
Client Services 
Information Session



Housekeeping

1. Please keep your microphones muted during the 
presentation.

2. Ask any questions you have in the chat.

3. If you have any other questions, please reach out to your 
Client Service Coordinator. 



Meet Your Team!
Your North American Client Services Team



How Does Client Services Support?

Sales/Enrollment
• Identify potential family needs to provide tailored experience and 

communication
• Create and distribute sales materials and communication
• Identify opportunities along the sales funnel to improve E-V-E 

conversions 
• Improve enrollment experience for both internal and external 

stakeholders

Client Relationship Management (CRM)
• Build and maintain positive relationships with families
• Reinforce positive interactions by tailoring communication with 

families at key points in the E-V-E journey
• Handle feedback and work with internal teams to improve 

effectiveness of process and drive further efficiencies 

Enrollment Focus Programs
• Collaborate interdepartmentally to develop and execute 

enrollment campaigns/strategies
• Guide families through the enrollment journey (E-V-E)
• Support new family onboarding and transition
• Referral program management and support

Process Improvement
• Identify opportunities in the sales process and develop solutions
• Implementation of new sales processes and development of 

training materials
• Manage mystery shop program and work to support 

improvement initiatives

Communication and Branding
• Effectively communicate brand identity and unique selling points, 

ensure consistent and on brand messaging
• Provide support and training to our forward-facing teams

Data Management
• Maintain and update CRM records with accurate information.
• Report and analyze sales and enrollment data

Collaboration with Internal Teams
• Work closely with marketing, operations, and finance teams to 

align sales efforts with overall company goals
• Provide feedback and insights from customer interactions to drive 

process and program improvements
• Identify local or regional trends and work with operational teams 

to leverage opportunities



Center Director Portal 
Review

1. Purpose of the portal and how to use

2. Adding a new inquiry.

3. Scheduling a tour

4. Recording a tour outcome and initiating enrollment

5. Availability tracker and forecasting

6. Waitlist

7. Referral program

8. Best practices

9. Support and Resources



TCH: 2

Kidz Ink: 2

LEAP: 1

Valley: 1

Purpose of the Center 
Director Portal 

1. Add New Inquiries 

2. Schedule Tours

3. Initiating Enrollments

4. Tour Outcomes

5. Access Training

All data is used by many departments 
to support business decisions and 
ensure each center is supported in best 
way possible.

Note: The Centre Director Portal is for 
Internal use only, this is not to be 
shared with anyone outside of the 
company.

https://centres.brightpathkids.com/centre-director-homepage


Best Practices

1. Use the same email address that was used to schedule the tour. 
To ensure accuracy, it's best to copy and paste the contact email 
from the tour information you were sent with the original booking.

2. Ensure we are entering as much accurate information as possible 
to assist with the enrollment process. I.e., correct email, phone 
number and date of birth.

3. The email address is the unique identifier for a family. If you have 
questions about a family, make sure to include the family's email
address when reaching out to your Client Services Coordinator so we 
can find the correct information.

4. When adding the tour to your calendar always check for any notes
that may indicate a Virtual tour has been requested by parent.

5. Following-up within two days after a tour shows each family how 
important they are. This action can make the difference between 
them enrolling with you or at another center.
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Adding a New Inquiry

If a family were to walk in or call the center requesting information you 
can record the inquiry. Once submitted the family will be added to our 
contacts and receive an automated email with information specific to 
the preferred center chosen. This family will then be entered into our 
nurturing follow-up workflow. 

How to add an inquiry:

1. Click on the button to open the form.
2. Fill out the necessary information about the prospective family, 

including contact details and any specific requirements or notes and 
submit the form.

Note: The Inquiry form does NOT add the family to the waitlist or 
initiate enrollment.

https://share.hsforms.com/1gCcUqJwESO66WQ2zbH8-qw3i4ks?__hstc=215839368.1b2eb22628badfe9bddb69414ff22805.1690990935921.1708643167509.1708702303609.382&__hssc=215839368.1.1708702303609&__hsfp=906084923


Scheduling a Tour
How to Schedule a tour:

1. Select the button to access the tour calendars.

2. Select the calendar that corresponds with your school and select 
the date, time and family information.

3. Once submitted, an email confirmation will be sent to the parent 
and to the center to add to your calendar.

4. You must add the tour to your center's calendar, this will ensure 
you will know the tour is scheduled and you can be prepared 
when the Family arrives. (Check the appointment for notes)

5. Use the scheduled tour information found on your calendar to 
add the tour outcome. COPY/PASTE the email address.

Note: The email address Must match the scheduled tour email 
address to convert the tour result.
Note: If you need to make any adjustments to your tour times and 
schedule please contact your Client Service Coordinator.

https://app.acuityscheduling.com/schedule.php?owner=18449355&appointmentType=35253338


Recording Tour Outcomes

1. Enter tour outcomes immediately after the tour.

2.Record all tour outcomes including walk-ins.

