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Active.com Online Registration Setup Process

Please follow these steps to get your Online Registration listing set up. 

Return this to Elizabeth.Allen@active.com
Step 1: Fill out the following Online Registration Setup Sheet and email back to your account manager.
Step 2: Your account manager will email you the link to your online registration listing for you to review within a week.
Step 3: Run through a test registration and verify the following information:
1. Verify information on the front page

2. Preview the questions on the registration form – (actually go through and do a test registration so you get to the payment page, but don’t actually submit your cc information!)

3. Verify the price of the registration categories

Step 4: Submit any changes to your online registration listing to your account manager via email.
Step 5: Once all details of your listing have been approved, your link will be posted on your new camp website and will be ready to take registrations!
Step 6:  Set up a time with your account manager to run through the Registration Center to learn about the new tools and features to help you manage your camp registration. 

Thank you for your cooperation and organization. The more efficient we are, the faster we can get your listing created and have people register for camp.
Active.com Online Registration Set Up Sheet

In order for us to set up your online registration listing, we need you to provide us with the following information. 

Please return this by email to Elizabeth.Allen@active.com (858) 964-3839.

	Camp Basics: 

	Name of the Camp: 
	     

	School: 


	     
	School Colors: 
	     

	Location Address: 
	     

	City: 
	     
	State: 
	     
	Zip: 
	     


	Contact Information: 

	Where we can direct people with questions about camp

	Name: 
	     
	Position: 
	     

	Phone Number: 
	     
	Email: 
	     


	Accounting Information:

	Active Should Make Checks Payable to:
	     


	Address Where Active Should Send Checks:

	     

	     

	City:
	     
	State:
	     
	Zip:
	     


Processing Fees:  
 FORMCHECKBOX 
   Passed on to registrant




     
 FORMCHECKBOX 
   Event will absorb the fee




       
 FORMCHECKBOX 
   Split between event and registrant
	Amount Passed to Participant:
	      

	Amount Absorbed by Event:
	      


Additional Information
 FORMCHECKBOX 
  Camp Discounts – Do you offer any type of discounts for participants, such as a sibling discount/family discount, multiple camp discount or early registration discounts? If so, please provide us with the specific amounts for each discount offered and any rules regarding discounts that you offer.
	     


 FORMCHECKBOX 
 Camp Refund Policy – Please provide us with your specific camp refund policy so that we can clearly communicate the information to your participants who register online. Active.com will not process any refunds for participants who contact us directly. 
	     


 FORMCHECKBOX 
 Registration Limits - Please list any specific registration limits for your camp sessions that we should be aware of when setting up your listing as well as the maximum number of participants that are allowed per camp session. 
	     


 FORMCHECKBOX 
 Online Registration Close Dates – Please list the specific dates that you would like for online registration to close for your specific camp sessions.
	     


At this time, we require you to send the following documents if applicable: (please check if attached)
 FORMCHECKBOX 
  Confirmation letters to be sent to participants once they register
 FORMCHECKBOX 
  Camp waiver of liability 

Registration Questions:

Please let us know the specific custom questions that you would like your participants to complete on the registration form. Here are a few of the most common questions, feel free to select any of the following as well as include others that are specific to your camps. 

 FORMCHECKBOX 
  T-Shirt Size (list available size options & prices if applicable)

     
 FORMCHECKBOX 
  Emergency Contact Name

 FORMCHECKBOX 
  Emergency Contact Phone
 FORMCHECKBOX 
  Parent/Guardian Name
 FORMCHECKBOX 
  Parent/Guardian Phone

 FORMCHECKBOX 
  Grade
 FORMCHECKBOX 
  School
 FORMCHECKBOX 
  Position (list options)
                
 FORMCHECKBOX 
  Insurance Company
 FORMCHECKBOX 
  Policy Number
 FORMCHECKBOX 
  Roommate Request

Please list any other custom questions that you would like added to the registration form below: 
1.      
2.      
3.      
4.      
5.      
Active.com Website Setup Process
Please follow these steps to get your website set up. 

Return this to Elizabeth.Allen@active.com
Step 1: Please check 1 of the following:  

 FORMCHECKBOX 
 We are passing the online registration processing fee and paying $320 for my website.
 FORMCHECKBOX 
 We are splitting the online registration processing fee with participants and paying $160 for my website. 

 FORMCHECKBOX 
 We are absorbing the online registration processing fee and paying $80 for my website. 

 FORMCHECKBOX 
 We are only allowing participants to register online and getting this website for free!

	Initials of Camp Director: 
	     
	Date: 
	     


Step 2: Pay for the Website

To pay for the website go to: http://www.active.com/framed/event_detail.cfm?event_id=1349971&customreg=blank 
Step 3: Fill out the attached Setup Packet completely and return it to your account manager. 

We will not begin setting up your templated camp website until you have fully completed AT LEAST the welcome page, camp staff page, and FAQ page. If you do not have your camp dates yet, it is required that you complete all of the other information for each section and payment has been submitted. 
Step 4: We will contact you when the website is completed. 

