
IMPORTANT INSTRUCTIONS FOR UPLOADING  

YOUR CAMPER’S MEDICAL INSURANCE CARD 

 

 

DO NOT EMAIL a copy to us. The upload is required prior to registration. Why do we need this? With 

1500 campers and files, if your son or daughter has to go to the ER, we need to be able to find their 

insurance card as quickly as possible and the best way is attached to their online account-not in an email!  

 

The key to making this work is making a copy of the FRONT & BACK of your insurance card on ONE 

SIDE OF ONE PIECE OF PAPER. The system will not allow 2 pages therefore you cannot make a copy 

of the front and then the back and try to upload both. If you are not technologically advanced, take your 

insurance card to staples, UPS store, or Kinkos and they will make this copy for you and save it as a 

PDF. (JPEG format is also allowed)  

 

Follow the instructions below to upload:  

 

1. Open Internet Explorer (Google Chrome has been known to give error messages during 

uploading)  

2. Log back into your Active Account: https://campsself.active.com/BrevardDistanceRunningCamp 

a. This is a different link than you registered with and is in your confirmation email 

b. If you have trouble with this step, email us  

3. When you log into your account, you should see the Medical Insurance Card Documentation-

Required, click the “Upload Form” button (see picture below) 

 

4. A box will pop up and a button that says “Attach Document”. Click on that. Find the document 

saved on your desktop or in documents and press open/attach. Then finish by clicking “Upload 

Form”  

5. Once you have uploaded the document, you should receive a check mark that says “Form 

Uploaded”. You will not be able to edit or see this. If you looked at the document before you 

uploaded it, you do not email us to check, the check mark means it is there. If you only uploaded 

the front, you will need to email us to delete it so that you can upload a new document with both 

sides. Or if you get a new insurance card, email us to delete it so you can upload the new one! 

 

https://campsself.active.com/BrevardDistanceRunningCamp


 

HOW DO I COPY IT ON ONE PIECE OF PAPER? 

Copier 1: Place the front side of the insurance card face down on the copier towards the top. Make a 

copy. Take this copy and place the back side of your insurance card below the front side. Make a copy. 

Take this copy (with the front and back sides of your insurance card on them) and scan it to your email or 

desktop in PDF format. Save document as “Last, First Name Insurance Card” so you can easily locate it 

when uploading.  

Copier 2: Another option is to make a copy of both sides then fold the paper in half to show each side 

and place back on the copier. Make a 3rd copy that has both sides on it. Take this copy (with the front 

and back sides of your insurance card on them) and scan it to your email or desktop in PDF format. Save 

document as “Last, First Name Insurance Card” so you can easily locate it when uploading. 

Phone: Take a picture of the front. Take a picture of the back. Email them to yourself and save the 2 

photos to your desktop. Open a word document and click Insert. Insert Image. You can resize them if 

needed on one page and then Save As PDF to your desktop for uploading.  

 

Other: Take your card to Staples, Kinkos or the UPS Store and let them do it for you. Make sure they 

email you the PDF document and then Save As PDF to your desktop for uploading.  

 

CAN I COME TO CAMP WITHOUT INSURANCE? 

All campers must have medical insurance coverage to attend camp. If you do not have medical insurance 

coverage, you can come to camp only if your parents are willing to certify that they will be responsible for 

any and all medical charges incurred during camp. They will need to upload a signed letter stating this.  

 

WHAT IF THE BACK SIDE OF THE CARD IS BLANK? 

We will still need you to make a copy so that we can see that it is blank. If you only upload a picture of the 

front we will delete it thinking that you did it wrong. Please do not email us to tell us this because we do 

not have a way of keeping up with who has a back with information and who doesn’t.  

 

 

See page below for example of what the upload should look like (must be legible):  



 


