I Registration & Account Help Guide

EAGLE ZONE Online System Instructions
School Age Care

Eagle Zone uses an online registration and account management system. It is the same system used by all of
Eden Prairie Community Education programs. If you are unable to register online, please contact us at 952-
975-6940. If you have registered for Eden Prairie Community Education classes or programs in the past, you
are already in the system. You can move past step one, and begin on step two.

To begin your 2019-2020 registration, please follow the steps below:
STEP ONE - Sign Up
Brand new families, who have not signed up for a program or class in the past through Eden Prairie

Community Education.

1. Go to https://edenprairie.ce.eleyo.com/

2. Click on in the top right of the screen.

Create A
3. Click on and proceed to enter the required information. When you have entered all
of

the information that is required, click s

STEP TWO - Adding Children to Your Account, Account Relationships
1. After signing into your account, click on @ Register Family Members % begin adding relationships to

your account

2. If you need to add a child, edit information about a child or register a spouse/family member as an

emergency contact or authorized pick-up, you can do so by clicking # Manage Relationships gy will

then need to click & Add Family Member / Relationship

3. Complete the form, and make sure to enter the grade your child is currently in (or will be entering in the
fall if it is the summertime at the time you are signing up).



- Be sure to indicate any special needs or information about your child in the Special
Needs field.

Then click .

STEP THREE - Registration for Eagle Zone

1. Go to hitps://edenprairie.ce.eleyo.com/ (if not already in your account) and sign into your account.

2. From the main page, displayed below. Scroll down to find Eagle Zone School Age Care, or select

® Explore All Programs v | .
in the top right.

4 Community Education  Activities

%Mk‘ Sind by Name, Category or Descriptior n @ Explore Al Programs -
WELCOME TO EDEN PRAIRIE
[ PS ISZIC)IE{?I)(I;E{;IRIE SCHOOLS COMMUNITY EDUCATION

Hundreds of new class opticns are available for babies through
adults! Please note, if you are new to our online registration
C O M M U N I TY system you will need to set up a new account to register or make
payments to your account. To best serve your family, please
E D U C AT I O N complete a profile for every adult and child in your household. This
will ensure you will receive accurate program information for your

whole family. If you already have an account, browse all our
programs and find the class that is right for you.

JAN. 22: LITTLE EAGLES PRESCHOOL AND ECFE REGISTRATION OPENS FOR 2018-19
FEB. 15: EPIC SUMMER CAMP REGISTRATION OPENS
MAR. 15: EAGLE ZONE SCHOOL AGE CARE REGISTRATION OPENS

EARLY CHILDHOOD FAMILY
EDUCATION (ECFE)

View PDF Catalog 2018-19 School Year

Our early childhood programming has oppertunities for parents and
children birth to age five: Choose from many great options:

- Early Childhood Family Education (ECFE)
- Free ECFE Baby Classes

- Early Childhood Screening

3. When the drop-down menu appears, select Eagle Zone School Age Care from the options on the left.

Then select Registration from the options that appear on the right. See below.



Adult Learning

EPIC Youth Programs

Eagle Zone School Age Care

Early Childhood Family Education (ECFE)
Early Childhood Screening

Facilities

Little Eagles Preschool

A Close Menu

COMMUNITY Find by Name, Category or Description n @ Explore All Programs A

Adult Learning Account Management
EPIC Youth Programs Registration

Eagle Zone School Age Care Quick Pay

Early Childhood Family Education (ECFE)

Early Childhood Screening Eagle Zone School Age Care
Welcome to Eagle Zone, the place kids want to be!
We offer a high-quality childcare program that

provides a fun, safe place for kids before and after
Little Eagles Preschool school

Facilities

 Close Menu

4. Select the child from the left that you would like to register for Eagle Zone. If you need to add a child,
click on . Verify the information for the child is accurate. If you need to edit any of

the information, select Sl |f the information is correct, select L a1

move forward in the process.

5. You can create a new Emergency Contact by clicking on

+ Create New Emergency Contact

You will then need to have at least three Emergency Contacts created. You can authorize the
Emergency Contacts by clicking Yes or No for Pick up?



&= Pick up? ]
. Phone Numbers ' > | . You can edit your Emergency
(:) || ™ Contacts by clicking  or

remove them by clicking n
& Pick un? Once you have all of the

. Phane Numbers e Emergency Contacts/Pickups
ready, click on

= Verify Contacts/Pickups and Continue

NOTE: You can change this information at any time through your online account.

6. After you have read through the Program information and the Season information, you will need to

select the Choose a Location that your child attends elementary school.
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Eagle Zone School Age Care

This registration process (s 1o create a contract for care through Eaghe Zone. Creating a contract is required 1o Sign up for before/alier SChool, non-schodl day, and
Summer care (baging summer 2010). ¥ou Must creale a separate coniract for e SuMMer program
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Show More =
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I requested ste to delerming an apgroprale stan gate

Upan acceptance of a conlract, your start date will be included on the confirmation email that is sent oul ko the email lsted on your account

Show Mare =
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7. Please read the Terms and Conditions very carefully and make sure to read the Parent Handbook
which is attached as well. As a parent/guardian, it is your responsibility to read and understand the
terms that come with registration and participation in Eagle Zone.

8. At this point, you can follow the on-screen instructions to complete the registration process. We are
utilizing a “Pick Your Day” schedule this school year, so you will need to select days before and after
school that you need care by selecting them on the calendar (see below screenshot). A minimum of 3
days per month is required for either before or after school care, or a combination of both.



] Before School

] After School

Ongoing Account & Contract Management

Account Management
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In your online account, you can view Eagle Zone invoices and make payments. All accounts are set
up as paperless accounts in the system. You can download and print invoices in your account if
needed and can access your end-of-year tax information online (no paper copy of your end-of-year
statement will be sent). You can also add a credit card or checking/savings account for Auto-pay.

screen shown below. Select “View your Dashboard”.

. To get to your dashboard, click on the drop-down menu Explore All Programs. Top right of the

conMuNIY y n ® Explore All Frograms >

Adult Learning " "‘-J.. *  Parent Workshop:
_/ g Schoology, Campus,
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Eagle Zona School Age Care

Early Childhood Family Education (ECFE)

Early Childhood Screening

View Your

Dashboard

Account #4694
No Children

L PR

Once you are on your dashboard, click on Eagle Zone and the contract that you have with the

program.

2. That will bring you to your Account, with the screen shown below.



Contract Management

To change schedule, view or register for Non School Days or Drop-in Days or Withdraw your
contract:
1. From the main page, click on your account.

B Current and Upcoming Contracts .
2. Under R . .- .

contract you want to manage.
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3. To change your schedule, click on

Add or remove days by clicking on the calendar. Blue days are your current schedule,
days added will turn green, and days removed will turn red. Be sure to save and submit

your Changes- + Submit Contract Schedule Changes

Follow the same process for registering for drop in days, non-school days, or to
withdraw your contract.
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