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What is The Purpose 
 
OnCare offers the Parent Portal function to allow families to register and create a secured 
access to their individual account. In the Parent Portal, families can perform self-service 
functions such as updating their contact information, view child time card information, 
enroll in online payment, and printing account statements. 
 
This user guide outlines the steps to promote the OnCare Parent Portal to your parents. 
 
 

1. Access your company unique Parent Portal URL 
OnCare generates a unique URL for each client.   The URL allows families to login to the 
Parent Portal for your center.  To access the unique Parent Portal URL for your company, 
please follow steps below: 
 
OnCare Office --> System Administration --> Administrative Functions --> Others 
 

 
 
 
Scroll down to the bottom of the page under the "Others" category --> Parent Portal URL 
 

 
 
 

Select this 

Select this 
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2. Publish the Parent Portal Login on your website 
 
Given that the Parent Portal URL is long and encrypted, it is not easy for parents to 
remember. We recommend that you publish the Parent Portal Login URL on your 
company website, so parents have an easy way to login to the OnCare Parent Portal by 
coming to your company website.  
 
To publish the URL, simply share the unique Parent Portal URL for your company 
described above with the webmaster. 
 
Below is an example of publishing the Parent Portal Login link on the company website: 

 
 

 
 
 
 

Copy and paste this long encrypted secured 
URL starting from https:// 

A clear link for Parent Portal Login 
on the company's website 
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3. Invite parents to register with the OnCare Parent Portal  

 
The next step is to invite parents to register with the OnCare Parent Portal by sending the 
system generated email to invite families to register and login to the Parent Portal by 
following the steps below 
 
Family Accounting --> Functions --> Send Parent Portal User Registration Invitation 
Email 

 

 
 
 
There are two options to invite your families: 

1. Existing Families 
 

 
 

Note: If you have the basis information for your existing families uploaded to OnCare, 
you can invite and ask the families to login to the Parent Portal to review and update 
the family and child record information as appropriate.  This can potentially save your 
time and ensure that the information is accurate and updated.  

Select 

Click here 

Select 
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When inviting existing families, the system organizes the families in 3 categories as shown in 
3 tabs: 
 
 

 

 
 

 
2. New Families 

 

 
 

Note:  If you use the invite New Families flow, you do not need to create the family and 
child record in Family Accounting first before you can invite the families. By entering the 
3 basic pieces of information (Family Account Key, First and Last Name and Email), the 
system will create a basic family record in Family Accounting and send out the Parent 
Portal invitation in one step. 
 
 

Select families to send 
email invitation 

3 tabs here show the status of 
parents’ invitation and registration 

Enter Family Account Key, 
Name and Email. 
 
 

Note: Family Acct Key must be unique 
within the center.  For common last 
name, use 1 and 2 to make key unique 
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The system will generate an email template for you to send as shown below.  You can 
customize the email message as needed before sending. 
 

 
 
This is an example of the Parent Portal invitation email the parents will receive. Note the 
system will automatically generate two links at the bottom of the email which are unique 
for each family 
 
 

 
 

For new parents, they will click this link 
to register 
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4. Parent Portal Home Page 
 
When parents click on the OnCare Parent Portal URL, they will see the following login 
page: 
 

 
 

 
When families login to the Parent Portal, they can access the various functions as shown 
on the home page. 
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Note: The OnCare Parent Portal is fully mobile enabled which means if the parents login 
using their mobile devices, the Parent Portal page will automatically adjust for mobile 
display as shown below: 
 

 
 
 

 

Recommendation:  One good way to get familiar with the Parent Portal flow before inviting 
your families is to setup a Test family in your OnCare account and invite yourself as a parent. 
This way you can follow each step in the process and see what the parents see. 
 
Note: You must use a personal email for the Test family. You CANNOT use the same business 
email that is already used for OnCare administrative access. 


