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What’s new with CFL Registration? 
 
We’ve moved to a new, more powerful camp registration and merit badge 
selection software application. It’s more powerful because it makes it easier to 
register, easier to track who’s signed up at the unit level and there are a number 
of new reporting features that will make everyone’s jobs easier.  Here are just a 
few of the improvements: 
 

• Unit Registrars (previously known as the Camp-Coordinator) will be able 
to make changes themselves to schedules, add or delete campers and 
print reports and schedules for all youth attending. You can start, stop and 
come back to a registration. Payments are online and you’ll receive 
confirmation and receipts electronically.  In addition, unit registrars can 
hand off data entry, class selection, and even online payments to parents 
through the Parent Portal feature. 

• Unit leaders will be able to print the schedules of all their campers and 
track their daily attendance. No more missing blue cards – they’ll be filled 
in (with what requirements were signed off, and what still needs to be 
completed). You’ll receive completed and signed blue cards at the end of 
camp. You have perpetual access to your reports – even after camp! 

• Camp Staff will be able to track daily attendance, print blue cards and 
provide an accurate list of what classes were successfully completed. 
Check-in, campsite assignment and requirements completion processes 
are all streamlined. 

 
Plus, this year, much of the work of entering your Unit information has already 
been done for you! If you made a campsite deposit last summer and/or have sent 
in deposits for your youth – we’ve already entered that information on your 
behalf.  
 
There are two types of Registrations for 2015 – which kind am I? 
 
Pre-Registered Units - If we’ve already received a campsite deposit and/or your 
initial camper deposits, some of your registration information has already been 
entered. For instance, if you paid the $100 campsite deposit and selected your 
campsite – we’ve entered it into your unit record. If you’ve sent individual 
deposits for your youth – we’ve already entered your headcount and created 
Attendee records for you. 
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Pre-registered unit Registrars will received an email with detailed instructions on 
accessing their unit records.  
 
New Registration Units – if you have not previously made deposits or campsite 
selections, then you will use the system to register and make payments from 
scratch. New units will connect with our registration system via a portal on our 
websites – www.freelandleslie.com or www.threefirescouncil.org.  
 
This document contains a full set of instructions for both types of registrants.  
 
What do I need to start my Registration? 
 
You’ll need the following things to complete your registration: 
 

• A computer with a browser 
• Point your browser to www.freelandleslie.com and navigate to the 

Registration links. 
• The list of the youth in your unit that you intend to register 
• A form of payment when you have completed your registration. 

 
Note: Pre-registered units should have received a Website Link and a 
Registration Number via email from our Registrar. If you did not, or can’t find the 
number – please call our Program Office at the Norris Scout Service Center at 
(630) 584-9250. 
 
Using the registration portal on our website or the direct link, click through to the 
Event Registration page.  
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Note that this page contains a map link to camp, event details and important 
documents you can download for more information and to share with your adult 
leaders. If you need information on pricing and cut-off dates for payments, click 
View Pricing. 
 
If you are a New Registration Unit – and you have not previously registered for 
our camp, then: 
 

1. Select the week of camp you wish to attend. 
2. Select the number of youth and adult campers from the pull downs 
3. Click Register Now 

 
The next screen to pop up (Figure 1) will prompt you for your contact information. 
If this is your first visit, you’ll enter the contact information for your Unit Registrar. 
This person will receive all emails and reports and will be your central point of 
contact for your registrations, payments and scheduling.  
 
Note – along the way, you’ll be assigned a 9-digit registration code. Write it down 
and keep it handy for the next time you want to re-enter the system to make 
changes, add campers or print reports. Once you’ve established your account, 
you’ll come back and click through the Existing Registration button.  
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Figure 1 – Getting started registration screen 
 
If you are a Pre-Registered Unit – your first steps are a little different: 
 

1. Select the week of camp you are attending 
2. Click Existing Registration 
3. Enter your Registrar’s email address and 9-digit registration number.  

 
Figure 2 will pop up and ask you to insert your Registrar’s email address and the 
9-digit registration number you received via email from our Council Program 
Team. Don’t worry if you’ve forgotten or lost the email. Enter your Registrar’s 
email address and we’ll resend your registration number.  
 

 
Figure 2 – Lookup Registration screen 
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The Registration Summary Page 
 
Congrats! You’ve made it to the most important page in the registration process. 
Most everything you’ll need to do – from adding campers, to making changes to 
schedules, to printing reports and making your payments – all happen via this 
page.  
 
There are some very important things to note on this page: 
 

1. DO NOT hit the back button, or refresh your browser from this page – 
you’ll have to start all over.  

2. DO use the navigation buttons at the top of the page to move around and 
refresh the page.  

3. Your current ‘balance sheet’ information is listed in the upper right hand 
corner. That’s where you’ll find the calculations related to deposits, 
remaining payments, etc. Those numbers will change dynamically as you 
add or delete campers. For now, don’t worry about the $ - let’s register 
some campers! 

