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6. Click Done.

Let’s add another question
What about t-shirts?

1. Click on Add New Question located in the lower right section of the Camper
Registration Questions section

Type the question of "Choose your T-Shirt Size" in the Question field.
Select Answer Required.

Select the Drop-Down radio button.

Click Add Question.

Click Done to return to the Questions and Answers Summary.
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Now let’s add the T-shirt size choices
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1. Click Add New Answer Choice.

Ad
C

and assignment locations with an
a

;‘\ [Return to Questions Summary]

— Answer Choice — Participant Assignment
Create as many answer choices as needed. An answer choice may be Fellowship One can create a specific participant assignment in addition to
associated with a value, which increases the payment needed to any created by submitting the form itself. What would you like to do?
successfully submit the form. The Default Selection check box means that . ) - . )
the choice is automatically selected in the drop-down list. (@ Nothing, do not create an additional participant assignment

(7) Create a participant assignment to the following:

Question: Choose your T-5hirt Size

Ministry: | ~]
Answer Choice: * “routh Medium | Activity: | v|
] Breakout Group: | - |

Price: 5
Activity Group: | - |
[7] pefautt Selection O | <]
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2. Type Youth Medium in the Answer Choice field.

3. Click on Add Answer.

4. Repeat steps 23-25 with the following choices:

e Youth Large

e Adult Small

e Adult Medium

e Adult Large

e Adult X-Large

e Adult XX-Large
5. Click Done.

What about text field questions?

Let’s practice adding a question that has a text based answer. Also, we’ll experiment

with the Optional Instruction area.

1. Click on Add New Question located in the lower right section of the Camper

Registration Questions section

Add/Edit Questions
Ci

stions to gather information from web users. Answers can be free text fields or a drop-down list

CES.

t\ [Return to Questions Summary]

— Question

Header: Camper Registration Questions

What type of answer are you expecting from the registrant?

Question: * Who would you like to room with? [ Answer Required|

(@) Text; allow the registrant to type an answer to this guestion

Optional default text:

Limit answer to 100 characters with no validation

(answer length may not exceed 4000 characters)

Display the answer as: (5] Single line Text box @ Mutti-line Text area

-

r— Question Instructions

Type instructions to include with this question. This step iz optional, but can be
helpful if you want to provide examples or further information.

Optional Instruction:

S = = = =
o B Gy @ @9 - e ©
izl sloze - | B I Wi 2 EE|A - O -

Please list 2 friends that you'd like to room with. We will do our
best to pair you up with your friend. However, we cannot make
any guarantees that this will be possible. Thanks for your
understanding!

[E] Drop Down; registrant selects one pre-defined answer choice

r a1

vk WS

Click Add Question.

Type the question of "Who would you to room with?" in the Question field.
Select the Text radio button.

Select the Multi-line Text area choice.
Optionally, enter information under the Question Instructions section. This is
used to help clarify the question.

Click Done to return to the Questions and Answers Summary.
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What about parental agreement forms?

Most youth events will require some form of parental permission form or medical

release form.

P w N

Add/Edit Questions @
Cn

tions to gather information from web users. Answers can be free text fields or a drop-down list

t-\ [Return to Questions Summary]

Click Add New Header under the Questions and Answers heading.
Type a header name such as "Form Agreement" and click Add Header.
Click Done.

Next, click Add New Question beneath the Form Agreement header.

—Q

Header:

Form Agreement Type instructions to include with this gquestion. This step is optional, but can be

— Question Instructions

helpful if you want to provide examples or further information.
Question: * | agree to submit all reguired forms | | Answer Requireu-l

Optional Instruction:

What type of answer are you expecting from the registrant? +— A= E | = = = —
B I EEEE
@ Text; allow the registrant to type an answer to this question . 3 3 5 3
' LB HHB &9 c-le ©-
Optional default text: il . Fize '| B 7 U |§E EE

Display the answer as: @ Single line Text box () Multi-line Text area

Limit answerto 5 characters with Alphanumeric - guarenteed until all signed paperwork and deposit are turned in.

(answer length may not exceed 4000 characters) paperwork.

| understand that by registering my child online, their spot is not

Please type AGREE to signify that you agree to submit all

(@] Drop Down; registrant selects one pre-defined answer choice

# <

vk W
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Type the question of "l agree to submit all required forms" in the Question
field.

Select Answer Required.

Select the Text radio button.

Select the Single line Text area choice.

Enter the following information under the Question Instructions section.

® | understand that by registering my child online, their spot is not guaranteed until all signed
paperwork and deposit are turned in. Please type AGREE to signify that you agree to
submit all paperwork.

Enter 5 in the Limit answer to and choose Alphanumeric from the drop down
menu.

Click Add Question.

Click Done to return to the Questions and Answers Summary.

Click Return to Form Summary.
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CONFIRMATION MESSAGE

Once the form is submitted we will be sending them a confirmation e-mail. We get to
configure what that message will say.

1. Configure a Confirmation Message in the Web User panel by clicking Modify
Confirmation Message.

Create Confirmation Message

Create a message to be sent upon successful completion of the form.

