SCREENSHOTS OF THE ONLINE REGISTRATION PROCESS

This document provides an easy walk through of how to create a new account and register for a program at Luther Heights Bible
Camp.
•
•

Pages 1-?? Show how to create a new account and add multiple campers/family members

Pages ??-?? show how to log into an existing account and update information/register for programs currently
available.

1. Getting to the registration website
a. From the Luther Heights Homepage, select “Register Now” in the top right corner of the page.

b. This will lead you to a second page with additional registration information. Read through this information,
and when complete:
i. Click “Register Online”

ii. OR Fill out the downloadable forms below to register by mail

2.
3.
4.
5.
6.
7.

2. Supported Browser Check
a. Here, you will want to be sure you are using a browser supported by the registration software.
i. Here is a list of supported browsers

ii. Here is where the software checks to be sure the browser you are currently using is supported. If it is
“Your Browser:__________ is Supported” will show.

iii. If you are not using a supported browser, please call the Luther Heights office before proceeding. You
will need to register by mail.

b. If your browser is supported, click the “Continue to Registration” button.

c. Additional Important Information:

i. Currently the software does not support registration from Apple devices that is not a laptop (ex.
iPhone, iPad).

ii. Please use a laptop rather than these devices, OR call our office and register by mail following the
instructions from page 1.

3. New Account Registration/Login page
a. If you are registering a new account click “Create New Account”
b. If you are logging into an existing account:

i. Go to page ?? of this document and follow the directions from there

4. Create New Account
a. Be sure that the “Click to View Important Message” is open if you are a new user. This will help to ease the
process by providing specific information for each page
b. If you need further assistance than what you can find in this box, you can click the “Contact Us” button to
contact Campwise Support or Luther Heights Office

c. Anything marked with ‘*’ and boxes in yellow are required information that must be filled in before
proceeding onto the next page. Anything else is additional helpful information that you can fill out if you wish
to provide more than the required

d. Fill out all required information and then click “Save/Next” to proceed. If you need to return to a previous
page, click “Previous”

e. Information on this page is to create the account, and not necessarily the camper’s information. If you are

a parent creating the account to register a child or your family, fill in the information that you will login
with in the future. If you are the camper creating the account, fill it out for yourself.

5. Creating a Camper
a. This next page you will now create the CAMPER you are registering, whoever this may be.
b. Fill in all of the required information

i. In the “Grade” box, select the grade they will be entering in the fall, their ‘rising grade’

ii. If the camper is an adult select ‘Graduate’

iii. This is important to ensure they will be shown the programs available based on their grade.

c. You can also add a photo of the camper if you wish.

6. Camper Address
a. Here you will enter the address where the camper resides.
b. If you wish this to be the primary address, select the box “Make this Primary Address”
c. Any mailed information will go to this address.

7. Camper Contact Information
a. You will now enter the phone number and email for the camper.
i. If your camper is an adult, please fill out the information for them.
ii. If the camper is a youth fill out phone numbers to the primary contact, such as parents/guardians.
iii. Phone Contact options:
1. Home Phone- If there is no landline, put cell number in for each phone number section.
2. Cell Phone
iv. Email:
1. Put the main contact email for the camper here. If it is the parent/guardian, their email
should go here. If it is the camper, camper email should go here.

8. Program Classification
a. Now you will be choosing the program you wish to register for. You have 3 options to choose from for
Program Classification:
i. Family Camps-Camps designed for the whole family.
ii. Youth Camps-Age specific camps for youth 1st-12th grades
iii. Retreats/Work Weekends-Weekends for adults, Volunteer opportunities, and Youth Weekends
b. Choose your Program Classification and click “Save/Next”

9. Choosing a Program
a. You will now choose your Program. It is very important to read through all of the information at the top
before proceeding.
i. Tiered Pricing-For more information, see our website.
ii. Scholarship Form-For those who are unable to afford the lowest tier, or wish for some assistance. A
link is available here to find the downloadable form.
b. Choosing a Session
i. A Session is a period of time in which a Program(s) will occur. You can only sign up for one Program
per Session, but you can sign up for more than one Program in separate Sessions.
c. Program
i. Only the Programs available for your camper, based on their grade, will appear. It is important to
choose the correct grade when creating your camper so the correct programs will appear.
ii. Find the Program you wish to register for.
iii. When you select a Program, a Tiered Pricing Window will pop up asking you to choose which Tier
price you would like to pay. Please read the information at the top of the page before selecting a Tier.
iv. You can see details of each Program by clicking the “Details” button to the left of the Program you are
interested in.
v. When you are through selecting your Program and Tier Price click “Save/Next”

10. Choosing a Subprogram
a. The subprograms we offer are Horseback Rides for 4th-12 grades, and Rafting for Senior High camps
b. On this page you can choose for the camper to be in a subprogram by selecting the box. This is an additional
charge to the camp fee from the page before.
c. BE SURE TO SIGN FORMS- If your camper will be participating in one of the subprograms you will need to
fill out the corresponding form for the activity. These you will find on the forms page later on in the
registration process.

