ONLINE PROGRAM SIGN-UPS
IMPORTANT: System will time-out if you have your registration open for a while, we advise
saving your work periodically to avoid time-outs and lost work!

STEP 1:
Log into Doubleknot (our online registration system) through the council website by going to www.dmvc.org
and clicking on “Sign In” on the top ribbon.

Type in your user ID and password.

STEP 2:
Once you are logged in, click on the “Registrations” tab.

Find the registration you wish to add programs to, select “View Details”, and click “Update/Edit” at the bottom

STEP 3:
You need to have all the names of the Scouts on your registration before you begin signing them up for
programs. (if you have already done this, please skip to STEP 4.) To enter the names of the Scouts, select the
first button “Who’s Coming?”

Select how many Scouts and Adults will be attending. Enter the names of each Scout. Once you have all the
names entered, click continue at the bottom of the screen.
Important: Select only 1 for the Registration Fee.

STEP 4:
Select button 2 “What Are They Doing?”

Select the Scouts name at the top under “Schedule For”. Select the type of program the Scout would like to
attend under “Choose Activities”. In the Merit Badges category, the classes will be listed in alphabetical order
with the Period and Time next to the name. The system will take away any classes that have scheduling
conflicts. Classes that are full will disappear from the list.
If you need to remove (or change) an activity, select the participant and click the trash can icon next to the
program name.
Important: System will time-out if you have your registration open for a while, we advise saving your work periodically to
avoid time-outs and lost work!

STEP 5 (MOST IMPORTANT STEP!!!):
To complete the sign-ups, you must select the “Checkout” button AND…
Important: If you do not want the next payment to be Auto charged the next date the balance is due make sure the box
next to Auto charge is not marked.

You must click “Checkout” at the bottom.

Click “Complete Order or Make Payment”!! (NOTE: It defaults to the mail/offline payment option, if
you need to make a payment select the ECHECK option and the account information area will appear.)

You will know your work is saved when you get a receipt on the screen and in your email.
* If you did not get a receipt your work did not save. *

