HAWK MOUNTAIN SCOUT RESERVATION
ONLINE REGISTRATION - 2010

INTRODUCTION: You should assign a registrar for your unit to handle all online sign-ups. It is also recommended that
you use the same computer to complete all your registrations. Be sure your web browser allows “cookies” to save your
settings. Registration is open when the weeks listed on the bottom of the hmsr.org web site are activated.

IMPORTANT: Remember that this is a web-based process. Do not use the forward/backward arrows in your web
browser. Use only navigation links on the web page. Use the TAB key to move between fields, NOT THE ENTER KEY.

1) Go to the Hawk Mountain Scout Reservation Web Site (www.hmsr.org)

2) At the bottom of the main page, select your week for attending camp.

3) You will see details about your selected week to confirm this is the correct week. If this is your first time registering
for the 2010 camping year, click [REGISTER].
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5) Complete the Unit registration screen. When everything is filled in, click [SAVE &
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http://www.hmsr.org/

6) Under the Add, Modify or Delete Registrants section, click How many Scouts and Adults will be attending camp.
NOTE: You will be able to make changes at a later time, so do not worry if you are unsure of the final numbers you

will be bringing to camp.
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7) Enter the number of Scouts and Adults in the appropriate fields. When you are finished, click on [SAVE].You should
see that the numbers have been registered in red. If you need to make changes, re-enter your amounts and click

save again. When everything is correct, click [CONTINUE].
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8) Next you will enter the names of the people that will be attending. Under the Add, Modify or Delete Registrants
section, Click Tell us the names of the people attending. To add your first name, click on [ADD NAME].

NOTE: If you are tech saavy, you can click [IMPORT FILE] to read in a prepared list of names, addresses, and phone
numbers. This file MUST be in a spcified format described on the import screen. If you are unsure, use the manual
name entry method described here.
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9) Enter the details on each of the Scouts you will be bringing to camp.
NOTE: We are asking you to provide an email address for any scout that will be taking the Boots and Paddles
program during their week at camp. This is so the Program Director can communicate directly with participants
regarding equipment and program details prior to their arrival. It is not required for regular camp attendees, but
may still be provided.

When the participant has been entered, click [SAVE].
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10) The name entered should now be listed as a member of your unit. If you are sure they will be attending, check the

Attendee box on the right. Also be sure to select the attendee type as YOUTH or ADULT. Click on [SAVE], and they
will be marked as registered.
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11) Continue to enter all your participants in this way until you are finished. When the last name has been entered,
verify all are marked as an Attendee, and have been assigned an Attendee Type of Youth or Adult, and that all have
a status of Registered. When you are ready, click [CONTINUE].

12) Begin assigning Merit Badges and Programs to individuals by clicking either Register by Activity or Register by Name
in the Register for Activities section. Use Register by Activity if you have sorted all participants by the Merit badge
or program they are taking. Use Register by Name if you have sorted by name.

12-A) Method 1: Register By Activity:
SeIect elther Merlt Badges or SpeC|aI Programs. In thls case, we will choose Merit Badges. Click [VIEW ITEMS].
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You will see a list of all your attendees at the bottom of the screen, and a drop-down list of all available merit badges
for your week at camp. Choose the Merit badge class you want to register. Then select the attendees that will be
taking this class.

NOTE: Be sure to select the appropriate choice for each merit badges, as they are often offered at multiple times.

In this example, we have selected the 10:30 Archery Class, and selected Dave Jones and Fred Smith as attendees.
When everything has been selected, click [SAVE]. They will be marked as registered. Use the drop-down to change
to your next Merit badge to register, and select names as before. Continue until all merit badges have been
registered.
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Click on [CONTINUE] to return to the Merit Badges and Special Programs. Choose View Items and register special
programs in the same fashion as you registered merit badges.
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When everything is done, click [FINISHED].

12-B) Method 2: Sign up for Merit Badges and other activities

Use the drop-down menu to choose the name of the person you wish to register, and click [ADD CLASSES].
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Use the Class Group drop-down menu to choose Merit Badges or Special Programs. A list of classes will be listed.
Simply check the courses this person is to be registered for and click [SAVE]. Change the drop-down menu to Special
Programs, and register any special programs this person needs. In this example, Bill Greenbar is signed up for
Climbing MB at 9:00am, and Sailing MB at 3:00 pm.
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Click [CONTINUE] and you will see a summary of all merit badges and programs for this person.
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Use the drop-down menu to change the name at the top to register the next person, and continue until all persons
have been registered. When you have registered all youth and adults, click [CONTINUE].

13) When all registrations have been completed, you will be returned to the main registration page. There is an option
to check for conflicts in people’s schedule. This step is completely optional, but is useful to make sure an attendee

has not double-booked his classes.

14) C|ICk [Complete Reglstratlon Step 1 of 2]. You will see a summary of all attendees and classes registered
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15) Review and click [Complete Registration]. A printable copy of your registration is displayed.

IMPORTANT: Print a copy of your registration for your records. In addition to the actual registration, there will be
information on how to obtain your password to log back in and make changes.

When you have finished printing your registration, click [DONE].

MAKING CHANGES TO YOUR ONLINE REGISTRATIONS

NOTICE: You may not make any changes within one week of your arrival at camp.
All changes must be completed prior to that time.

1) Return to the Hawk Mountain Scout Reservation web site (www.hmsr.org) and click your week of camp at the
bottom of the main page.

2) Just above the register button, you will find “To edit an existing registration click here”. Click the link.

3) Enter your username (typically the email address you used when you created your registration) and password.
If you have forgotten or don@know your password:
-Obtain your User ID and Password by selecting the “Click here if you have forgotten your User ID or Password” link.
-Enter the email address you used to register and click the Send Password button.

-Your User ID and Password will be emailed to this address.

4) Edit your registrations, and be sure to save it when you are done.


http://www.hmsr.org/

