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Student Enrollment
Student Enrollment through Parent Signup (Preferred Method)
When parents sign up their child through an online enrollment portal, they enter their child’s
information and theirs. In addition, the final page gives them the option of opting in our out of research
as well as photo sharing permissions. Please use this method when able.
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After you have created an enrollment form, you'll need to share it with parents.
How or when you would like parents to fill out the form is completely up to you.

Depending on your enrollment process, you may want to share the form only
after the parents have completed a few preliminary steps, or you may want to
make this one of the first forms they fill out to demonstrate interest in your
program.
In this article, I'll discuss two ways to share your enrollment form: by a simple
hyperlink, or by embedding it as a button on your website.
(Important: The "Enrollments" feature is for new families only, if a current family
fills out the enrollment form it will create a duplicate student. *For this reason,
enrollments are not a good fit for summer camps and enrichment programs)

How to Share the Form
To get back to the "Share the Form" screen, you'll need to click on the "Edit
Form" button in the upper right of the Configure screen.

From there, click directly on the #3 circle for "Share the Form."

This will take you to the screen where you can find the link and button tools.

Share as a Hyperlink
One option is to copy the URL of the form and paste it as a simple hyperlink
inside of an email or message to the parent. The actual steps will change
depending on what you use to share this link, but essentially you will need to do:
1. Write the text that you want parents to click on.
2. Copy the URL by clicking on the blue copy icon next to the form link (see
image above).
3. Highlight the text, then select the option to add a hyperlink and paste the
URL in the link field.
This is usually easier to read than if you were to list the entire link. However, if
you're not sure how to create a hyperlink, simply pasting the entire URL is also
perfectly fine.

Embed as a Button
By embedding the form as a button on your existing website, interested parents
can easily click to fill out their information and add themselves to your list of
potential families on the Enrollment page of the Procare Connect website.
First, you will need to decide where you want the button to appear on your
website. Some ideas include:
• Adding

the button to a sidebar on the left or right side of your website
• Featuring it somewhere along the top of the website, in the heading area
or in the upper right corner
• Including it somewhere in the body of your homepage
Next, copy the button's code using the blue copy icon in the lower right corner of
the code box (see image above).
To use the button as-is, paste it into your website's HTML. However, if you would
like to change the wording, you'll need to do so before or after pasting the code.
Here is the code copied again:
<style>@import url('https://schools.kinderlime.com/assets/button/kinderlimebutton.css');</style><div class="kinderlime-button-wrapper"><div class="kinderlimebutton-wrapper__icon"></div><div class="kinderlime-button-wrapper__title">Click below
for<br>Online Enrollment</div><a href="https://schools.kinderlime.com/register/hopepreschool-and-daycare" target="_blank" class="kinderlime-button"><div
class="kinderlime-button__image"></div></a></div>

You're also welcome to create your own button for your website if our pre-built
one doesn't suit your needs.
See example of the above code copied to editor here, you can do similarly on
your website
Our Registration Form is Here:

https://schools.procareconnect.com/register/bafbf875-10e3-4cc9-a012-5ddb6af317ae

Attendance Tracking
Attendance tracking is the primary reason we have purchased this software. Here you will find a couple
different methods for entering attendance records.

Add and Edit Student (Manual add)
1. Go to My School --> Students. Use the "Add Student" button at the top
right.
2. Enter in the child's first and last name and the room that they will be
assigned to. Then Select "Create Student." The room that they are
assigned to will be the community that you are serving.
3. The Student will now display in your list of students on both the website
and mobile devices. You can then invite the parents.
4. Edit the profile to capture any other information including Tags, Notes,
and Allergies by simply selecting the student's name in the My School -->
Students page.

Note: If you are adding a child who is a sibling to an existing child, click here for
details on how to add or link siblings.
In the App:
1. On the Home screen, use the add child icon in the upper right corner
(shown below).
2. Enter the name of the child in "Tap to add student." Make sure the room
is set correctly, as this will become the child's default room.
3. Click on the child's name to edit their profile. Use the "+Add Parent"
button or the "+Add Pickup" button to add to the child's authorized pickup
list.
4. Once added, you can then click on the student's name to edit profile and
add tags.

