
Step 1.
Please begin your registration by clicking Before and After School (pictured below).  

*This sample will demonstrate how to register for 
after-school at Bell Top, 2 days a week, for 2 children.



Step 2.
Select the program your first child will be attending



Step 3.
Select the “Enroll” next to the school where your child will attend program.



Step 4.
Select the days of the week your child will be attending.  Schedules must be between 2-5 days.



Step 5.
Please complete all required fields of the enrollment form.  If you cannot complete all required fields, please contact the 
administrative office at 518-477-4125. 

a. Once you have completed all required/applicable fields, click ‘next’.

a.



Step 6.
Click ‘Add New Program’ next to your child’s name under the “Enrollments” section in order to add additional programs. In 
this example adding a new program would add the before-school program. Please note: you do not have to complete a new 
enrollment form when adding a program, you are just selecting the program and days of attendance.



If you have another child to enroll, please continue to Step 8.  If you do not, please skip to Step 9.

Step 8.
Select ‘Add Student’ and follow steps 1-4 for the second child.

Once you have completed the enrollment information for the second child, click ‘done’.



Step 9.

a. Read and check all required boxes
b. Select and enter a unique User Id. 

and Password. *These credentials 
will be what you log onto the Parent 
Portal with.

c. Optional: Add additional emergency 
contacts.

d. Click ‘Confirm and Enroll’.

a.

b.

c.c.


