to share
5. Once you have your date, go to “Add event” which is on the left hand side just above the Calendar pages

6. Click on this an give your event a title. For example “1st Any Group Cub Scouts Wide Game”. Your event title MUST include your Group’s name. 
7. Hit the “Submit” button and this will take you through to the Calendar pages. Scroll through the Calendar pages until you find the date you want

8. Make sure you put in both the start date AND the close date – even if it is the same day. Do NOT change the “Display as current event” button which must be at “NO”.

9. In the panel underneath give details of your activity. State time. Finish time and approximate number of young people. Add your name as the person making the booking and an email address.
10. Scroll down to the very bottom of the page where you will see a box entitled “Publish”. Change the word from “No” to “Yes” and then hit the “Save” button on the left. If you decide to amend your booking, please delete the old one and start again on the new one.
11. Your event is now published on the Campsite Calendar. The booking is considered to be a firm one, unless you hear back to the contrary within 72 hours.

12. Send the booking information to John Oxley using this link. Bookings are null and void unless this form is completed. http://www.swanleyscouts.org.uk/sform-campsite-booking_confirmation_for_john_oxley.html. IF YOU AMEND THE BOOKING AT ANY TIME YOU MUST ALSO LET JOHN KNOW BY RE-SENDING THIS FORM.
13. While bookings are strictly on first come/first served basis, if you see another Group has already made a booking for that date, do contact the person who made the booking as they may well be happy to share the facility.
14. Please take care to follow these instructions carefully as the site could be seriously compromised if loads of mistakes are made and left uncorrected. If you have made a mistake, scroll down to the bottom of the page at any time. Hit the “Delete” button and then start again.
