Scouting Ireland

Training Booking Process Document

Version 1

August 2018

Training Course Booking System August 2018




Contents

Training BooKiNg ProCess DOCUMENT ......ciiiuiiiiiiiieeeeiieeecitee e e e e e e sire e e e sabre e e esaaaeesesbaeessasteeeennseeesennsenas 3
Section 1 - Making a training course DOOKING........c.ueiiiiiiiiiiiiiie ettt e e e e e e sbaee e e 3
Section 2 — Cancelling or adjusting a Training BOOKING ......ccccuvviiiieeii et e e e e 3
Section 3 — MaKing PAyMENT .......uiiiiiiie ettt e e e e e e e e e e e s e et b ae e e e e e e e e nnrraeeeeaeeeannns 5
Section 4 - Further Points about Training Course BOOKINES ........ccevviiiiiiiiiiieie et e e e 6
Section 6 - Training Booking Process — What If Scenarios Flow Chart.........ccccccoeeiiiiiieeiiciicccieeeee e, 7

Training Course Booking System August 2018 Version 1



Training Booking Process Document

Welcome to the Training Booking Process Document. Here you will find instructions and information
surrounding the Scouting Ireland training booking process. This is the first version of this document
and we will review and update if any changes are made to the system or new information becomes
available. We hope you find this document useful in your training journey.

Section 1 - Making a training course booking

At the moment you can book training courses two ways via my.scouts.ie which are; “Method One’

z

(Group Bookings) and “Method Two” (Individual Bookings).

Method One (Group Bookings) is used when a group wishes to book and pay for one or more

member(s) of the group onto a training course. Bookings made via “Method One” must be paid by
the group through the group profile.

Method Two (Individual Bookings) is used for singular bookings where a member wishes to make

their own booking and pay the course fee themselves. Bookings made via “Method Two” must be
paid through the individual’s profile.

Method One - Applicable to Group Leader, Deputy Group Leader and Group Trainer.

Log onto my.scouts.ie.
Click “Manage Group”.

Click the “Events” Tab and select “Training”.

A list, of courses, will appear for the current year (To change the year “click change date”)
Click “View Event” to see further details of the course. (Course information, T+C’s etc.).

If you wish to book a place(s) click “Book Now”.

Select the number of participants you wish to book and enter any additional information
such as special need requirements/dietary requirements and click “Next”.

Select the members you are booking and click “Next”.

Click to confirm that you have read, understand and accept the terms and conditions.
Click “Confirm and Book Event”.

Please note your booking will not be confirmed until payment has been received.

Method Two — Applicable to all Adult Members.

Log onto my.scouts.ie.
Click “My Profile” and scroll to the calendar at the end of the page.

Click Training Events.

Click the highlighted dates to see the training courses.

Click “Find Out More” to see further details of the course (Course information, T+C’s etc.).
If you wish to book a place, click “Book Now”.

Enter any additional information such as special need requirements/dietary requirements
and click “Next”.

Click to confirm that you have read, understand and accept the terms and conditions.
Click “Confirm and Book Event”.

Please note your booking will not be confirmed until payment has been received

Section 2 - Cancelling or adjusting a Training Booking
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Below you will find instructions on how to cancel or adjust your booking on a training course.

Please note cancellations within 14 days of the course are non-refundable and non-transferrable. It
is not possible for you to make a cancellation on the MMS in this time frame therefore you must
email notice of your cancellation to your training Course Leader as well as the Training Administrator
(trainingbookings@scouts.ie).

Note it is not possible for a group to increase or decrease their numbers after a payment has been
made. If you need to adjust your booking after you have made payment please email the Training
Administrator (trainingbookings@scouts.ie).

