Welcome to the

Jeannette Cathy Children’s Center

Online Enroliment
New and Existing Families
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Online Enroliment Steps

Create Your Family Information
Center Account (FIC)

Complete the My Information Section

Online Enroliment Documents / My

Forms

New families receive an email 30 days before
enrollment directing families to the Family Information

New families with less than 30 days will receive an
email shortly after accepting their

To Do’s, Reminders and Updates

All updates will now be completed in your Family
Information Center.
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Family Information Center Creation Bright Horizons

Early Education & Preschool

FAMILY INFORMATION CENTER

-
Welcome to the Bright Horizons Family Infarmation Center I o g I n Pa g e
Log in 1 the Bright Horizans Faenily Infomation Center to 18 you're anralled, havi inquired, o would ks 1 ingire about
Click Sign Up

Please provide initial account creation information and
click continue. If you are already enrolled or registered a
message will appear indicating they already have an

< e e o account.
_ Follow Prompts

Eaticn sbout your ¢hikd[ren)

Mot yet enrolled bat looking for full time child care near your home or office?
Usa the child care locator t quickly locate child care canter, paschools and schools near you. Find a Cestar!

[ FRENERREY You will be prompted to set a username and password. If
. they do not remember their username or password, they
CREATE YOUR BRIGHT HORIZONS P f ¢
USERNAME & PASSWORD can use the ‘Forgot your username?’ or ‘Forgot your
. A:JrDI;Thas prsme.sI:‘hhaan crEa:admrlhs paSSWOrd? LinkS are On the page_
user. Please sign-in with your existing
e — credentials
L e Your Account has been Created
Bright Horizons.

Once an account has been created, your information will be
matched in the system. If the information does not match in
the system, you will be directed to the online inquiry flow.
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Online Enroliment Forms Access Bright Horizons.

My Children Billing & Payments by Profile CHiher Contacts Get started from the
Family Information Center

Fleaze complete or update errollment forms for your family members below.

Emmett Sellers Get Started

= Follow the link to the Family Information Center website and login. If you are
an existing family you may already have an account. New families will create
their account as previously shared.

= From the homepage click Get Started under Enrollment Forms
= This will bring you to the online enrollment forms screen

© 2021 Bright Horizons Family Solutions LLC


https://familyinfocenter.brighthorizons.com/

\ 7
V't
L —

Online Enroliment - Verifying My Information  PightHarizons

Get Started with Online Enrollment Forms

Step 1 Bafore filling out the forms please provide basic information about your child, The information you enter will ba
used to pre-populate your forms and will not be able to be changed in the form &self, Chick "My Information’ to get

| My Information

starbed,
Step 2 Camplete all ired forms. If you do not have all the infermation to complete a form, select “Save for Later’ to
come back and finish. You are finished when there are no forms remaining in the My Forms' section.

Step 3 Review Bright Harizoens Family Guide

= Before filling out forms, families must provide and verify basic information about
their child(ren). Information already entered in our system will populate as well.
Families will fill out any missing information. This information will then
prepopulate where appropriate to additional forms.

= We will collect information through a series of screens to include; child, doctor,
dentist, guardians, authorized contacts, and emergency contacts. Please enter
information, click save and NEXT.

= Once completed, families will click Confirm Information

© 2021 Bright Horizons Family Solutions LLC



OVERVIEW OF YOUR MY INFORMATION SECTION

Billing & Payrmamnts

Flease complete or update enrclment forms for your family members below, m.m}
Babey Smich Wl Sariied
Activity within the bt 24 hours mr ot be reflacied. Planss

onldc] pour caslar  sehsed bor Euisibons ebsul pour scioun

Toddler Smith

MM_&% Return to Family Information Cenber - Home | Logout

Child Name Baby Smith

Gt Stadted with Gnline Enrallinent Forms

Chck hare to watch a quick "how-to” e,

Step 1 Hefore filling out the forms please provide basic mformation sbout your child. The imformation you enter will be
wipad Te pra-popelars your forms and will Bot ba alle 10 be changed & tha fonm iteell. Clck "My Infarmation” 1o gat
started

Step 7 Complete sl required forms. I you do not hane a8 the informabon b complebs a form, select “Save for Later’ bo
come back and finish. You are findshed when thens ane no forms remaning in the Wy Forms sedion.

