Online Registration Instructions for Walden Glen Pool
To register for a Family or Individual Membership:
· Go to our website at http://www.waldenglenpool.org/
· Select the “Register Online” button on the Left hand menu.
· Choose “General Membership” in the “Select a Registration Category:” drop-down box.
· Start with the appropriate Membership option for your household by clicking on the “Begin Registration” button in either the “2013 Family Pool Membership - New & Returning Members” box, “2013 Individual Pool Membership - New Members” box or the “2013 Individual Pool Membership - Returning Members” box.
· You will see the following message “NOTE: Only persons 18 years of age or older can enter information for this program.”  Click “Continue”.
· For returning members, please sign-in using the e-mail address and password from last year.  Your e-mail address should be the one where you are receiving the Walden Glen e-mails.  If you’ve forgotten your password, click on “forgot?” above the password box, then click on “Reset Password”.  A link to reset your password will be mailed to this e-mail address. Check your e-mail’s inbox for the link and follow the instructions.
· For new members, please enter the e-mail address that you wish to be used by Walden Glen and click the green “Create Account” button.  A link to set your password will be mailed to this e-mail address. Check your e-mail’s inbox for the link and follow the instructions.

· If you had to reset or set your password, make sure that you have now logged in.
· For returning members, you should see at least one family member of your household listed on a “Register Family Members” page.  To register your household, click on the green box ([image: image1.png]WELIGIELE -REGISTER



) next to one of the adults in your household. You will now see the “Participant Information” page. Please check the information for accuracy and fill in as needed (see next section).
· For new members, you will be sent directly to the “Participant Information” page.

The “Participant Information” Page

· Fill in any box with a red asterisk (*) that is not already filled in. 
· Set your preferences for how you will allow your street address, phone numbers and e-mail address to be used within this site.  show up in Team Rosters or be Public.  If you select Roster, only other members of that team can see your information.
The dropdown menus can be used to indicate how you want the information to be used:

 "Private" means no one other than Walden Glen web site administrator can view the information. 
 "Roster" indicates that this information will only be displayed on rosters according to the viewing policy set for that team.  Walden Glen Team policies require password protection to view this information.

The “Public” option is generally reserved for team managers and coaches who choose to make certain information available to the general "Public" on the rosters team home page and the Team Contacts page.  This option is not recommended for general members. 
· If you enter your cell phone number, please indicate whether you want to receive club news items and schedule change notifications via text messages to your cell phone. Use the dropdown list to choose your cell phone service provider if you wish to receive text messages.
· For returning members, your Membership ID number should be listed in the ID box. For new members, a membership ID number will be sent to you after payment is received.
· Click “Submit” when everything is filled in.  (Note: This information profile can be modified as needed at later dates).

The “Supplemental Information” Page

· Enter the name & phone number of an emergency contact.

· You may order “Guest Pass Vouchers”.  Type the number of vouchers you want to order and the cost will be included in your final price.  You can pick up purchased vouchers at Back-to-Pool night or at the Guard Desk.

· For Individual Memberships:

· Please check the box if you need to add a “Seasonal Guest” and provide their name.

· For Family Memberships:

· Please answer whether you are a NEW member or not.

· Enter the names of other adults in your house; this includes anyone over the age of 18.  If you want their e-mail or phone number(s) in the system, please see the section on “Add Contact Information for Additional Adults”
· Enter children under the age of 18 and their ages.  Please remember to update their ages if they are already listed.
· If you have a Day Care provider that will be bringing your children to the pool, please enter that information and check if they are not a member of the pool.

· For NEW Memberships:

· Please help us out by entering how you heard about us and whether you were referred to us by another member.

· Click “Submit Information”.

“Registration Review” Page

· Review all fields to ensure that all of the information is correct.

· If you want to enter the contact information for any Additional Adults in the household, click on “Register Another Individual” in the gray box in the middle of the page.

· If you want to register any children for the Swim or Dive teams, click on “Register Another Individual” in the gray box in the middle of the page.

· If you do not wish to register children for Swim or Dive teams, or if you have no additional adult contact information to register, your registration is complete.  You can now check your Family Balance.  Skip to the “Family Balance” section below. 
If you wish to “Add Contact Information for Additional Adults”:

· You do not need to do this if you added this information last year.  This person should be in the system and already appear on the “Register Family Members” page.  You are only allowed two adult entries.
· Select “Add Additional Adults” in the “Select a Registration Category:” drop-down box.

