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After a Camp Confirms Enrollment - STEP-BY-STEP GUIDE

This document outlines what steps you should follow after a camp has confirmed whether a
camper is enrolled in camp. If you have any questions, please contact Staci@jewishcamp.org

You will receive an email once a camp has confirmed their campers.
Login in at http://admin.onehappycamper.org/StaticReports/DashBoard/DashBoard

Scroll over “Applications”
Select “Verify Enrollment - Confirm Enroliment”

W=

\“
sz*s APPLICATIONS
e ———
View All Applications

REP( RTS

Werify Enrollment -

CONFIE

Werify Enrallment - Confirm Enrollment

Mote: Thi lists all the C listed i
gre s page it Gl Hhe ampRrs U yrerify Attendance - Notify Carmps

Filter by Camp: MNone selected -

werify Attendance - Confirm Attendance

5. You will see a screen that looks like the one below. It shows what the camps have
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6. For campers where the camp has indicated “Yes” to both questions (see blue arrows)
place a check in the box on the right side of their application (pink arrow) and then click
on the pink button that reads: “Update Status.” You can update as many campers at a
time as you want, but you can only update them to the same status.

7. A pop-up will appear confirming how many campers you want to update, and what status
you want to update to. Select “Enroliment Confirmed; Payment Pending”.

Important: This will automatically send an e-mail to the parent telling them they are
approved for a grant and confirm the grant amount. Do not complete this step if you are not
prepared to fund the grant.

Current Status: Eligible; Admin Approwed

# of Applications Selected: 25

Change Status To: --Zelect status-- ¥

[ --=alect status--
Enrallment Canfirmed; Payrment Pending

Under Review
Ineligible by =taff

UPDATE CAMNCEL

For campers that the camp has not yet confirmed as enrolled:

If the camp indicated that either the camper was not enrolled in camp or the camper is not a
first-time camper, it is best to confirm with the camp that it was filled out correctly and find out
more about the camper. The best way to do this is to reach out to the camp directly.

If the camper is not eligible, use steps 5 and 6 to change the campers’ status to “Ineligible by
staff.” You will then need to notify the parent to inform them their camper will not get the grant.
The system will not send an email to parents for campers you have marked as ineligible.

If the camp indicated that the camper isn’t registered yet or for some reason their status is in
flux you can move their application to the status of “Under Review.” This status is meant for
campers whose applications or registration status(es) are still being decided. Once you have
more information about the campers’ status(es) you should update their status appropriately.

When the camp has not gotten back to you:
If a camp has not yet approved the applications you have two options:

1. Forward the confirmation e-mailed you were CC’d on when you triggered the system to
send an email to confirm enroliment.

2. Put one camper in the camp into the status of “Under Review,” and then update that
same camper to the status of ‘Eligible; Admin Approved.” After that, you can have the
system send the email to the camp again. See the OHC New Application — Step-By-Step
Guide for more information on this.
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