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Overbury Village Hall 
Using the online booking system for the first time  

 

These guidance notes are for first-time users of the online booking system and therefore include the 
initial stage of setting up a user account.  Once this is set, you can log in and request bookings at any 
time.  If you are unsure of your needs and just want to make an initial enquiry first, please use the 
contact form on our website in the first instance: https://ocfoundation.org.uk/page/contact. 

 

Step 1 – Find the booking form 
From the village hall page on our website (https://ocfoundation.org.uk/page/village-hall) you will find 
a link to the booking request form: 

 

 
If you’re on the facilities page (https://ocfoundation.org.uk/page/facilities) you can click on the 
‘Request booking’ link: 

 

 
  

https://ocfoundation.org.uk/page/contact
https://ocfoundation.org.uk/page/village-hall
https://ocfoundation.org.uk/page/facilities
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If you’re on the calendar page (https://ocfoundation.org.uk/page/calendar) you can click on the date 
you want to book: 

 

 

Step 2 – Register your user account 
As a new user, you first need to register for an account.  When the booking request form opens, either 
click ‘register’ or ‘Request booking’ – both options will have the same result: 

 
 

Tick the ‘I’m not a robot’ box, follow the on-screen instructions and then click ‘Register’. 

 

  

Click in the white space 
to request a booking 

 

https://ocfoundation.org.uk/page/calendar
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Provide your registration details and click ‘Register’: 

 

 
You will be sent an email to verify your email address.  Open the email, click on the link and you will 
be presented with the booking request form again, only this time you will be logged in. 

 

Step 3 – Make a booking request 
Select dates and times 

Once you’re logged in and on the booking request form, just click ‘Request booking’: 

 

 
Select the booking group that best applies to you (if unsure, select ‘Standard’) and let us know how 
many participants you’re expecting (attendees, staff, volunteers, etc.) so that we can check the total 
number of people in the building will be within safe limits.  Click ‘Continue’ when done: 
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The booking screen will appear and shows the available times in 15-minute intervals.  There’s one 
column for the Main Hall, one for the Meeting Room and one for the Whole Building (main hall plus 
meeting room).  Click on the start time for the facility you want to book.  Move you mouse and you 
will see that this slot has turned green (if your mouse pointer hovers over the time slot it will appear 
red; clicking again will deselect the slot).  Note, the same time slot for ‘Whole Building’ will turn grey 
as booking one of the two facilities now precludes anyone else from booking the whole building.  
Make sure your start time allows sufficient time for setting up: 

 

 
Scroll down to select your end time.  There will be a short lag and then all of the time slots between 
the selected start and end times will turn green.  Make sure your end time allows sufficient time 
for clearing up: 

 

Your requested times 
appear with green shading 

Unavailable times appear 
with grey shading 
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If this is a one-off booking, just click ‘Save & continue’.  But if you want to make a recurring booking, 
click ‘Repeat time slots’. 

Set up a recurring booking (these steps not required for one-off bookings) 

If you clicked ‘Repeat time slots’, on the following screen, first select a repeat option: 

 

 
Then select the number of occurrences and click ‘Save & repeat’: 

 

 
Finishing up 

You now have the option to add equipment and services.  Select the options that you want, scroll 
down and click ‘Continue’: 
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Please tell us the purpose of your event and indicate whether or not the event should be public.  If 
you select ‘No’ the event will appear in the online calendar as ‘Private event’.  If you select ‘Yes’ 
details of your event will be publicly viewable on the calendar.  Click ‘Continue’ when done: 

 

 
Provide your billing information and click ‘Continue’: 
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A summary of your booking will appear.  You must tick the box accepting the conditions of hire (there 
is a link to these, which will open in a new window, so please do read them first), and also the data 
protection box.  There is a comments box in which you can provide other relevant information or ask 
questions if you wish.  If the details are correct, click ‘Submit request’.  Otherwise click the back 
button to amend the form: 

 

 
You’ll receive an automated email acknowledging that your request has been made.  We’ll be in 
touch once your request has been reviewed. 


