Event Enrollment via the Parent Portal (Existing
Customers)

Last Modified on 11/03/2020 12:31 am EST

To allow your existing customers to enroll in Events through their portals go to theGear (icon) >
Settings > Parent Portal > Settings (tab), and make sure the Event Registration checkbox in the left menuis
selected.

Once a parent logs into their portal, they can select theClasses & Events option the in top menu to
access the Find Events page.
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Classes & Events
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MY SCHEDULE FIND CLASSES
My Location Age Ranges
Jackrabbit Education Barbie, & yrs, 8mths
Toggle toshow 9820 Northcross Center Ct Dani, 18 yrz, Omths Toggle to show

eventsatall Funtzrsle NC 28072 eventsfor all ages.
Locations. Dave, 12 yrs, Omths

Showme eventsat__ Show me events for..

@) AllLocations I Allage:

When opened, the page is automatically filtered for the age ranges of the students in the family's
record and to show only events at the family's Location. With this, the only classes displayed are those
with min and max age restrictions the students fall into that are located at their Location. The filters
can be removed to show all events regardless of Location or the age settings by toggling the Show me
events at... button to All Locations or the Show me classes for...button to All Ages.

The event listings can be further filtered and sorted to narrow down the results.

Sort Options Filter Options

e Daterange

e Bydate of event o Age
¢ Byeventages e Location

Alphabetically by locati
e Alphabetically by location e Instructor



Soft Bp#ibiAs (event fee) Filter OpgibHase

Sort results by:
SOOMNEST bydate
FURTHEST OUT by date
YOUNGEST FIRST by age
OLDESTFIRST byage

DATE: SOONEST

AxZ bylocstionname

Z-A bylocationname
1 4 Ehv:ents

WHEN FOR EVENT WHERE WITH COST il
04/13/2018 5-12 Parent's Night Out  Jackrabbit Education  John L. 25'{}0
&:00pm - 10:00pm / Student
14/2 . . . 50
04714/ FC“_IB 7-10 DanceFever Party  Jackrabbit Education  Dianne H. ?LBO_OO
1:00pm - 3:00pm S Family

Filter results by:

DATE RANGE

AGE

LOCATION

INSTRUCTOR

PRICE RANGE

When the parent selects an event from the list shown, they are taken to theEvent Details page where
information about the event is displayed. If they wish to enroll a student(s) into the event they will

click the Add to Cart button.

Event Details

Parent's Night Out

04/13/2018 6:00PM - 10:00PM
2500 /STUDENT

ADD TO CART

WHERE
Jackrabbit Education
Studio A with John Linton

FOR COST
5-12 2500




file, a message will alert the parent that a saved credit card is required before enrolling. The

% If you have set the Event Type to require a credit card, and the family does not have one on

©
=M., parent will need to go to the Billing & Payments page to save a payment method before
they will be able to add the event to their cart.

The Enroll page is where the parent will select a student, or multiple students, from the list of eligible
students shown by selecting the checkbox next to their name.

They will be also be asked to answer the event questions you have defined and can optionally add
information they feel is relevant in the Additional Info > Comments section. Note: If two or more students
are enrolled separately in an event through the Parent Portal and answers questions each time, the last
student's answers override all others.

Before they can select the event (by clicking Add to Cart) the parent will be required to agree to the
policies you outlined in the Event Type.



Enroll

+" ADD TOCART

o
Parent's Night Out

04/13/2018 6:00PM - 10:00PM
2500 /5TUDENT

ENROLL

Select Students

Dave

Answer These Questions

Does your child have any allergies? If so, please list.

no allergies

Wiould your child like cheese pizza or 2 hot dog? #

hot dog

What tele*!:uhc:-ne number can you be reached at during that
evening?

7045552415

Additional Info

Questions or Concerns

Parents must agree to
the policies you define
inthe Event Type.

Comments

Policies

(:) I have read and agres.

VIEW POLICY

A confirmation that the event has been added to their cart will display in a pop-up.

Adding an event to the cart does NOT COMPLETE the event enrollment.




At this point the event is only added to the cart and the parent is taken back to the listing where they
can select another event and add them to their cart.

When all desired events have been added to the cart, the parent must click on thecart icon in the top
menu and click the Enroll Now button to complete the enrollments.
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Your Cart (1)

Parent's Night Out

WHO FEE WHEN
Dave Ager 2500/ Student  04/13/2018 &:00pm

A confirmation email is sent to the registrant and also to your organization. This email is sent to the
Notification Email address designated on theEvent Type.

The Portal enrollment is viewable from theFamily record> Misc tab > View Registrations. It is also

logged in Reports (menu) > Find Reports > Families/Students > Recommended (tab) > Parent/Customer
Portal Log.