11. Parent/Guardian and Emergency Contact
a. Now you will be entering contacts for the camper. It is important to have two separate contacts in case of
emergencies. These are required to continue on in the registration process.
i. Parent/Guardian 1 Contact:
1. If your camper is a child, this will be the main contact.
2. If you are an adult signing up for a camp, this person can be anybody you wish to be
contacted first in the case of an emergency. (Spouse, brother, sister, friend neighbor).
ii. Alternate Emergency Contact
1. The emergency contact needs to be different than the Parent/Guardian Contact.
2. It can be a neighbor, a child’s second parent, a neighbor, friend, etc.
3. It is important to have this second contact in the event the first one cannot be reached during
an emergency.

12. Choosing a billing contact.
a. For each program you will need to choose a “Billing Contact”. Anytime you make a payment or anything
changes with your account, this person will be contacted via email. This person must be under the account
for your registration account.
b. A drop down menu will show you people available on the account to be the “Billing Contact”. This person is
usually the “Parent/Guardian” for youth campers, or the adult signing up for a program.
c. You can also add a billing contact by clicking “Add new Contact”

13. Required Forms
a. Now you are on the Forms Page. Here you will see required forms for your camper to be able to participate.
i. Each form is marked with a red ‘X’ in the beginning. This means that the form has not been
completed and that required information is not filled out.
ii. Once you have filled out and completed all required parts of a form, the red ‘X’ will turn to a green
check mark.
iii. Your camper will not be registered until these forms are filled out and you pay the minimum
deposit for the program.
iv. You can save your progress and come back later. To do this, click “Save/Go to Dashboard”. This will
save your progress and take you to your accounts home page called the “Dashboard”.
v.

14. Medications
a. If the camper you are registering has medications, you will need to fill out the medication information in this
next page.
b. Filling out as much information as you can will help the Nurses at camp to better care for your child and their
medication needs
c. You can put in as many medications as needed by clicking “New Medication”
d. These only need to be regular medications. The Nurse will check in again on Registration Day.
e. *It is still necessary to bring all medication in their original bottles.*

15. Over-The-Counter Medications
a. Camp has a Health center that we stock with OTC medications that are in need during the summer.
b. The next page in the registration process is a list of these OTC medications.
c. You can go through all of these and mark which ones you are ok with your camper having. Any not marked
will not be used on your camper during the week.
d. You can click “Select All” at the top to select all medications and then only click the ones you wish for them
not to have.

16. Cabin Mates
a. Now you can list cabin mates, which fall into a few categories
i. Your youth camper is bringing a friend and they wish to be in the same cabin
ii. You are a family and want to be in the same cabin
iii. Your family, friends, etc. want to be housed together
b. Write in the first and last name of the cabin mate request. If you know their email, you can list it here so we
can contact them and let them know you want to be in a cabin with them.
c. For youth camps, you can list up to (2) cabin mates. For Family camps you can list as many as you wish, but
please let us know if you are listing more than your immediate family.

17. Tie Dye and Memory CD
a. Just like we have always done, we offer awesome opportunities for tie dye and photos of your campers week at
camp.
b. On this page you can choose if you would like the camper to do Tie Dye and if they would like a USB of the
weeks slideshow!
c. Using the list on the left labeled “Available Charges”, choose the T-shirt size your camper will want. You can
make multiple selections. You can choose the USB slideshow as well. After you have selected them, click the
“Add” button. This will add them to the right side labeled “Applied Charges”. They will then show up on your
transactions page.

18. Available Discounts
a. Luther Heights Bible Camp offers various Discounts for our programs. Maximum family discount, Early Bird
registration, and Multiple Child discounts are the most common.
b. Select which discounts you wish to be approved for. Only discounts that are available for your camper and
their selected program will show.
c. Your transaction page will reflect this discount, however, our staff must approve the discount first to be sure
your camper falls in the eligibility requirements.
d. We will send emails letting you know the status of your requested discounts. All emails regarding your account
and registration changes will go to the “Billing Contact” you selected earlier.

