STEP 1: SIGNING INTO THE PARENT PORTAL

If family information has been imported:
Customers already added to the staff side of iClassPro will simply use the Forgot Password link below the sign in area
the first time they log in to retrieve a password using the primary (1st) email address they have on file with your
business.
After logging in, they can review their family and student information for accuracy using
the Family and Students links on the left side of the parent portal. They can also change
their password to something more memorable using the Change Password link under the
Family section.

After making any adjustments, they will need to scroll down to the bottom of the page
and click save.

If registering from scratch:
For new families, you can instruct them to click Create Account.

Email Validation
First, they will be asked to enter an email address, check a box to certify that they are over the age of 18 and pass a
quick Captcha.

Then they will click Send Email, which will send the family an email with a 6 digit code that must be entered on the
next page to continue the account creation process. This allows us to certify that the person creating the account is,
in fact, the owner of that email address (to prevent spam signups).
After entering the 6 digit code, they will click Validate to proceed. (Don't worry! If the customer has accidentally
navigated way from the parent portal to check their email, there is also a link in the email to get them back to the page to
enter the code.)

Entering Parent/Guardian Data
Next, the customer will enter the information for the responsible parties on the account (parents or guardians). This
will require at least one name, email, phone number and mailing address.
This page will also ask the customer to:
• Choose which emails they wish to receive from your business:

•

set up a password which will be used to sign into the parent portal in the future

•

select how they heard about your business from a list of pre-determined answers (Created under
Settings>Setup>Family Settings>Referral Sources

When finished, they will click Create Account at the bottom of the page to proceed.

Agreeing to Family Policies
Next, they will be asked to agree to your business' Family Policies (Set up under Settings>Family Policies) where the
customer must check a box to agree to each section Policies and Procedures, Waiver of Liability and Billing
Authorization. And then click the button "I acknowledge and agree to all policies" at the bottom of the page.

Entering Student Data
This will take the family to the Students page, where the user must agree to student policies (if they have been set
up) and enter student information. Required information includes the student's name (first and last), birthdate and
gender. Medical Information can also be provided (but is optional) before clicking Save Student.
After entering one student’s information, the option will be presented to also enter additional students. All students
should be added before proceeding with enrollment.

STEP 2: REGISTERING FOR A CLASS OR CAMP
Adding Classes/Camps to Cart
To search for available classes (or camps), click on Classes (or camp type) in the navigation menu.
Example Classes:

Example: Camp Type

If necessary, set the Class Filters (or Camp Filters) and click Submit to find the desired class(es)/camp(s).
Example Class Filters (Customize available options under Settings>Parent Portal>Class Filters):

Example Camp Filters:

After finding the desired class/camp in the list, click Enroll Now.

Select a student from the drop down and fill out the required class/camp information (camps may require the
additional step of selecting camp meeting times from a list), then click Continue Enrollment.

This will show the total for the enrollment, click Add to Cart to continue.
Next, you will have the option to either "Find another enrollment (class or camp)" or "Proceed to Checkout".

Checking out with Enrollments
After repeating these steps to add all desired student enrollments to the cart, click Proceed to Checkout. This will
display the cart total.

Click Continue to proceed with checkout and follow the on-screen instructions until you get to the last step (shown
below).

Click Complete Transaction to finish the enrollment process. You can print the next page for your records.

