
Caregiver Portal Resource Guide 
What am I able to do in the Parent Portal? 

o Register for memberships, additional programs, pay balances, store payment 
methods, view household details, review recent transactions, and update 
member information. 

Access to the Caregiver Portal can be found on our website or by clicking here. 

We will send the Caregiver Portal link out with Caregiver communications but please bookmark 
this URL for quick access: https://mch-foxvalley.my.site.com/portal/s/login-home 

Step Action 

1 Open the Caregiver Portal link and then click CREATE ACCOUNT for all first-time 
logins. 

 

 
 

2 Create Account Screen:  
Enter Required Field Information with YOUR information, not the child’s 

 Please use the email address we have on file. This will link your account to 
existing information on file. If you are unsure what email we have on file, please 
contact us via the support link on the Caregiver Webpage or the Club’s Branch 
or Unit director of the location that your child(ren) attend. 

Click Submit to create the new account. Please make sure you use a valid email 
address that you have access to. 
 
 
 
 
 
 
 
 
 
 
 
Upon clicking Submit, you may see a picture grid pop up to verify security. 

#1 – Creating a Caregiver Portal Account 



3 An automatic email with subject line “Welcome to the Caregiver Portal” will be sent to 
the email address provided. Please check your junk or spam folders. 
 
First, Click the long link in email to be brought to the Change Your Password 
Screen 
 
Next, Create a Password. Make note that your email address is your username. 
 
 

 
 

 
 
Now you are logged into the Caregiver Portal homepage.  

 
 

 

(Your email Here) 

(Your email Here) 



This is a required step for ALL families. 

Step Action 

1 From the Caregiver Portal homepage, click Memberships across the top banner or scroll down to click 
the Browse Memberships button below Online Registrations. 
 

  
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2 Select your Club location from the Locations list picker pop up. Click Save Club.  
 
All Club location memberships will show by default. Select a Club location in the picker to change 
location to a default location or choose the Club location. 
 

 

 

#2 – Adding a Membership 



3 Available Membership Categories for the location selected will display 
- Select the Membership Category for which you are registering. 

 
 
Screenshot below is filtered Membership Categories for Boys & Girls Club of Appleton 

4 Next, Select the Membership Type that you’d like to purchase. 
 

 
 
 

5 For members that already show up, click Edit on each member’s tile to verify information and 
household income field. This field is used to calculate summer fees and is important to be accurate. 
Once existing members are reviewed, click Save on the pop up. 
If you need to add a member, click on Add Household Member from this screen and complete pop-up 
form of required information. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
Click Save on the Create New Contact pop up 
once all information is entered. 
 
After all members have been reviewed/added, 
Select each member you want to enroll by 
clicking on their blue Select button in each 
tile.  
 
If they are eligible their blue button will say 
Select.  
If they are not eligible, it will say Ineligible in 
grey. For ineligible household members, hover 
over the ineligible button to see why. There 
may be age restrictions on the membership.  
 

 
Please contact us via the support form on the Caregiver Webpage if you have questions. 
 

 
 
 
Members selected will show a green check box on their contact square. Click Next (blue rectangular 
Next on right of screen) 
 
The shopping cart in the upper right will update to the  
amount owed.  
 
Please reference the “Fee Information” on the 2023  
Summer Program webpage here for more information  
about this summer’s fee structure at the Appleton and 
Menasha branch locations. 
 
 



6 Add Ons  
- If your child is also attending one of our school-based summer school sites 6/12-7/7, please 

select the correct site by clicking Add. Once selected they will show on the bottom.  
- If your child is NOT attending one of our school-based summer school sites, click Next to 

move on with the membership process. 

 

 
 

7 Membership Questions: 
Click the member’s name and answer the Membership Questions form. Toggle between members 
(if registering multiple) on the top, underneath the Membership Question header. 
 
Each member will have their own set of questions to be answered. This section is where most of your 
time will be spent. Some data has been migrated from our old system for existing members, but please 
review and complete all information on the Membership Question Form for each member. Going 
forward, most information will be stored in the fields so re-registering will be a quicker process after this 
first time. 
 