19. Adding additional Campers
a. YOU DID IT! You have finished registering this camper for a one-of-a-kind experience at Luther Heights this
summer.
b. On this page you can select to continue to your account “Dashboard”, register a separate camper on your
account for a program, or create a completely new camper.
i. “Dashboard” will take you to a page where you can see all of the information you have selected. Here
is where you will find the transaction/payment section. Remember, your camper is not
“Registered” until you pay the minimum deposit for their program.
ii. “New Registration” will allow you to register another camper already on your account for a program.
Using the dropdown menu, select the camper and click “New Registration”. This will direct you back
to the beginning of the program selection section.
iii. “Add New Camper” will let you create a whole new camper to be added to your account. For those
who have created a new account and plan on registering another child or another member of the
family, select this and complete the rest of the registration the same as you did with the previous
camper.

20. Navigating your Dashboard
a. Whenever you login to your account you will come to what is known as your “Dashboard”. Here you will be
able to navigate many important features of your account. Information will be saved year-to-year. It is up
you to be sure to update health and other important information each year to ensure we can care for your
child and provide a great experience at camp.
b. The message box in the top will help you navigate the dashboard.
c. “Account”- Here you will see the username and email associated with your account.
d. “Quick Access”-Here you can find buttons to add anew camper, register for a new program, make a payment
on an existing registration, or logout of your account.
e. “Campers”- Here you can select a camper from the dropdown menu and see all of their information such as
address, email, and their medical form.
i. Here is where you will update their health form each year.
f. “Enrollment”-Here you can see any current programs the selected camper is enrolled or registered for. The
selected camper is the one showing in the “Campers” box.
i. You can add new programs, subprograms, and select a billing contact in this box.
g. “Financial”-Here you can see the account balance for the selected camper.
i. Registration Balance will show current balance for the program. Canteen Balance will show a balance
only if you added money to this account. This is for the camp store.
ii. You can request discounts, view transactions, add money to the Canteen, and make payments on the
program balance from this box.

21. Navigating your Dashboard (cont.)
a. “Notifications”-Here you can see any notifications that require your attention. Resolving these are
important to ensure your registration for the selected program.
i. If the notification is ‘red’, it is required before your camper can be enrolled. Enrolled means that they
want to be a part of the program but does not hold their place.
ii. If the notification is ‘green’ you are enrolled in the program, but are missing some important
information to be registered. Registered means you have paid the minimum deposit and filled out all
the required information. Your child’s spot is now held in the program.
iii. To resolve the issue, click “Resolve” to the right of the notification and follow the prompts.
b. “Forms”-Here you will see forms specifically assigned to your program.
i. “Online Forms”-These are forms that are required or most important to the experience for the
campers selected program. You will see the forms you have completed(Camper Profile, Medical
Form) as well as any other forms that may need attention (Horseback, Rafting).
ii. “Download Forms”-Here you will find downloadable forms that provide more information about
Luther Heights, Registration Day, What to Bring, and anything specific to the program, such as Canoe,
backpack, and trails camps information. It is up to you to read these and inform yourself of your
campers program.
iii. If the form font is in ‘red’ AND has a red ‘x’, this is a form that is required and has not been filled out.
iv. If the form font is in ‘green’ AND has a green check mark AND the font of the text after the mark is
‘red’, the form is not required for the program registration. However it is required if the camper
plans to do the subprogram attached to it. Horseback Riding and Rafting forms will fall under this
category. Be sure to fill out the form if you plan to have your camper Horseback or Raft during
their time at camp.
v. If all the text and symbols are green, then the form is complete.
c. “Contacts”-Here you can see the contacts that are associated to your selected campers profile. These may be
other family members on the account or anybody added during the emergency contacts part of registration.
i. You can add contacts here, update information, delete contacts, and select any of them form the
dropdown menu.
d. “Optional Items”-Here you have two options:
i. “Cabin Mates”- Click “Manage Cabin Mate”, here you will see any cabin mates requested. You can
also add or delete them.
ii. “Add Charge”-Here you can add or delete extra charges to your account such ass Tie Dye and
Slideshow.
1. Click “Manage All”. This will return you to the screen seen before for adding Tie Dye and USB
Slideshow. Follow the instructions in this screen to add or delete charges.