3.Choose the appropriate button based on the 

outcome of the tour or the status of the family.



Recording Tour Outcomes

Button will trigger a follow-up email to reschedule the tour.

Button will trigger follow-up conversations to move the family closer to 
enrollment.

Select this to initiate the enrollment process. Ensure 
you have had a conversation with the family 
confirming their start date and schedule. 

Select this if the Family has already enrolled before the tour.

Button will trigger a follow-up email to reschedule 
the tour.

Button will add the family to the waitlist/cannot confirm space list.
Select ONLY for families that cannot be guaranteed a start date, your 
center is at capacity, or need more staff to enroll more children.

https://share.hsforms.com/1v61XYujORF6aQ02YPQ259Q3i4ks?__hstc=215839368.1b2eb22628badfe9bddb69414ff22805.1690990935921.1708643167509.1708702303609.382&__hssc=215839368.1.1708702303609&__hsfp=906084923
https://share.hsforms.com/19vGxDBMFQF2B4m6WLaoQgw3i4ks?__hstc=215839368.1b2eb22628badfe9bddb69414ff22805.1690990935921.1708643167509.1708702303609.382&__hssc=215839368.1.1708702303609&__hsfp=906084923
https://share.hsforms.com/1y-TX-NWiSpa8qtOHdoOBbQ3i4ks?__hstc=215839368.1b2eb22628badfe9bddb69414ff22805.1690990935921.1708643167509.1708702303609.382&__hssc=215839368.1.1708702303609&__hsfp=906084923
https://share.hsforms.com/1APgqDj-vTV67G9N3m3pgGg3i4ks?__hstc=215839368.1b2eb22628badfe9bddb69414ff22805.1690990935921.1708643167509.1708702303609.382&__hssc=215839368.1.1708702303609&__hsfp=906084923
https://share.hsforms.com/14yURL6nVQs2t4FrFhg3ZRg3i4ks?__hstc=215839368.1b2eb22628badfe9bddb69414ff22805.1690990935921.1708643167509.1708702303609.382&__hssc=215839368.1.1708702303609&__hsfp=906084923
https://share.hsforms.com/10hjA7LgUSjO1mq2IYAS28Q3i4ks?__hstc=215839368.1b2eb22628badfe9bddb69414ff22805.1690990935921.1708643167509.1708702303609.382&__hssc=215839368.1.1708702303609&__hsfp=906084923


Initiating Enrollment
Enroll A Sibling

Existing families will log 
onto the DCW parent portal

Select Registration

Scroll down and select 
Online Enrollment

Click on Click to View 
Offerings

They can proceed with the 
registration. 

Notify your CSC so we can 
finalize the registration 
quickly with the billing 
department.

How to Initiate Enrollment:

1. Select either button or the Tour 
Outcome to begin the enrollment process.

2. This is for new enrolling families ONLY. 

3. Fill in the required information, and include the confirmed schedule, start date, 

room number and subsidy information for billing.

4. Once completed, submit the form to initiate the enrollment process.

5. The Family will be sent the DCW registration link along with fillable digital 
copies of the enrollment forms.

Note: After submitting the form, your center DCW link will also be shown to allow 
you to enroll the family on the spot!

https://share.hsforms.com/1y-TX-NWiSpa8qtOHdoOBbQ3i4ks?__hstc=215839368.1b2eb22628badfe9bddb69414ff22805.1690990935921.1708643167509.1708702303609.382&__hssc=215839368.1.1708702303609&__hsfp=906084923


Enroll Onsite
Pop-up DCW Links

Once you submit the form a Pop-up will present you with your 
center’s DCW registration link to Enroll a Family Onsite!



Parent Registration 
Process Walkthrough 

Input requested start 
date and schedule

Indicate type of care 
using drop down menu

Parent must check off all 
acknowledgment boxes 
to proceed.

When the DCW link is selected 
from the popup or how to enroll 
email this is the registration 
landing page.



Parent Registration DCW

Add Parent Referral and Select Payment Type

If the parent has been referred by another family, 
enter the referral information here. 
Email is preferred as this is the unique identifier for 
the account.

Select Payment type using the drop-down menu



Parent Registration DCW
Add Student information

Enter student details and address 
information here.
NOTE: Starred * fields are mandatory.



Parent Registration DCW
Add extra information – Medical

Enter as much information as possible 
under Extra information and Medical 
Information fields.

NOTE: Starred * fields are mandatory.

NOTE: If the family does not have a Child Health Care 
number, enter zeros in this field.



