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A Guide to using the Bisley Online Booking Service

Setting up an account

If you haven’t already got one, you’ll need to set up an account.

Go to www.nra.org.uk Contact Us

Click on ‘Users’ - a dropdown box will appear. Register as a user

Click on ‘Register as a user’

My Home - Login

Enter your details into the registration form. Please >
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Check the box next to the terms and conditions
) Members Pages

Login to pay for membership
Bible and make donations. You g
membership details.

Click ‘Register’

Accessing the Online Booking Service

You can access the Bisley Online Booking Service from your login homepage on the NRA or NSC websites.
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You will be taken to your homepage



4. Click on ‘Range Bookings’
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Search for Imperial Meeting scores
Range Bookings

Online Imperial Entry

View my online Imperial Entry Summary

Online Gallery Rifle National Championships 2009 Entry

Logout

Edit details

Change registered email account
Change password

details.

This section allows you to keep your contact details up to date. In the future you will be able to carry out other tasks such as
booking targets or paying membership renewals. If you are a member of the NRA and you have entered your membership
number (and it's been verified), you will see other sections available below. Click on the link to view or update the respective

Contact details NRA details

Member Section

You will be taken to the introduction page for the Bisley Online Booking service.

5. Read the guidance notes
thoroughly

6. Read the Terms and Conditions

7. Click on ‘l accept these conditions
and want to continue’

You will be taken to your Booking system homepage.

|Terms and Conditions

| have read and understood the terms given above a
unavoidable change / cancellation and itis advisablg
subjectto cancellation charges.

| agree that my details can be stored on a secure daf]
use ofthe NRA and the NSC. | CONFIRM | AM AUTH
WITHOUT NOTICE ANY BOOKINGS THAT HAVE NOT

| Acceptthese conditions and want to continue.




Your Bisley Online Booking Service Homepage

This homepage is broken down into three sections. You may need to scroll down to see all sections.
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You can also download your
bookings, to send to
members of your Club,
Association, School or
Team.

_I— Download My bookings

Click on the ‘Download my
Bookings’ tab to see your
bookings listed in MS Excel.

[ Submit this Booking to Range Office

submitted to the Range Office

BID Organisation Event Date




Making a booking

Go to the ‘Add New Booking’ section and fill in each of the boxes. You will see that some of them have dropdown
menus to help you. In order to make the booking you will need to provide the following information:

* The range you wish to shoot on.

* The type of firearms you wish to use.

* The distances you wish to shoot.

* The type of targets you wish to shoot at.

* The date and times you wish to shoot.

* The number of targets and markers you will need.

* The organisation name you are booking on behalf of, its affiliation number and type.

* The name of the booking or event.

* Any non-standard information that the Range Office will need to know in order to reserve the correct space
on the range.

Once you have filled in all the information (including the comments box), please click on:

| Submit this Booking to Range Office 1

Your booking will now be submitted to the Range Office, and will show in your ‘My Bookings’ section as
‘Requested’. Each booking will have its own unique booking identification number (BID). Please use this number
whenever you contact the Range Office about your booking.

Once the Range Office has booked your target, you will see this status change to ‘Confirmed’.

If your booking cannot be confirmed, you may see ‘Declined — Lack of Space’. In this instance, we may be able to
modify your booking to fit you around those who have already booked. You will be notified if this is the case.

If you are not an authorised person to act on behalf of your organisation, or it appears your booking may be
fraudulent, you may see the status change to ‘Declined — Unauthorised User’. We will normally contact you or the
recognised club representative before declining your booking for this reason.



Reviewing your bookings

Go to the bottom of your Bisley Online Booking service homepage, and review your bookings. You have three
options for each booking. You can access these functions by clicking on the relevant icon on the right hand side of
each booking:

X

Cancelling a booking - Click this button to send a cancellation request through to the Range Office. You will

see the status change to ‘Cancellation Requested’. When the Range Office changes the booking on the range
sheets, they will change the status to ‘Cancellation Confirmed’. You will then know that your request has been

actioned.
N
Editing a booking - If there are minor changes to be made to your booking, please click on this button.

When you make the suitable changes, and click submit, your booking will be resent to the Range Office. Once they
have made the appropriate changes, the status will change to ‘Confirmed’. There may be occasions where we
cannot accommodate your request, and we will normally contact you to discuss the options available.

If you have any changes to make to your booking with seven days of the event, please contact the Range Office
directly on 01483 797777 ext 152 or by email at range.office@nra.org.uk

ERY

Using a booking as a template - If you make lots of bookings, this tool will save you time. If you click on this

button, a new window will open up giving you the chance to make another booking using the same information.
Just change the relevant details (date, time etc) and submit this as a new booking. We recommend that you use a
template for the range you are looking to copy, to save needing to re-enter any range or targetry information. For
instance if you wish to make a booking for Melville from a template, use an original Melville template, not a
Stickledown one.

Once you submit this booking, it will be entered into your ‘My Bookings’ Section as ‘Requested’.



