
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

      

How do I schedule my child’s 
attendance for Before & After School 

Program on the Family Portal? 

Make sure the correct school is listed. If it is 

not, and your school is not listed in dropdown 

menu, do not proceed. Contact your ECS 

Director or ECS Bookkeeper. 

Click on the boxes that 

correspond with the 

dates and program your 

child will attend the 

program. In the 

example, the red circle is 

the PM – 4:30 pick-up on 

Thursday, October 18.  

Make sure the 

correct child is 

listed for whom 

you are 

completing 

scheduled 

attendance for.  

When you have clicked 

on the boxes for the 

desired scheduled 

attendance, click on ‘Add 

to Cart’. 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

      

How do I schedule my child’s 
attendance for Before & After School 

Program on the Family Portal? 

Review all scheduled 

attendance on this 

screen. 

Review cart 

total and 

total due on 

checkout. 

If all scheduled 

attendance and 

total amount due is 

accurate, click on 

‘Checkout’. 



 

      

How do I schedule my child’s 
attendance for Before & After School 

Program on the Family Portal? 

Enter your credit card 

information. There are 

three card types to choose 

from: Visa, MasterCard 

and Discover. 

Enter the name and address 

that matches the 

information on file with the 

credit card used. The 

transaction will fail due to an 

incorrect billing address.  

Enter the email address that 

you would like to have the 

payment receipt emailed to.  

Click ‘Submit Payment’. Only click 

this button once, as you may be 

double charged if you click multiple 

times or the back button.  

Once approved, you will 

immediately receive a payment 

receipt emailed to the address 

indicated above. 


