
STAFF APPLICATION INSRUCTIONS on CAMPWISE: 
 
We have integrated our Riverside staff application process with our camp software and are 
excited to have you be some of the first to walk through the process! We have set it up to make 
things as simple and easy as possible, but we are welcoming feedback as we also are interested 
in continuing to work with our software company to make improvements for our users. At any 
step of the way, if you run into any challenges please reach out to our office.  
 
1. Go to this link to begin the application process and to access your Staff Online Dashboard. 
 
2. If you worked for us in Summer 2021, you already have a USERNAME and PASSWORD. If you 
have forgotten it, please DO NOT create a new account. Email or call our office and we will 
remind you of your login information and reset your password. 

• Once logged in, it will take you to your Dashboard. In the right-hand column, you will 
find a green button that says "Apply for Position", click on the button, then click the box 
for 2022 Seasonal Staff. Then click Save/Next at the bottom right. 

3. If you have been a camper at Riverside, you probably already have a profile and we'd LOVE 
to keep your existing profile. Please email or call our office and we'll give you your own 
USERNAME and PASSWORD (so your parent/guardian can still keep theirs). 

• Once logged in, it will take you to your Dashboard. In the right-hand column, you will 
find a green button that says "Apply for Position", click on the button, then click the box 
for 2022 Seasonal Staff. Then click Save/Next at the bottom right. 

4. If you are completely new to Riverside, you will create a new user account - click on the 
"Create New Account" button at the link above and step through the personal info data entry. 
When that is completed, it will eventually lead you to the application. You will click the box for 
2022 Seasonal Staff. Then click Save/Next at the bottom right. 
 
5. Choose your position - either Camp Summer Staff or Kitchen Team Member. Click Save/Next. 
 
6. The first thing you'll do is identify your three references - one Pastoral/Ministry reference, a 
Family Member reference, and an Employer/Friend/Other reference. Click Save/Next when all 
data fields are completed. 
 
7. Advance to the first page of your Summer Staff Application - Youth Camp. You will find a 
welcome message and instructions. At this point, our suggestion is that you answer all the 
questions on that first page, then click on Save/Go To Dashboard. (In some instances, you may 
need to click on the Prev button on the bottom left a couple of times to get back to the 
Dashboard). 

http://cwngui.campwise.com/Customer/rlbc/browser-check-staff.html


• In the right-hand column of the Dashboard, you will find a Forms section at the bottom. 
Choose the Download Forms tab. You will find the Application Essay Questions, a VERY 
important part of your application process. You will answer these questions by creating 
your own document that you will then upload into your Dashboard. 

• Once you have saved your document with the responses to the essay questions, click on 
the Upload Forms tab. Choose Application Essay Questions from the dropdown menu, 
choose your document file, then click on the blue Upload button. Shortly after clicking 
on the Upload button, you should receive a pop-up message saying, "Form upload was 
successful." 

8. You can return to your Summer Staff Application at any point by clicking on the Online Forms 
tab of your Dashboard. You'll see your application there in blue and can click on it to return to 
it. Until all required data fields are completed, it will show a red message saying, "Required 
Items Missing . . . ". Once all is completed, that message will turn green and you can go up to 
the Positions section of the Dashboard and click on the Submit button. CONGRATS!! You have 
successfully made it through, and we'll be in touch soon! 
 


