
How to use the 

Online 

Childcare 

Reservation 

System 



Step 1 
 
To begin using the online childcare reservation system, go to 
www.theheights.org and click on “preschool” under the “grow” tab. 



Step 2 
 
Click on the “Events” link on the right side of the screen. 



Step 3 
 
Next, click on the link at the bottom of the page. 



Step 4 
 
Next, click on the link with the date of the evening for which you desire to 
reserve childcare (it will be underlined as a link). 



Step 5 
 
You are now on the login screen for Fellowship One.  At this point, you will 
need to login to the system. 
 
If you have never logged in here before, you will need to create an 
account that you can use for childcare reservation 
right now, and for future church activities that will 
require reservations.  To create a new account, 
click the “Create Account” button in the upper 
right hand portion of the screen. 
 



Step 5 - (cont’d for those setting up an account for the 1st time) 

 
You must fill in all the fields with an asterisk (*) on this page and then click 
the “create your account” button at the bottom. 



Step 5 - (cont’d for those setting up an account for the 1st time) 

 
To add other family members, click on the blue “+ Add Person” button 
and fill out their information on the next screen. 
Continue this process until all family members 
have been added. 



Step 6 
 
You should now see everyone in your family on this screen. 
 
There should be a green “select” button beside the names of your kid(s).  
To begin, click on the green “select” button.  If you have more than one 
child, you will come back and  “select” your other children in a few 
steps.  The system is designed     to register each child individually (and 
not as one group). 



Step 7 
 
Fill in the fields with the appropriate information. 
 
Fields with an asterisk (*) must be answered in order to go on to the next 
step. 



Step 8 
 
If you are only registering one child, click on the “Submit Form” in the 
bottom right hand corner.  Move on to Step 8. 
 

If you are registering more than one child, click on the “Register Another 
Person” button in the upper right hand corner.  Go back to           Step 5 
and select the green “select” button by your other children’s       names 
and fill in the fields again for each child. 



Step 9 
 
This final screen is a summary screen of who you are requesting childcare 
for and the event. 
 
The system will send a confirmation email to the address shown in the 
window towards the bottom of the screen.  You’ll see another field 
(“carbon copy email”) where you can enter the email address of someone 
else you’d like to receive a confirmation email (i.e. your spouse). 
 
If everything is correct, click on the “Submit Form” button in the lower right 
hand corner. 



This is a final confirmation screen.  You will also receive a confirmation 
email with the same information.  This confirmation screen and the 
confirmation email will have reminders for you. 


