Guide to setting up events on OSM
Setting up the event
In the events tab, select “Create event” using the button at the top left.
You can then enter the name of the event, dates and times, and put a limit on numbers if required.

In the above page, you need to put a cost, or if you just need them to sign up select the cost
to be confirmed box. The confirmation deadline will stop anyone from signing up after this. I
would recommend selecting invitation reminders. Once the bottom box is selected the event
will show in the parents view of OSM and they will be able to sign up.
You will then get this screen:

Scrolling down you can now add badge links and any details
about the event. It’s important that the details that you
want the parents to see are entered in the bottom box
marked Details for My.SCOUT. This is what they will read
when the receive the email inviting them.
You can also attach any documents e.g.Permission to shoot
form.
Don’t forget to click save!

Adding columns
You need to add a column for all events
asking the parents if their child’s health info
is up to date. You need to tick the
compulsory for parents box as this replaces
our paper health form.
You can add more columns to collect any
other info you want.

Adding a payment
If there is a cost involved with the event, you need to add this now.
Under “section admin” select “payments”. You will need to have permission to edit payments on OSM
to do this. If you don’t have it you need to ask the leader of the section to give you this permission. (or
Ange)
Depending on your section, you will have a
number of schedules to choose from.
If you click on edit schedule you can see which
bank account the money will go to. Termly
subscriptions is only used by the subs
treasurer.
It is important that you use the correct
schedule.

Bank account the money will go to.
You don’t need to amend any of these
fields

Click “add payment`’ you can then put in a description. This is the text that will be seen by the
parents on their request for payment email, so its important that its clear. See examples above.
Set the date that you want the payment to be made.
Then click the save schedule button at the top of the page.

Adding the payment to the event.
Go back to the event page and click
You will get this box and you ca select the schedule you have just set up

You will see that you now have 2 columns payment processing and one marked with the name
of the event. These will be automatically filled in once they sign up for the event.

Inviting Members to the event.

You are now ready to invite members to the event by selecting them and clicking in the action
box at the bottom

You will now be able to see who has been invited, and later who is coming, whether they’ve paid and
their health info

If you don’t want to charge leaders for
instance for a camp, you can change the
payment processing column to manual.

This is what the parents will
see when they click on the
link so its important that the
details field is filled in with all
the information they need to
decide if their child wants to
attend.

This is the view you will get
as people start replying and
signing up.

Sharing the event with another section
You can share the event with another section by clicking on the button at the top.

Don’t forget to save the template once you’ve completed it. Check the sharing configuration and select
which section you want to share the event with. You will need to start typing 1st denmead to get the
drop down box.
Then click share. You can then add a payment schedule to the other section.

A leader from the other section will need to accept the event. it will show on their dashboard.
Once they have accepted the event you will have
an overall view of who is attending by clicking on
the Sharing button
The reserved list is used if you have set a
maximum number of participants. Anyone signing
up after this has been reached will be placed on
this list.