If everything looks good, you can start directing people to your new customized website to learn about camp and register online! Once your 2 hours of free support has expired, any further updates will have to be paid for in advance and submitted using the website update form that your account manager will send to you. 
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 We will take 40 minutes for the initial website setup. You are entitled to 8 updates (10 minutes each) for FREE (totaling 2 hours of Free Support). Once the initial 2 hours is complete, there is a $10 charge for each additional update. Payment will need to be received in full prior to administering the update. Please initial stating that you have read and agree to this section.  
	Initials of Camp Director: 
	     


Step 5: (Optional but recommended) Register your website domain name. 

If you would like a personalized website address, you can go to www.domaindirect.com, www.godaddy.com, www.yahoo.com or the website of your choice and register your site name. If you don’t want to, you can have a free hosted name that will be http://eteamz.active.com/YourSiteName. 

Thank you for your cooperation and organization. The more efficient we are, the faster we can get your website up and have people register for camp.
Welcome Message / Home Page Information: 

Please type what you’d like to appear on the front page of your website: 

(Examples: Letter to the campers, message from the director, why come to your camp…etc.)

EXAMPLE:
Our camp mission is to provide a complete, in-depth basketball experience emphasizing fundamentals in order to allow young people to reach their full potential. Our camp is a great place to improve your skills, compete against good players, and live the college experience in the beautiful campus environment. 

Our camp is designed to provide the best possible basketball instruction for players from age 8 through 17 of all abilities. Emphasis at the camp is placed upon improving each individual’s skills and knowledge of basketball.

Each camper will receive specific instruction on how to play the game and how to improve himself or herself both on and off the court. Skills and techniques will be improved through individual and small group instruction, drills, and game experience. Instruction will cover all aspects of basketball.

	Your Welcome Message Here: 

	     



Camp Details:

Please fill out the information below for each camp session offered. Remember: This is exactly what will appear on your website and will be used to set up your online registration listing.
EXAMPLE:

	Session Name:
	Example Elite Camp

	Session Dates:
	June 12-15
	Eligibility (Ages or Grades):
	Grades 9-12

	Total # of Max Participants for Session:
	200

	Online Registration Close Date (recommended at least 2 days before):
	June 10

	Camp Type:
	Resident Camper
	Price: 
	$400
	Max # of Participants:
	30

	Camp Type:
	Commuter Camper
	Price:
	$275
	Max # of Participants:
	70

	Camp Type:
	Extended Day Camper
	Price:
	$325
	Max # of Participants:
	100

	Camp Type:
	
	Price:
	
	Max # of Participants:
	

	Session Description: (please provide 3-5 sentences about this session, such as ages or grades, gender restrictions, location of camp, etc.)

	The Elite Camp focuses on individual position development encompassed by all around skill improvement. Campers will improve through teaching progressions, position specific drills, and individual attention from our coaching staff. Only students entering grades 9-12 in the fall of 2006 are eligible to attend. Registration runs from Noon-2 p.m., Friday, June 16th. The camp begins at 2 p.m. that day and will run through Noon on Saturday, June 18.


------------------------------------------------------------------------------------------------------------------------------------------------------------
	Session Name:
	     

	Session Dates:
	     
	Eligibility (Ages or Grades):
	     

	Total # of Max Participants for Session:
	     

	Online Registration Close Date (recommended at least 2 days before):
	     

	Camp Type:
	     
	Price:
	     
	Max # of Participants:
	     

	Camp Type:
	     
	Price:
	     
	Max # of Participants:
	     

	Camp Type:
	     
	Price:
	     
	Max # of Participants:
	     

	Camp Type:
	     
	Price:
	     
	Max # of Participants:
	     

	Session Description: (please provide 3-5 sentences about this session, such as ages or grades, gender restrictions, location of camp, etc.)

	     


Camp Details:

	Session Name:
	     

	Session Dates:
	     
	Eligibility (Ages or Grades):
	     

	Total # of Max Participants for Session:
	     

	Online Registration Close Date (recommended at least 2 days before):
	     

	Camp Type:
	     
	Price:
	     
	Max # of Participants:
	     

	Camp Type:
	     
	Price:
	     
	Max # of Participants:
	     

	Camp Type:
	     
	Price:
	     
	Max # of Participants:
	     

	Camp Type:
	     
	Price:
	     
	Max # of Participants:
	     

	Session Description: (please provide 3-5 sentences about this session, such as ages or grades, gender restrictions, location of camp, etc.)

	     


	Session Name:
	     

	Session Dates:
	     
	Eligibility (Ages or Grades):
	     

	Total # of Max Participants for Session:
	     

	Online Registration Close Date (recommended at least 2 days before):
	     

	Camp Type:
	     
	Price:
	     
	Max # of Participants:
	     

	Camp Type:
	     
	Price:
	     
	Max # of Participants:
	     

	Camp Type:
	     
	Price:
	     
	Max # of Participants:
	     

	Camp Type:
	     
	Price:
	     
	Max # of Participants:
	     

	Session Description: (please provide 3-5 sentences about this session, such as ages or grades, gender restrictions, location of camp, etc.)