Step 3 Review Bright Horzons Family Quide

Child Mame: Baby Smith

Complets each saction with the most recent informistion on your child and associsted comtacts, This information will be used to pre-populate forms.
Spanding a few minutes (o ensure the information is acourate will save you time when filling out the forms as you will nor be able to modify this
nfcrmation in the forms, 'When you are finished, sslect ‘Confirm Information’ at the bottom of the page to retum to the forms page.

Ary wpdate of information after the farms have been completed might result in the form being assigned for your revisw and signatuns,

= Families must complete

the My Information Section
of the Online Enrollment
Forms in their Family
Information Center.

= |nformation entered will be

updated in your profile.
This removes the need for
multiple submissions!

FAMILY VIEW OF THE
MY INFORMATION
SECTION
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Presenter Notes
Presentation Notes
Parents must complete the My Information Section before they can start the enrollment forms. Information entered in the My Information section will auto-populate on the enrollment forms, removing the need for parents to re-enter the same information multiple times across forms (ie: names, addresses, phone numbers, etc.). 
From the Family Information Center homepage, the parent will click the Get Started button in the Enrollment Forms section– this button will only appear when there are upcoming or overdue forms. 
Once on the Online Enrollment Forms screen the parent will click the My Information button to begin completing this section. The information entered here will auto populate on the enrollment forms. 



Example Screen Shots of My Information

Bright Horizons.

Early Education & Preschool

Child Name: Baby Semith

Complete ench section with the mast recent infarmatian on your chil and associated contacts, This infurmatian will be used to pre-populate forms.
‘Spanding 3 fas MinLt8s t0 ansure the informatiee s accerana will s you ima whan Fling out the Forms 2k you wil not 5a able o modify th
information in the forms, When you are finished, select ‘Confirm Information’ st the bottom of the page to retum b the forms page.

ey update of information after the forma b leted might result i the ferm being sasigned for your review and signature.
Child v
* First Name | Baby Country  United States v
Middle Initial * Address Line 1 123 Maghs Drive
Prafurred Nama Addrass Lina 2
*Last Mama  Smich Address Lina 3
Gender  Mals " *Cy  Springown
"Birth / DueDate 1104200 (M @ State  Rhode lsfand v
Age 0mas “Zip Code 07251
County
UK Country v

raphs or videos of chidren is accomplished in a thoughehul and
manege, Bight Harizuns regularly takes phatographs and videss a’:hﬂw wnrolled. They may be shared with you and sthar families.
zuns website, via email, through My Bright Day, on & pasting in the center or in 8 parent
newrsleizer, They may aise be wied o becter communicate with familigs, 1o fustrate the dady curmiculum, te chronide @ child's
development, or 1o decument center activities. Adcrionaly, they may be used for other center, General business, and marketing purposes,
Inciuding oniing, Bright Horzans retans all Nghts, T4, &N INTITESTin Thase materials and may Use and clssAMInaT them In 3 vaneey of
ways, in its sole judgment,

"rzm Morizons takes care that any use, dsplay, or dissemination

in 2 variety of ways: an the Bright Hor:

* Please select an option below
1 T give parmission for Bright Horizons to tshe photographs and vidsos of my chid 14 use thase materils as described sbove.

O 1 give permission For Bright Horizons to take photas and videos of my chid and to only use these pictures for cumiculum purposas
documenting my ehilds pragress (My Bight Day) and cammunication with me and other families,

Selest ‘Save & Next' o save your information and continue to nex: section. Jf you contirue without
sauing than your changes willnat ba saved,

Child Information

mily Solutions LL!

Doctor

* Provider Mame  Dr, John Smith

8 Primary Doceor

Email Address.

CONTACT NUMBERS

* Primary Phone
Werk W NS INENET

Primary Fax

V| Numbe
Alternate Fax

b v o
Pager
vimbe 0

Clinic / Office Mame  Smith Pediatricy

Country  Usted States
* Address Line 1 222 Agple Lare
Address Line 2
Address Line 3

*City  Springiown

*State  Rhode Island

*Zip Code 07251

« Dentist Section: The parent will enter all applicable information and then click Save &
Next. If a child does not have a dentist the parent can indicate this in this section.