(“ 0 [Return to Form Summary]
— WebLink Confirmation

Email From Address: * ey ents@yourChurch.com

CC:

Message: =
SGEd- s=s=ssiaadpa®9-0c-100-
ial rp o <|B 7 U= iZ EE|A G
Thank you for registering for Jr. High Summer —
Camp 2008!

This is e-mail is a confirmation of online registration, but does not guarantee your student's
spot for camp. In order to guarantee the spaot, all forms must be filled out

completely. Please make sure to return all signed forms to us either by mail or by
dropping them in the offering/response box here at Your Church.

You can download all necessary forms at www YourChurch com or pick them up at the Youth
Ministry desk.

If you have any questions you may contact us at events@YourChurch.com

Thank you, =

£ &

2. Enter an e-mail address in the Email From Address field.
3. Enter your communications in the text section.
4. Click on the Save Settings button.
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The individual form will look like the following form:

Registration

Select an
Individual Form

. - O - -

Selecta Questions Checkout Final

Form Information

Attendee:

Form:
ule:

Briana Lindsley
Jr. High Summer Camp 2008

Ll

Camper Registration Questions
Gender and Grade *

Choose your T-Shirt Size *

8th Grade Girls

Adult Small

|

-

-

Please list 2 friends that you'd like to room with, We will do our best to pair you up with your friend.
Howewver, we cannot make any guarantees that this will be possible. Thanks for your understanding!
Who would you like to room with? Rachel Lampa and Ashley Smith =

Form Agreement

I understand that by registering my child online, their spotis not guarenteed until all signed paperwork.
and deposit are turned in. Please type AGREE to signify that you agree to submit all paperwork.,
I agree to submit all required forms * [AGREE

Promotional Codes

If you have received a promo code that you would like to use, enter it below:

Promo Code: I

== Select a Different Individual

Continwe =

PLACING THE FORM ON YOUR CHURCH WEB SITE

You can now place the form on your church web site. Copy the form link that appears in
the Web User panel. Make sure you paste it into Notepad or Microsoft Word and
remove the line break before you use this form link. This link can be provided to your

Web Master to upload to your web site. Make sure that the 2 = (equal signs) are

included in the HTML address as they are necessary.

-.*42

=

WebLink:

To provide access to the form, create a hyperlink on your web site using the
followyi .

hitps:#integration. fellow shipene. comfintegration/FormBuilder/FormBuilder. aspx? T

\WWN W pEA==&cCMe=aM5rXA%;
Confirmation Message?

From: eventz@YourChurch.com

Thank you for registering for Jr.
High Summer Camp 2008!

This is e-mail is a confirmation of online registration, but
does not guarantee your student's spot for camp. In

nrder n anaran

ton the enet all farme et bea fillad ot

i
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CLONING THE FORM

Awesome! We set up a great web form for the Jr. High Summer Camp. What about the
Sr. High Summer Camp? Do we have to re-enter all of the same type of questions and
answer choices? No, we can clone the form. After you clone the form, you’ll need to
change all of the pertinent information such as the following:

e Camp Name

e Fund/Sub fund

e Grade & Gender

e Confirmation Message

Now you can clone this form by clicking the Clone Form link in the General Information
panel.

Form Summary

Manage forms by adding pricing, promotion codes, activity associations, and guestio
panel to view potential problems with the form.

™ [Return to Form List)

General Information |

Form Hame: Jr. High Summer Camp 2008

Date Availability: 32008 - TH2008

Age Restriction: 11 - 14 Years by 3/1/2002 |

Gender Restriction: No restriction

Submissions: 0 forms successfully submitted C?I

Max Submissions: 200 individuals can submit this form o
mmify Form Name] [Modify Restrictions/Availabiity] | | '

\-"""i———l"'/— )

All monies collected with this form will be applied to the Summer Camps

sted with the Summer Camp §
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AGGREGATING THE FORMS

Once you have created both the Jr. High and Sr. High Summer Camp forms, you can
combine them together into a single aggregate form. This will allow you to have one

form allowing a parent to sign all of their students at the same time using the same Web
Form.

1. Click Aggregate Forms in the menu options on the WebLink tab.

Add/Edit Aggregate Form @
Create an aggregate sed nt for more than one form
in the aggregate form,
— General Settings.
Create a name for the aggregate form:
Aggregate Form Name: * Summer Camp 2008
— Included Forms
The aggregate form will maintain all rules, costs, and guestions associated with each individual form definition.
Select each form to include and click the Add button.
Jeffs Conference Form - Add All == Jr. High Summer Camp 2008 (3/1/2008 - 71/2008)
Ski Trip =1 Sr. High Summer Camp 2008 (3/1/2008 - 71/2008)
Survey with Text Questions
Fellowship One Training Registration
test_jh
Men's Breakfast v == Remove All
Active | Add Aggregate Form

2. Type Summer Camp 2009 in the Aggregate Form Name field.

3. Select the Summer Camps in the left hand box. Hold down the Ctrl key
on your keyboard to select multiple form names.

4. Click the Add>> button to move the forms to the right hand box.

5. Click Add Aggregate Form. The aggregate form will appear in the Aggregate
Forms grid.

6. Copy the form link from the WebLink Web Address field. This link will need
to be pasted into Notepad or Word to remove the line break before it can be
used on your church web site or in any email messaging.