· Click on the “Begin Registration” button in the “Add Contact Information for Additional Adults” box.

· You will see the following message “NOTE: Only persons 18 years of age or older can enter information for this program.”  Click “Continue”.
· You should see the first adult listed with the Family Pool Membership next to their name.  You should not see the new additional adult’s name listed.  You need to click on the “Add Adult” button below the existing information.

· You will be sent back to a “Participant Information” page.  Much of the information is already filled out based on the previously entered information.  You need to enter the new adult’s First Name, Last Name if it is different from the first adult.  You can replace the existing e-mail information with the e-mail for this adult.  You can enter their cell phone if you wish.

· Click on “Submit”

· The “Supplemental Information Page” will come up for a moment and then will change to the “Registration Review” page.  If you are asked to fill out membership information again or have an additional membership charge added to your account, we will see that and fix behind the scenes.  Sorry for the confusion.
· Please review the information on the “Registration Review” page.  
· If you want to register children for the teams, click on “Back to Registration” button (
 ) near the bottom of the page.

· If you are done adding the additional contact information, you can check your Family Balance.  Skip to the “Family Balance” section below.

Registering a Child for Swim and/or Dive Team:

· If you selected the “Register Another Individual” option to register a child for Swim and/or Dive team, you are now on the “Select a Registration Category:” page.

· Select “Team Registrations” in the “Select a Registration Category:” drop-down box.
· Select which team the child is joining.  If the child will participate in both swim & dive, pick one team to register first.  Complete the entire registration process for that team before attempting to register the same child for the second team. 
· Click on the “Begin Registration” button for the team registration that you have chosen.

· You should see yourself listed with the Family Pool Membership next to your name.  If your child’s name is listed, click on the green checkbox ([image: image3.png]WELIGIELE -REGISTER



) next to the child’s name.  If you don’t see your child’s name, click on the “Add Child” button below your information.

· You will be sent to the “Participant Information” page.  Much of the information is already filled out based on your profile information and whether this child was already in the system.  You may need to enter the child’s First Name, Last Name if it is different from yours, their gender and their date of birth.  You can add their e-mail information using a comma to separate e-mail addresses and you can enter their cell phone if you wish.

· Click on “Submit”

· On the “Supplemental Information Page”, fill in or update the Emergency, Medical and Insurance information.  Also indicate whether they will be registering for another team.  Read the Authorization text and the Code of Conduct text and fill in the required check box indicating your acceptance of these terms.

· Click on “Submit Information”.

· Please review the information on the “Registration Review” page.  Both the Dive & Swim Teams will send a follow up e-mail to tell you the total for all of your children for their team(s).  Please note that you will need to send membership dues to one address, the Swim Team fees to another and the Dive Team fees to a third address.  

· If you want to register another child or this child for another team, click on “Register Another Individual” in gray box in the middle of the page.

· If you are done registering all children for all their desired teams, you can check your Family Balance.  Skip to the “Family Balance” section below.
To check Family Balance:

· To return to our home webpage from the “Registration Review” page, either click on “Register Another Individual” or reenter the website address ( http://www.waldenglenpool.org/
· Make sure you are logged in.  You should see your name in the upper right hand corner, next to “Welcome”.  If you are not logged in, log in using the boxes in the upper right hand corner.
· If you just logged in, the site should take you to your Family Members page which lists your registrations and the amounts due.

· If you don’t see the Family Members page, click on “Administer” in the upper right hand corner next to “Welcome” Your Name.

· Please remember that your membership dues go to one address, the Swim Team fees go to another and the Dive Team fees to a third address.  Both the Dive & Swim Teams will send a follow up e-mail to tell you the total for their team.

Mailing Addresses (make Payable to first line in Address):
Membership Dues:
Walden Glen

c/o Membership 
PO Box 2452
Springfield, VA  22152
Swim Team Fees:
Walden Glen Swim Team

Laura Oppler – Team Treasurer

8331 Garfield Court

Springfield VA  22152
Dive Team Fees:
Walden Glen Dive Team

c/o Paul Rabe

6117 Roxbury Ave. 

Springfield, VA 22152
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