For adjusting bookings made with Method One please follow the instructions below.

e Log onto my.scouts.ie.
e C(Click “Manage Group”.

e Click the “Events” Tab and select “Training”.

e Alist, of courses, will appear for the current year. (To change the year “click change date)”
e Go to the course you want to make the change to and click “Edit Members”.

e On the next page you can increase/decrease or leave the numbers as they were booked.
Click “Next”

Click “add” or “remove” as per your requirements.

Click Save Changes

If you have increased or decreased then your payment will be modified to reflect the
change. If you have just changed the names then your payment will not be modified.

For cancelling the entire group booking made with Method One please follow the instructions
below.

e lLogonto my.scouts.ie.

e C(Click “Manage Group”.

e Click the “Events” Tab and select “Training”.

e Alist, of courses, will appear for the current year. (To change the year “click change date)”

e Go to the course you want to make the change to and click “Cancel Booking” as required.

e A pop up message will ask you to confirm your cancellation. Press “Yes”. Note this will cancel
the entire group booking for the course.

For cancelling bookings made with Method Two please follow the instructions below.

e Logonto my.scouts.ie.
e Click “My Profile” and scroll to the calendar at the end of the page.

e Click Training Events.

e Click the date you are booked onto.

e Click the “cancel” button

e A pop up message will ask you to confirm your cancellation. Press “Yes”
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Section 3 - Making Payment

Training course bookings will not be confirmed until payment in full has been received.
You have 7 days from when you make a booking to make the full payment. If payment has not been

received within this time frame, the booking will be automatically cancelled and removed from the
course.

When you make a training course booking you must make an online card payment for the entire cost
of the booking.

Online Card Payment — This involves paying by card through the Scouting Ireland Payment Portal.

To make a payment for a training booking, log on to my.scouts.ie and follow instructions below.

e Group Bookings - Method One; Go to “Manage Group” then “Payments Tab”.
e Individual Bookings - Method Two; Go to “My Payments”.

Online Payments

e Select the Training Payment you wish to make.

e Select “Online Payment”

e A pop-up message will ask you to “press submit” to go to the “Scouting Ireland Payment
Page”.

e When you get to the payment page enter your card details as instructed to complete the
payment.

e When your payment has been received it will be automatically marked as successful.
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Section 4 - Further Points about Training Course Bookings

e The terms and conditions of booking courses can be found by clicking HERE.

e Ifthereis no “Book Now” button next to the course, this means the training course is fully
booked out or closed for bookings.

e Only correctly registered adult members of Scouting Ireland with Garda Vetting will be able
to book onto courses.

e Ventures that have turned 17.5 years old and have completed Garda Vetting are eligible to
book onto Training Courses.

e If a group cannot find or select a member on the group member booking list, this means
they are not eligible to attend the course either due to not having completed vetting or not
having the previous required training course completed (e.g. Being a Scouter prior to Youth
Led Programme)

e If your booking is within 7 - 21 days of the course start date then your booking is considered
as a “late booking”. To complete your booking in this time will require immediate online
payment by card through the Scouting Ireland Membership Site.

o It will not be possible to make a training booking within 7 days of the training course start
date.

e Cancellations within 14 days of the course are non-refundable and non-transferrable.
Cancellations in this time frame must be made in writing by email to your training Course
Leader as well as the Training Administrator (trainingbookings@scouts.ie).

e Payments for training bookings that were made using (Method 1 — Group Bookings) can only
be paid for by the; Group Leader, Deputy Group Leader, Group Treasurer and Group
Secretary.

e The course information for confirmed training courses will be circulated automatically by
email 14 days before the course. It is the responsibility of the Scout Group and the
participant to ensure their contact details are correct on the MMS.

e Inthe event that the training course you have booked onto is cancelled you will be notified
by email.

e Itis not possible for a user to adjust a group booking after payment has been made. If you
need to adjust your booking after you have made a booking please email the Training
Administrator (trainingbookings@scouts.ie).
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Section 5 - Training Booking Process - What If Scenarios Flow Chart

Making a Training Booking on
my.scouts.ie - What If Scenarios
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