PLACING THE CAMPERS IN THEIR CABINS

As you probably noticed when we created the initial Participant Assignments, we placed
them in a holding RLC. This was done so that we could rearrange their room
assignments to accommodate roommate requests and personality conflicts. Below are
the steps to make the Final Assignments for the Cabin/Room Assignments.

1) Under the Ministry tab, select Participants and Participant Assignments from
the menu options.

2) Click the Find Person button.
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3) The Advanced Search dialog box will appear. Search for a name of a participant
of the Summer Camp. When the name appears that you’d like to make a final

assignment for, click on the Select link.
Add Participant Assignments

Pre-assign a participant to an existing activity group or class

Activity Activity Detail
Room, Location, Class: | 6th Grade Boys -

[Find Person]  Name: Cairo Lindsley

Breakout Group: Bth Grade Boys
ACtivty: *  Jr. High Summer Camp Sth Grade Girls
Schedule/Time

Tth Grade Boys

Tth Grade Girls
2th Grade Boys
&th Grade Girls
Labipd Leoepmd 1 Save Assignment ] [ Cancel ]
Cabin 1 - Room 2
1
Cabin Z - Room 1
ity Schedule/Time Room, Location, Class Cabin 2 - Room 2

6th Grade Boys

Participant Az=ignments.

Celete]  Jr. High Summer Camp 2008

The individuals’ Participant Assignments will be displayed at the bottom of the

screen.
4) Click Edit next to the Jr. High Summer Camp 2009 assignment.
5) Change the Room Location Class selection to the Final Room Assignment. In this
case, we'll choose Cabin 1 - Room 2 from the Room, Location, Class option.
6) Click on the Save Assignment button.
7) Repeat steps 2-6 for each participant of the Summer Camp.

Move assignments

Alternatively, you can use Move Assignments (Ministry tab and the Participants and
Move Assignments menu options) to move people in mass. This camp may not be a
good choice for that as you will need to try and match campers with their choices of

roommates.
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USING POPULAR REPORTS

ACTIVITY REQUIREMENTS
M1430 — Participant Assignments and Activity Requirements

FT Repors My Reports (1

Participant Assignments and Activity Requirements

Ministry: *
Yaouth -

Activity | RLC Status:
Both Active/inActive -

Activity: *

Impact! Semice -
Jr. High Summer Camp
Summer Camp H
Xtreme Youth Semnice

Youth - 10:30am 57

Get Activity Group |
Activity Group: *

Jr. High Summer Camp 2008 :: Final Assignments

Jr. High Summer Camp 2008 - Holding List

Get Room Location |
Foom Location: *

- High Summer Camp 2008 :: Holding List :: 6th Grade Girls
. High Summer Camp 2008 :: Holding List = Tth Grade Boys

- High Summer Camp 2008 :: Holding List :: Tth Grade Girls
_ High Summer Camp 2008 :: Holding List - 8th Grade Boys
. High Summer Camp 2008 :: Holding List :: 8th Grade Girls

Activity Time: *
July 15th - 18th, 2008 -

O Additional Filters

Choose an Output Type: *
PDF -

Run Report | Cancel Or -f[aSavetoMyrRepmts\-
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Report Parameters

1. Choose Youth from the Ministry selection.

May 15, 2009

Choose Jr. High Summer Camp 2009 from the Activities selection and click the

Get Activity Group link.

3. Choose all of the Activity Groups from the Activity Groups selection and click the

Get Room Location link.
4. Select all of the Room Locations listed from the Room Location choices.
5. Select the July 15" — 18", 2009 choice from the Activity Time selection.

The completed report should look similar to the one below. It will list what is completed
and what still needs to be completed.

Name

Contact Information

Activity Requirements

Jr. High Summer Camp 2008

Alexander, Billy

468-555-3421
Househeld:
Individual:

Cabin 1 - Room 1

Requirement

Medical Release Form
Parental Consent Form

Status Notes

Smith, James "Jim”

1000 Main Street
Anywhere, TX 75555

872-555-3555
Household:
Individual:

Cabin 1 - Room 1

Requirement
Mediczl Release Form
Parental Consent Form

Status Notes

Lindsley, Cairo

7604 Naples Ln
Frisco, TX 75035-2965

9727126768

Household:
mlindsley@fellowshiptech.com

Individual:

Cabin 1 - Room 2

Requirement
Edical Releass Form

Parental Consent Form

Status Notes
Approved - 04/02/2008
Approved - 04/02/2008

Rice, Daniel

Househeld:
Individual:

Cabin 1 - Room 2

Requirement

Medical Release Form
Parental Consent Form

Status Notes

Approved - 04/02/2008
Approved - 04/02/2008
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