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 This tutorial will give
you step by step
instructions on how
to do all things in our
camp registration
system. 

There will be
instructions on how
to secure camper
spots, pay your
camper deposit and
enroll your campers
once you receive
paper registration
forms.

If you have
additional questions
or problems please
contact Courtney at
courtney@thecamp
grace.com 



Registration
Packet

Step 1

Ministry Partner Form

For new partners, this allows us to learn about your ministry
and who you all serve and about your meetings. It also allows
us to get information needed for grants and fundraising. 

For existing partners, this allows us to know of any exciting new
growth, changes or challenges you have in your ministry since
last summer. 

Ministry Partner Agreement

The MP Agreement is the latest policies and procedures for
that Summer on being a Ministry Partner and bringing
campers to Camp Grace. 

It provides information on arrival, dismissal, medication,
payments, and other details for preparing and going through
summer camp. 

To access the actual Agreement, it will take you to a website
to enter in your contact information. Once it is entered, it will
direct you to the Agreement. Please read this carefully and
note iany changes. Once it is signed, it will email you a copy of
the Agreement. 

The Registration
Packet is an email
from Courtney that
comes out mid-
October. 

Will include the MP
Form, Agreement,
Dates for that
Summer. 

You do not have to
go in and pay for
your spots at this
time but it is helpful
to gauge
attendance from
these forms. 

We ask you fill them
both out and recieve
the link to register
ASAP.  Then once
you know better
numbers or exact
weeks you want to
attend - go and pay
your $30 deposit
and claim spots. 



Securing
Spots
Once you receive the email “Link to Register for Summer 20##
at Camp Grace” click the link to enter Circuitree, our camp
registration system. All of the weeks for that summer (as well as
upcoming  Recharge events) will be listed. 

Find your preferred week/weeks to attend camp from the
events listed. If you are signing up campers over multiple weeks
enter each week’s quantity separately.

Note the listings for Kid Weeks vs Teen Weeks. Kid Weeks are for
7-12 year olds and Teen Weeks are for 13-17 year olds. 

Step 2



Step 2 Expand the weeks you are interested in bringing campers and
then enter the number of attendees for female campers, male
campers, and Ministry Partner Leaders.  After entering the
number of attendees, click “Update.” 

Once confirmed, your selections will turn a darker shade of gray
to confirm you are ready to purchase those spots. If correct,
click, “Continue” at the bottom of the page



Select your Ministry Partner group and then click “Continue” to
be taken to the checkout page to finish reserving spots. 

One the next page, there will be a summary of your registration.
Confirm the number of male and female camper spots as well
as your Leader count. 

Scroll down to the Payment Amount. You will have three options
for payment: Due Now (your $30 deposit per camper), Full
Payment (full $100 for campers and leaders), or Other Amount. 

For Other Amount, you may pay more than $30 per spot, but not
less.

Step 2



Enter the payment details and read the Terms and Conditions.
Check the box to agree and then click to pay. Once payment is
compete, your spots are officially reserved! 

Step 2



Enroll
Attendees
Closer to summer, Ministry Partners will need to name the
attendees for the week of camp as well as pay the remaining
balance. 

When you login to your main profile, you will be able to navigate
to registrations, payments, and other areas through the top bar
with the listed headings. 

Under the Registration tab, current and past registrations will be
listed. From here, you may add additional spots and enroll
campers. 

To name attendees, select the week of camp and click the
“Manage Attendees” button.  

Step 3



In the Registration Breakdown, there will be a section for each
gender of campers and then the Ministry Partner Leader. Click
the blue “+Invite Attendee” to begin naming spots. 

Step 3

To enter information, you can register one of two ways: either
invite parents to enroll their child into the system or you can
enter in the campers’ information yourself.  

We highly encourage you to enter camper information in the
system instead of relying on the parents!

It can be a challenge to meet deadlines when waiting on
parents to go online and enter the information. We have had
several parents have issues and Circuitree Support can take a
few days to get back to them. 

Easiest option (though it might take you a little longer on the
front end) is to enter the camper information in yourself once
you have the paper copies filled out of the Camper Registration
Forms. 
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