	     


Camp Details:
	Session Name:
	     

	Session Dates:
	     
	Eligibility (Ages or Grades):
	     

	Total # of Max Participants for Session:
	     

	Online Registration Close Date (recommended at least 2 days before):
	     

	Camp Type:
	     
	Price:
	     
	Max # of Participants:
	     

	Camp Type:
	     
	Price:
	     
	Max # of Participants:
	     

	Camp Type:
	     
	Price:
	     
	Max # of Participants:
	     

	Camp Type:
	     
	Price:
	     
	Max # of Participants:
	     

	Session Description: (please provide 3-5 sentences about this session, such as ages or grades, gender restrictions, location of camp, etc.)

	     


	Session Name:
	     

	Session Dates:
	     
	Eligibility (Ages or Grades):
	     

	Total # of Max Participants for Session:
	     

	Online Registration Close Date (recommended at least 2 days before):
	     

	Camp Type:
	     
	Price:
	     
	Max # of Participants:
	     

	Camp Type:
	     
	Price:
	     
	Max # of Participants:
	     

	Camp Type:
	     
	Price:
	     
	Max # of Participants:
	     

	Camp Type:
	     
	Price:
	     
	Max # of Participants:
	     

	Session Description: (please provide 3-5 sentences about this session, such as ages or grades, gender restrictions, location of camp, etc.)

	     


Camp Staff:

Please put exactly what you would like to say about your camp staff. (Examples: Individual bios, pictures, awards, and achievements.) *Note: If you’d like to put pictures on your site, please provide them as attachments and label them clearly. 

EXAMPLE:

	  Camp Staff:                           

	   Camp Staff 1



	   Name: 
	    Mike Brown
	   Position: 
	    Head Coach

	   Biography

	   Brown is in his fifth season on the coaching staff, after moving up to fulltime status for the 2004 season. Brown joined the coaching staff in the fall of 2001 as a volunteer assistant. Brown supervises the team’s defense and baserunning and coaches third base. 

     Brown, 36, was on the staff while completing his standard teaching certification at OSU. He was also the athletic director and a teacher at Harrisburg High. He coached one of the state’s top American Legion programs, the Pepsi Challengers of Eugene; in 2002, the Challengers went 56-13 and Brown was named the Oregon AAA Legion Coach of the Year.


Are you attaching pictures:  FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No 
	  Camp Staff:                           

	   Camp Staff 1



	   Name: 
	         
	   Position: 
	           

	   Biography

	           


	  Camp Staff:                           

	   Camp Staff 2


	   Name: 
	         
	   Position: 
	         

	   Biography

	          



Camp Staff:
	  Camp Staff:                           

	   Camp Staff 3


	   Name: 
	         
	   Position: 
	          

	   Biography

	              



	  Camp Staff:                           

	   Camp Staff 4


	   Name: 
	         
	   Position: 
	         

	   Biography

	           


	  Camp Staff:                           

	   Camp Staff 5


	   Name: 
	         
	   Position: 
	         

	   Biography

	           



Additional Information:

Please provide any additional information you’d like on your website: This information will go below the rest of the camp details. 

Examples: (Location information, facilities, typical day schedule, extra features…etc)

	     



Frequently Asked Questions:

As a way to try to help you answer frequently asked questions for camp, we have compiled a list of 10 questions we think registrants will ask. Please fill out all or as many as you would like. You are welcome to provide your own as well. 

	1. Are there any discounts offered?

	     

	2. Can Teams attend? 

	     

	3. What is the camp refund policy?

	     

	4. What forms are required in order for my child to participate?

	     

	5. What items should my child bring to camp?

	     

	6. Where and when is check in? 

	     

	7. How do I get to camp? (Driving Directions)

	     

	8. What meals are provided? 

	     


	9. What is a typical day like? 

	     

	10. Will there be a medical staff at the camp?

	     


	Please provide any additional questions you would like 

	1.      

	     

	2.      

	     

	3.      

	     

	4.      

	

	5.      

	     


Checklist for Website:

You’re almost done with the setup process and are we’re ready to make your website! Please be sure that you have sent Elizabeth.Allen@active.com all of the needed information. 

 FORMCHECKBOX 
  This packet (Active.com Customized Website Set Up Sheet) completed and   with up to date information. If you are unsure about dates or prices, please put T.B.A. and contact us as soon as the information is set. 

 FORMCHECKBOX 
  Attach any forms needed for registration. (i.e. Confirmation packets, medical forms, directions to camp, maps.)

 FORMCHECKBOX 
  Attach your logo.

 FORMCHECKBOX 
  Attach at least 2 pictures for us to make your customized header.

 FORMCHECKBOX 
 Attach any pictures for the camp staff and title them the name of each person.

	Initials of Camp Director: 
	     
	Date: 
	     