 
The next screen that appears is the Registration Summary page (Figure 3).  
 
If you’re a Pre-Registered Unit, we’ve populated the current number of campers 
you’ve already made payments for. You’ll also see your campsite assignment 
and your balance of payments. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Figure 3 – Registration Summary Screen – Pre-Registered Unit 
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The Attendees Page 
 
Move to the top of the Registration Summary page and click the Attendees 
chevron (button) at the top of the page. The Attendees page will come up as 
shown (Figure 4). Don’t be intimidated by all the Attendees listed down the left 
hand side of the page. We’ve pre-populated some blank campers into the system 
based upon the number of deposits you’ve already sent in or the number of 
campers you selected previously. Don’t worry – you can add more campers at 
any time.  
 
Please note that once you’ve entered a camper and payment has been made, 
you will not be able to delete him. Contact our Council Program Team to discuss 
deleting a camper.  
 

 
 
Figure 4 – Attendees Page  
 
NOTE: Your Registration Number appears at the top-center of this page – write it 
down and keep it in a safe place – you’ll need it again if you want to come back 
and make changes.  
 
Registering Campers and Selecting Merit Badges and Activities 
 
You’ve got a couple of ways to view your Attendees and start entering their 
actual information. You can simply click on the blue Attendee (number) and that 
camper’s record will appear. You can also click the Expand or collapse all data-
entry areas symbol at the top-left and ALL the records will open. Experiment and 
see which view works for you. 
 
In Figure 5, we’ve chosen the first Attendee on the list. Note that the name, age 
and rank fields need to be populated. Enter your camper’s name and information. 
Once you’ve entered the actual camper’s information, you simply click the next 
Attendee in the list and repeat entering actual camper’s names until you’ve 
completed your roster.  
 
Note that at the top of the page there’s a refresh and recheck required data entry 
symbol. Clicking that button periodically refreshes your screen and puts your 
campers in alphabetical order at the bottom of the page.  
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Don’t worry – you haven’t lost your camper – he’s just been moved out of your 
way. You can always move down the page and click on his name to bring his 
record back up.  
 

 
Figure 5 – Attendee Record  
 
Entering Merit Badge and Activity Choices 
 
Now that you’ve entered your camper’s personal information, it’s time to enter his 
choices for his weekly activities! 
 
Most units centrally collect merit badge and activity choices for their campers. By 
now, your parents have helped their campers make their selections and it’s time 
to start populating each camper’s choices into their individual record.  
 
Simply select an Attendee (or the actual name of a camper from your list). Click 
on Select Class. The next screen pops up – allowing you to scroll through the 
choices for the selected period. See Figure 6. 
 
Remember, some classes span multiple periods and days! There are no classes 
on Wednesday morning – that’s when we do Camp-Wide Games. Friday 
afternoon is reserved for Parent visits and the big camp-wide dinner and 
campfire program. 
 
For more information on all our class offerings, schedule and pre-requisites – 
click on the Event Details box at the top of the page. You’ll be returned to the 
Event homepage. Scroll down to the Attachments box and you’ll find the CFL 
Program Guide and the Event Class Catalog. 
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As shown in Figure 5a, select from the classes available in the selected period by 
checking the button next to the Class Number. Click Save to continue to the next 
Period or click Clear Selected Class or Cancel to close and start over.  
 
Repeat the selection process for each Period. Some campers don’t completely fill 
their schedules. Leaving a Period blank leaves that session as free time.  
 
 

 
Figure 5a – Class Selection Screen 
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Figure 6 shows a completed schedule for a camper. You can make changes 
immediately by clicking the assigned class. That will take you back to the catalog 
to make another selection. You may also print this camper’s schedule from this 
screen. Don’t worry, you can print a master report for the whole unit a bit later.   
 

 
Figure 6  - Completed Class Record 
 
Continue to work through your unit’s roster – entering camper names and class 
selections. You can always add a new camper to your list and make changes at 
a later date.  
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Here’s a snapshot (Figure 7) of a unit who’s partially through adding all their 
campers. They’ve received class choices from most of their campers and their 
choices have been entered – as indicated by their actual names. For those last-
minute campers who haven’t made their choices, they’re still listed as Attendees.  
 

 
 
Figure 7 – Attendee vs Scheduled Camper Records 
 
Continue to go through your roster, adding activity choices until you’ve completed 
all your camper’s schedules. You don’t have to do it in one setting. Remember to 
keep your registration number handy and you can always come back at any time 
to finish up.  
 
Once you’ve successfully entered all your camper and adult information (there 
are activities for the adults too!) then you’re ready to check out and make 
payments.  
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Making Payments 
 
Just like with any online store, you’ve added all your ‘products’ (your campers) 
into your shopping cart and you’re now ready to check out. 
 