Hospital Mame

Hasprtal Phone

Select 'Save & Next' to save your information and continue to next section. Ff you continue withowt

saving then your changes wil not be saved,

Doctor Information

Dentist ¥
v | EErETE
* Provider Nama | Or. Gearge Clinke | Office Name
Email Address Country | Unized St v
CONTACT NUMBERS * Address Line 1 | 300 Graga Drve
* Primary Phone Address Line I
Werk V3153436400
~ Address Line 3
Primary Fax * City | Epringtown
V|| Numbe
* State | Rhode lsland A4
Alternate Fax
v W | | bumbe * Zip Code | 0723
Pager County
Yumbe: L AL
UK Country v
Has Dentist @ Yes, | have a dentist () o, 1d not hawe a duntiss @
Safact 'Sava & Maxt’ 12 sava your Information and continus 1 next section. I you continug without ﬁ

m saving thes your changes vill not be seved,

Dentist Information



Presenter Notes
Presentation Notes
Here are sample screen shots of your process when completing the initial My Information page. In addition to these sections you will complete a Guardians / Parent Section, Authorized Contacts Section 
Authorized Contacts Section: The parent will enter all applicable information and then click Next. If the parent wants to add additional Authorized Contacts, they can do this here by clicking the Add Authorized Contact button. Only contacts listed in this section will appear on forms.
Emergency Contact Prioritization Section: The parent will organize the call priority and select a contact phone number for their listed emergency contacts. Once completed, they will click Confirm Information to save and finalize. The parent can also click Save to return at another time to complete this section. 
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Online Enroliment - Copying Information Spt onzons

= The information in Guardians, Authorized Contacts, and Emergency Contact
Prioritization sections can be copied and applied to other siblings by clicking
the “Copy” button in each of these sections.

Emergency Contact Prioritization W

Use the 'Copy Contact Prioritizations’ feature if you have another child for whom you
already have contact priorty setup. Otherwlse, select "Add Contact Priority’ to establish
a new priorty.

This list indicates the order in which we call you or your contacts in case of an emergency. If additional contacts or phone
numbers are needed, update in "Authorized Contacts’ section.

Copy Contact Prioritizations

* Copy From I

© 2021 Bright Horizons Family Solutions LLC
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Online Enroliment - Copying Information Spt onzons

= When one child’s My Information section has been saved, families can return to the main Enrollment Forms page and click
the Siblings dropdown menu to toggle between children

= Once applicable information is copied, it will be auto populated for siblings into their My Information sections.

m Information Center,, Petism o Family [nformation Certer - bame | Lagout
Chilld Mame Baby Smith

Gak Started with Online Earoliment Forms
Chck hars to walch & guick Tow-to” video,

Step 1 Before filing out the forms please provide basic information about your child, The information you enter will be m
Uﬁﬂmﬂa-matﬂ wour Formes and will not be able to be changed in the form itseif, Click "My Information’ to get
sta L

Step 2 Complete all reguired forms. If you do net have all the Information to complete a form, salect “Save for Later to
come back and Bnish. You are fimnished when there are no forms: remaining in the 'y Forms’ section.
Step3  Review Bright Horlzons Family Guids

I E

Get Started with Online Enfollamant Forms
Click here to watch a quick "how-to' video.

Stop 1 Before filling out the forms please provide basic Information about your child. The information you enter will be m
uded b pre-pogulste void Terms and will nal be slile to be changed in the Form ikl Chck "My Information’ Lo get
starfed,

Step 2 Complete sl required Tarms. If you do not have all the infarmation to complete & farm, seledt "Save for Later” o
coms back and finish. ¥ou are finighed when thera are no forms remalning in the My Farms' section,

Step 3 Review Rright Horirors Family Guide

© 2021 Bright Horizons Family Solutions LLC
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Online Enroliment - My Forms Bright Horizons

Early Education & Preschool

These forms are required.