Daily Sign In-Out of Students by Staff

Quick sign in-out of groups of students without using pins
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Your staff can sign students in and out quickly using the Attendance feature. The staff member
can check off the names of the students as they walk through the door or transfer groups of
students to a different room.
Sign In Students:
Open the "Attendance" feature in the Procare Connect App (see screenshot below).

The attendance screen has two possible views.
The first view is what you see on the left in the image below. You will see the children's full
names and their profile circles displayed in rows.

The second view is what you see on the right in the image below. This view shows all of the
children with their name and profile circles in a grid-like view.
You are able to toggle between the two views by clicking on the icon circled in red below.

Optional: Filter the list using the "All Rooms" pull down menu. You can filter by Rooms or
Tags.
Check off the students as they enter the classroom and click "Sign In."

If you need to adjust the time, room, or staff member click "More" instead of "Sign In" to see
those options.
Sign Out Students:
Follow the same process above using the "Signed In" list of children (see screenshot below).

You can also use the Attendance feature to:
• Transfer students to different rooms
• Mark Students as Absent

Mark a Student as Absent

Record student absences with notes
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In addition to taking attendance you and your staff can also record student absences directly on
the website.
Marking Students Absent on the Website
Under Student Sign In > Attendance > Absent, click on the "Mark Absent" button.

From there, select the student(s) and continue. On the next screen, you'll choose the date range
that you want to mark the child absent for and add a note. You are able to mark a student as
absent for up to 30 days.

Absence Reports
You can download an Absence Report on the website under the Reports tab. Click this reports
help article for details.
Absences can also be viewed from the Sign In-Out > Attendance > Absent. Click on the ellipsis
(...) in order to edit or delete any entries.

Parent Contact through the ProCare App

Sending Daily Activities (App)

Use your mobile device to send, edit or remove daily activities and
photos to parents
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Add Daily Activity:
Record daily activities by choosing "Activity" at the bottom of the app's home screen.

1. Choose the activity you wish to capture (Red Circle).
2. Select the appropriate students.
3. Fill in the details and determine if you want to select "Staff Only."
4. Click "Add Activity" (Yellow Box).
5. If you did not select "Staff Only," parents will be able to see the activities update live in their
Parent App and receive a push notification (Purple Box).
6. Once the student is signed out a Daily Summary Report of that student's activities will
automatically be emailed to their parent(s).

Remove or Edit a Daily Activity:
You can edit or remove an existing entry directly in the app.
1. Click on the child's name.
2. Click the calendar to search by date and/or the funnel icon to search by activity.
3. Click the icon of the activity to the left and select either "Edit Activity" or "Remove Activity."
4. Make the changes (if applicable) and click "Update Activity."

Creating or Editing Daily Activities (Website)

Review, Approve, Edit, Delete, Create Daily Activities on the Procare
Connect website. Also add activities from previous dates!
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Add Daily Activities (for the current or past dates):
1. Click "+Create Activity" on the top right of the page (see red arrow below).
2. Select the activity you wish to record.
3. Type in the information needed.
4. Select the correct children and Create Activity.

Review Daily Activities:
Go to Parent Connection > Daily Activity. You can either scroll through the activity feed or click
Daily Summary.

• You will see the Activity Feed of children's activities. Use the link at the top to switch to the Daily

Summary view (Blue Circle).
• Activities that need approval will have an indicator on the Bottom of the Activity. (Green Circle).
• You can create activities by selecting the blue button in the top right-hand corner.
• You can see all of the daily activities for a individual by selecting that child's name.

Filtering Activities
Filter for previous days; specific rooms, tags, or activities; individual children; or activities
waiting for approval using the filter icon.

Follow the directions in the sections below to approve activities, edit/delete activities, or add new
activities.

Approve Daily Activities:
• To approve an activity you will need to be logged in as an admin.
• You will then go to Parent Connection > Daily Activity. If the activity is ready to be sent out, you

will simply need to press the approve button.
• Admins can filter for activities that are pending approval by using the filter icon to the right of

the search bar.

Edit or Delete Daily Activities:
1. Click on the child's name to open their activities.
2. Find the item and use the ellipsis (...) on the right side to edit or delete (Red Circle).
3. Deleting or editing an item will also delete or change that item in the parent's app.