Additional Caregivers are not considered Emergency Contacts. You must have one additional 
Emergency Contact/Authorized Pick Up. There are spaces for up to 4 Emergency Contacts.  
 
Hold CTRL/CMD + Select options for  
questions requesting multiple selections  
(example: on Medical/Allergy Questions) 
 
 
 
 
 
 
 
 
 
 
 



8 Next it will bring you to the Sign Contracts Page. For each child, you will need to click the Sign 
button, then Confirm, then Complete. By clicking Confirm and Complete, you agree to the terms 
described in the materials both on the registration website and the written instructions. 

- Contracts you may see include Caregiver Release & Acceptance of Family Handbook. 
 

  
Once all contracts are signed, click the Finish button. 
 

9 You will then be led to a Summary Page. This is where you can see all due fees and any scholarship 
reductions applied based on the sliding fee scale or age. If all information on the summary page is 
correct, select the Next button to be taken to a payment screen. 
 
 

 
Note: Please disregard the Coupon Code field as that is not being used by our organization. 
 
 
 
 
 
 
 
 
 



10 Click either Pay Now or Bill to Account.  
Note: By clicking Pay Now, you will be prompted to enter your credit card information. 
 

 
 
If you click Bill to Account, the balance will be added to your household account. This can be paid 
later in one of the following ways: 

 On the Caregiver Portal via credit card 
 In person at our Club locations via cash, check or credit card  
 Via mailed in check to our Appleton office (160 S Badger Ave, Appleton, WI 54914) 

 
If you need additional financial assistance or have questions on the fees being shown, select Bill to 
Account and contact your Club site directly. 
 

11 From the next Payment Complete Page, you have the following options: 
 Send Receipt  
 View or Print Receipt 
 Navigate back to the Account home page 

 

 
 
 

12 Once your registration is complete, you will receive a general automatic email. Check your junk or spam 
folders. 
Please watch for more Club specific information from your site as follow up. 

(Your email Here) 

 



 

This is an additional step after the Membership completion. 

Families new to BGC this Summer will need to sign up for a mandatory New Family Orientation slot. 

Additional directed communication will be sent when additional optional program registrations 
related to targeted programs in literacy, field trips, etc, open up. Some programs require 

additional reservation to claim a spot due to limited availability.  

Step Action 

1 From the Caregiver Portal homepage, click Programs across the top banner or scroll down to click 
the Browse Program Registrations button below Online Registrations. 
 

  
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2 Your location will stay filtered from previous memberships. Notice the Current Location filter on the 
top left. This can be updated by clicking Change to pop up the location picker, if you want to view a 
different Club or all Clubs program offerings. 

 
 
 
 
 
 
 
 
 
 
 
 
 

#3 – Adding a Program Registration 



3 Available programs for the location selected will display 
- Select the program category and course option you wish to sign up for 

 
Screenshot below is filtered for programs for Boys & Girls Club of Appleton > New Family 
Orientation 
 

4 Click Enroll on the course option selection you wish to sign up for, then click the blue Select 
button on each member. Click Save. 
 
 
 

 
 
 
 



5 Review course selections that have a green check box, then click Next. 
 
 

 
 
 
 
 

6 Answer any questions associated with this program (not all have questions), then click Next 
New Family Orientation asks “How many total persons are attending (youth & adults)? 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 



7 Review Summary Page: 
If all looks correct, click Finish to complete the enrollment. 
 

 
 

8 From the Payment Complete Page, you have the following options: 
 Send Receipt  
 View or Print Receipt 
 Navigate back to the Account home page 

 

 
 
 

 

 

 

(Your email Here) 

 



 

 

1. Your Information 
2. Additional Household 

Members (children) 
3. Memberships 
4. Program Registrations 

 

#4 

#4 – Caregiver Portal Homepage 

#1 
#2 

#3 



 

5. Pay a Balance 
6. Store Credit Card Accounts 
7. Recent Transactions 

 

If you have questions that this Caregiver Portal Guide was unable to 
answer, please ask your question on the form on the Caregiver Portal page 
by clicking here.    

#5 – Caregiver Portal Billing 

#5 

#6 

#7 


