
Welcome to the 

Jeannette Cathy Children’s Center

Online Enrollment 
New and Existing Families



Online Enrollment Steps

 Create Your Family Information 
Center Account (FIC)

 Complete the My Information Section
 Online Enrollment 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

 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 
account.

 Follow Prompts 
You will be prompted to set a username and password. If 
they do not remember their username or password, they 
can use the ‘Forgot your username?’ or ‘Forgot your 
password? Links are on the page. 

 Your Account has been Created
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.

Navigate to the Family 
Information Center Login Page

https://familyinfocenter.brighthorizons.com/


Online Enrollment Forms Access
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 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

Get Started from the 
Family Information Center

https://familyinfocenter.brighthorizons.com/


Online Enrollment – Verifying My Information
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 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
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FAMILY VIEW OF THE       

MY INFORMATION 

SECTION

 Families must complete 
the My Information Section 
of the Online Enrollment 
Forms in their Family 
Information Center.

 Information entered will be 
updated in your profile. 
This removes the need for 
multiple submissions!

OVERVIEW OF YOUR MY INFORMATION SECTION

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
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Child Information Doctor Information 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. 



Online Enrollment – Copying Information
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 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. 



Online Enrollment – Copying Information
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 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. 



Online Enrollment – My Forms
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 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. 

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 Enrollment – Initial Immunizations
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 Log into Family Information 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. 

Presenter Notes
Presentation Notes
Initial is for New Families



Online Enrollment – Ongoing Immunizations
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 For all future immunizations, families will upload a copy of the updated immunizations to 
the Documents section in the Online Enrollments 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 Enrollments, 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.

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 enrollment 
documents are at your 

fingertips. You can also view 
center messages, print 

tuition  statements and tax 
documents, manage contact 

information and prioritize 
emergency contacts. 
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YOU MADE IT!



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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