
Jr. High Youth Gathering “How to Enroll” for Attendees (Adults & Youth) 

NOTE: If you are making more than one “reservation” (ie need to enroll more than one person), several of 
the forms will only be completed when you create the FIRST enrollment reservation on your account. These 
forms will be in effect for all members of your account and therefore will only be completed once. 

1) Click on the link provided to you by your youth leader OR copy it and paste it directly into your web 
browser.  

You should then see this page: 

2) Click on NEW USER to begin setting up your Parent (Adult) Account (IF you have a child or you attended 
previously you can LOG IN with your account from last year) 

 

3) On this next page, create your Individual/Family Account. Fill in all the required information and then click 
“NEXT” 

 

 

4) Next, Select “+ADD PERSON”   

Select Individual/Family 



 
 
 
 
  
 
 
 
 
 
 
 
 
 
 
 
 

 

5) This is the first person you want to enroll to attend the gathering. If you (the parent/adult) are attending as 
an Adult Chaperone, complete an enrollment for YOURSELF first!  

If adult:  Complete with the selections marked with arrows and your personal information and click “SAVE” 

 

  

 

This should say your First Name/Last Name – This is your parent account. 

Do NOT select Reserve Group Space! 

Click here to add your first reservation. 



If a youth: Complete this information and click “SAVE” 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 IF THIS IS YOUR SECOND RESERVATION, SKIP DOWN TO STEP #9 

6) Group Membership (You will only complete this the first time through) 
a. Select Yes 

 

 



7) Select your group from the drop-down menu.  Click “NEXT”   

 

 

 

 

 

8) Your group should show up … click “SELECT” 

 

 

 

 

 



 

9) If you are registering as an adult, you would see the Adult Leader Attendee Form here. 
Complete this form, be sure to sign, and then click NEXT. 

 
 

If you are registering a youth, you would see the Youth Attendee Form here: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 NOTE:  IF THIS IS YOUR SECOND RESERVATION, SKIP TO STEP 13 



10) Next, you will create an alternate contact (someone we will contact in the case of an emergency!) … Click 
“SAVE CONTACT” 

 
 

11) On this next screen, you can add ADDITIONAL Emergency contacts if you would like … a grandma, an aunt, 
etc. But this isn’t necessary. You can simply click “NEXT” 

 
 
 
 
 
 
 
 
 
 



 
12) Here you can add additional individual(s) to pick up your child from the gathering. 

If you do not wish to add anyone else simply click “NEXT”.  If you do, click “Add Non-Account-Member” 
and enter their information. 

 
 

13) Medication … Be sure to complete this for the person whom you are doing this enrollment for. If it is for you 
(an adult chaperone), enter ONLY your information. You will enter your youth’s information when you 
complete THEIR enrollment. 

If you say yes, it will take you to another screen to enter all your medications. 

If you say no, it will take you to the next section. 

 

 

 

 

 



If you said yes, you will see this screen. Simply add all medications that you or your child takes by clicking 
on +NEW MEDICATION. When done, click on the box “All medications are listed and correct” and then 
click NEXT. 

 

 

IF THIS IS YOUR SECOND RESERVATION, SKIP TO STEP 17 

 

14) Medical Emergency Form (Treatment and Release) 
Complete this form with your family’s insurance information. If you are going to complete a chaperone 
Enrollment and a youth enrollment, you should only have to enter this information once. This form will be 
in effect for EACH member on your account.  

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
15) General Parental Consent Form 

Complete this form. It will be in effect for EACH member on your account.  

 
 

16) You will now simply review the information you provided, confirm it, then click NEXT. 

 

  



[Grab your reader’s attention with a great 
quote from the document or use this 

        
        
  

17) My Cart - Here you will click on “COMPLETE ORDER” 

 

18) You will then see the following screen to know you completed your FIRST Order.  

 

 

 

 

 

 

 

 

 

 

 

 

 

19)  If you were completing an Adult Chaperone Enrollment, you will now need to complete your YOUTH’s 
enrollment (if you have a child you would like to enroll). To do this, you will copy the link provided to you by 
your youth leader and paste it into the browser to start your second reservation. You will do this step for 
every enrollment you need to complete.  
 

20) You will start again at STEP #4 above.  

You MUST click on COMPLETE ORDER!! 



21) IF you do NOT have any more reservations to complete, you can click on the (x) to close out the thank you 
message. 
 

a. You should then see this under your account information: 

 
b. To make sure your reservations are completed, click on the “MY ENROLLMENTS (#)” BUTTON 
c. You should see the name(s) of the people that are ATTENDING the gathering under the “Enrollment 

History” 
i. If they are not listed here, something was not done correctly. 

 

If you decide you need to complete a reservation for ANOTHER person later on, you can do so by copying 
and pasting the link in the browser again, and start back at STEP 4. 

DO NOT log into your account and simply click on ENROLL on your “My Enrollment” screen. This 
new enrollment would not be linked to the proper Group Reservation of your church. You must use 
the link that you were emailed to start ANY and ALL Enrollments.  