If you are a New Registration Unit, you’ll be prompted to make the full payment 
for your campers, minus any discounts. Click on the Checkout button (Figure 8) 
and the Payments screen will pop up (Figure 9). 

Figure 8 – Checkout Screen 
 

 
 

Figure 9 – Payments Screen 
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This screen shows your campers by name, their fees, any applied discounts, 
additional fees (such as t-shirts), any previous deposits, etc. The ‘balance sheet’ 
shows now in the upper right – indicating your total fees, credits, discounts and 
balance due.  
 
For New Registration Units, note that your campers will show as “Not booked” 
(see Figure 9) until you’ve made a payment. That means you’ve requested a 
merit badge class – but it has NOT been allocated to your camper. Payment is 
required in order to book a class or activity. “Not booked” will disappear once 
you’ve made your payment and will be replaced with the payment date.  
 
Click on Payment Schedule to see a more detailed balance sheet for your unit. 
It’s a quick way to double check all your payments, discounts and fees.  
 
Next, enter the amount you’ll be paying for each camper in the Paying Now 
column, then click the Begin Checkout button next to the red arrow. 
 
Read and acknowledge our Policies and check the agree-to box. Click Next to 
continue. Figure 10. 

Figure 10 – Policy Screen 
 
Enter the required payment contact information and you are ready to enter your 
payment method choice. Follow the instructions carefully. You’ll receive a 
confirmation email shortly after entering your payment. 
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Note: We DO allow units to Mail In payments (Figure 11); however, payments 
must be received in-full prior to camp. Late fees may be applied and your 
campers may lose their spot in a class if payments are not made on a timely 
basis.  
 

 
Figure 11 – Payment Screen 
 
For our Pre-Registered Units. As a Unit Registrar, you have complete control 
over your payment schedule! You may request deposits from your campers. You 
may require payment in full, or you may set up and make partial payments. Most 
units collect payment from their campers in time to meet early bird discounts and 
submit a single check or online payment for the full amount. You have lots of 
flexibility – and a set of Reports that will help you manage your payments.  
 
You may also choose to use the Parent Portal option and allow campers and 
their families to submit payments directly into the system. If you want to use this 
payment feature, contact our Council Program Team to discuss how to use this 
powerful payment feature. 
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Generating Reports 
 
One of the best things about this application is that there are a ton of useful 
reports that can be generated for your unit, your leaders and the parents of your 
campers.  
 
Clicking the Reports Button at the top of the page opens a new page with the 
titles and descriptions of custom reports that are generated from the camper 
records you’ve entered. See Figure 12. 
 

Figure 12 – Reports Screen 
 
Each Report opens in a new window in a .pdf file format. You may save, rename 
print or send these reports to your campers, parents, or unit leaders.  
 
Figure 13 shows an individual camper’s schedule for the week. Note that it 
includes the prerequisite requirements for his classes too! 
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Figure 13 – Camper Schedule Report 
 
The Class Period Summary in Figure 14 lists every camper’s schedule by Period, 
location and date – no more guesswork trying to figure out where your campers 
are supposed to be throughout the day! 
 

Figure 14 – Class Period Summary 
 
The Class Attendee Summary answers the age-old question, “Can you tell me 
what classes I signed up for?” – all at a glance. 
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Figure 15- Attendee Summary 
 
The Payments Summary Report is a useful tool for tracking unit-level payments 
and payment scheduling. Figure 16. 
 

Figure 16 – Payment Allowance 
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The Parent Portal 
 
There is a very powerful feature of this system that empowers the parents of 
campers to actually make changes and additions to their camper’s records. This 
includes the ability to: 
 

• Make changes to class selections 
• Print schedules 
• Update their camper’s personal information 
• Make credit card payments directly into the system  

Figure 17 – Parent Portal  
 
“With great power comes great responsibility.”  Turning on the Parent Portal 
shifts responsibility (and freedom) from a central unit Registrar to the individual 
camper’s parents. We highly recommend you contact our Council Program 
Team to discuss the pros and cons of turning on this powerful set of 
features! 
 
Units may choose to operate in a decentralized manner or continue to maintain 
central control. There will always need to be a single Registrar who will receive 
email notifications when a change is made, a payment is received, etc.  
 
Read the Here’s How it Works and the Parent Portal FAQ CAREFULLY before 
you chose to click the Use Parent Portal button. Many units find this to be their 
favorite part of this system! 
 
Who do I call if I need help? 
 
Please contact our please call our Council Program Team at the Norris Scout 
Service Center at (630) 584-9250.  
 
Don’t forget to come back to www.freelandleslie.com and check our Frequently 
Asked Questions List too.  
 