Hamae D Date Status Special Instructions

Allergy and Health Care Plan Acknowledgemsant - 04-26-2021  In Progress To be completed when using a non-Bright | Actions =
Bright Horizens at DUMBO Horizons health care plan. Trnicis
Babysitting Release - Bright Horizons at DUMBO 04-26-2021 |Not Started

Tooth Brushing Permission - Bright Horizons at 04-26-2021 Not Started

DUMBO

Day Care Enrollment 05-22-2021 | Mot Started

Child Information Form 05-22-2021 |Not Started

Informed Consent 05-22-2021 & Mot Starved

= The My Forms section will list all the forms required for the center based on GA

state and age group. There are several center specific forms that will be shared
by the center.

= Start with the first form and work your way downward. To complete, please click
the Actions button and then select Complete Form.

© 2021 Bright Horizons Family Solutions LLC



Presenter Notes
Presentation Notes
Once a form is finished, it will move to the Completed Forms section
If you do not have all the information to complete the form, you can select Save for Later to come back and finish. This form will now appear as In Progress under Status
The family is finished once there are no more forms listed under My Forms and all forms appear in the Completed Forms section.
Additional forms are available under As Needed Forms. If applicable, families can submit any of the As Needed Forms – Example (Allergy form). 
My Immunizations - If your child has an upcoming overdue immunization needed, you will now be able to see your Immunization To Do’s and Reminders. 



Online Enroliment - Initial Immunizations
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Gt Started wilth Dnline Enrollment Faams

click hre 1 wikch: & quick hos-te' vidao.

SHap 1 Balora Mg oul 1he Torms plesca gravide basic infaimatien aboel yoor child, The mformation yos e sl b
asiid 10 pria-paparkilis voue Toime and il el b abia 02 ba Sangsd is this foem Reall. didk My Infermalion’ be g
ared.

Saep 3 ‘Camplete: ol required fprmis, 1F yow de not havs ol the information 1o complebs 8 Torm, select "free for Laber” o
oo back and finksh, You are aished when there are no e rempdning in the Ty Farme section

Sepl  Favies Gright Hadeens Famite Guidh

—

: Foed From Hema

Immusicatizn Motifcation

En'rlnrmrdm

Surtetrine anid Insect Aapadbanl Parmbsken

[Fi-18-20021

05-18-2031

- 1820024

[Fi-18-20021

‘Srabis
Mol Started

Mot Skarted

Hot Started

Hol Stamed

Sgocial Instauction

Pl commphata and salach pous sl il iaeos
of dafial of s of Suneces and of

[T

Log into Family Informatlon Center, Go to Enrollment Forms page.

= Locate the Immunization form, click Actions in the drop down menu and click Complete Form. You will now

have a status of Pending Upload.

= To complete the process, upload a physical copy of the GA 3231. Once uploaded your form will move to

the Completed Forms section.

Immunization Notification

Informed Consent

© 2021 Bright Horizons Family Solutions LLC

09-18-2021

049-18-2021

Pending Lpload

Mat Started



Presenter Notes
Presentation Notes
Initial is for New Families
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Online Enrolilment - Ongoing Immunizations Spt onzons

Updoad Docuiment

Share documents with your center that are not associated with a specific form by uploading them here.

Category Document Hame Mote

= For all future immunizations, families will upload a copy of the updated immunizations to
the Documents section in the Online Enroliments page in the Family Information Center.

= Once families update the immunizations in Online Enrollments, the center will review the
immunization record and enter the new dates into our system for existing families.

= Once families update the immunizations in Online Enrolliments, the center will locate the
uploaded document and capture the completed date. This will remove the reminder / to do
in the Health Care Events section for existing families.

© 2021 Bright Horizons Family Solutions LLC


Presenter Notes
Presentation Notes
Ongoing is for Existing Families


Moving forward all updates
will now be via your
Family Information Center.
Updates, To Do’s, Reminders
etc. regarding enroliment
documents are at your

- 9 ' fingertips. You can also view
. center messages, print
tuition statements and tax
documents, manage contact
information and prioritize
emergency contacts.

YOU MADE IT!
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PLEASE REACH OUT TO YOUR
CENTER’S ENROLLMENT MANAGER
SHOULD YOU NEED ASSISTANCE
WITH THE PROCESS.

CheCk Out the Parent Video Here! *right click to open hyperlink



https://2300951-1.mediaspace.kaltura.com/media/Online+Enrollment+-+Parent+Facing/1_bb1mp8lh?layout=basic
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