Parent Registration DCW 
Guardian 1 & 2 and Employer Information

Enter as much information as possible 
under Guardians and Employer fields.

NOTE: Starred * fields are mandatory.

NOTE: If no Guardian 2, select 
N/A



Parent Registration DCW 
Emergency Contacts

Input information under Emergency 
Contacts Fields.

NOTE: parents must select the drop-
down box to showcase 
“Emergency Contact” - Parent must 
include two Emergency Contacts to 
proceed (cannot be guardian 1 or 2)

NOTE: Starred * fields are mandatory.

Once Completed Click "Next"



Parent Registration DCW 
Add a Second Student

NOTE: New families MUST register 
multiple children in 1 account to avoid 
multiple accounts (Add a New 
Student).

If Applicable, click here to open 
promotional code pop-up and enter 
promo code.



Parent Registration DCW 
Connect Portal Account Creation

This is where the parent 
creates their unique User 
ID and password to login 
to their DCW account.

NOTE: All confirmation 
Questions MUST be selected to 
proceed.



Parent Registration DCW
Add Payment Information

Choose Payment type from drop down menu.

Fill in all Payment details and billing 
information in Payment information fields.

Click "Complete Registration".

NOTE: Amount due will not be charged until CSC 
approves account.
Once submitted parent will receive an email 
confirmation from DCW with their enrollment 
information.



Parent Registration DCW
Complete the Registration & Submit

Check out and Click 
"Complete Registration"



Registration FAQ 

Below are the most common errors encountered during the registration process:

1. All starred * Fields are mandatory fields.
2. Expecting Parents should write “Baby” or “TBD” as baby’s name.

3. Expecting Parents should input their Due Date as the Date of Birth.
4. Health Insurance Information can be bypassed by inputting zeros or NA.

5. For any health/medical boxes, if checking No, the best practice is to also input NA in these 

boxes.
6. Emergency Contacts – parents must select the drop-down box to showcase “Emergency 

Contact” - Parent must include two Emergency Contacts to proceed (cannot be guardian 1 or 2 

information).
7. Ensure correct form of pay is selected, Private Pay (parent is paying) or different subsidy 

options.
8. New families MUST register multiple children to same account. The second child details can be 

added by selecting Add a New Student.
9. If only one guardian Select NA for Guardian 2.



TCH: 2

Kidz Ink: 2

LEAP: 1

Valley: 1

Links and Resources
Located on the Portal

1. Each Center Director Portal will have the corresponding Availability 

Tracker to make updating weekly an easy process.

2. The Portal Guide is a one-page reference sheet to review each element 

on the Portal. 

3. Fillable Enrollment Forms.

4. Link to the Connect App.

5. Link to tour resources including a Tour Prep-Sheet and elements to 

discuss during and after the tour.

6. Training Guides.

7. A link to the Marketing Page for updating your center information, 

photos, and bios (contact marketing@brightpathkids.com for specific 

information).

https://apps.apple.com/ca/app/bp-connect/id1148131158
mailto:enrollmentUS@brightpathkids.com


The Availability Tracker

The Availability tracker is a tool to allow for transparency amongst 

departments on every center’s FTE availability. This also an important guide 

to enrolling quickly for each age group.

The tracker also identifies the following:

1. FTE that is available now and in the upcoming months

2. Staffing issues that are inhibiting enrollment

3. Discrepancies between DCW and our forecasting

https://docs.google.com/spreadsheets/d/1hYQsThku8AKx_vlnihBbEIXb6A0NUivJ80wNgO6FrQ4/edit


The Availability Tracker
How To Update

1. Find your center by clicking on your area directors tab at the bottom of the 

sheet.

2. Update the date in column E.

Note: If you double-click on the cell, you can choose from the calendar pop-up.

Note: The date column will auto highlight in red on dates needing to be updated.



The Availability Tracker
How To Update Continued.

3. Add your available FTE in columns F,G,H,I using Numbers Only in the row 

of the corresponding age group in the correct month column.

Note: If letters are entered in these columns the total won't calculate.

4. If you have part-time spaces indicate which days and how many spaces in 

the comment section, Column "H".



The Availability Tracker
How To Update Continued.

5. Fill out the staffing column "J" by simply selecting Yes or No from the 

drop-down menu

6. Specify how staffing is impacting enrollment in the comment section



Forecasting Spaces

Forecasting availability into the future is very important to 

ensure we are confident to enroll families.

Director’s Process  to Pull Room Reports in DCW

• From the home page on DCW, the CD would click on Reports – Program.

• Click on Room/Program Report

• Report Category will be “General” and the report will be “Room Report as PDF”

• Choose the classroom you need and from what date range (week).

These reports will allow you to see the enrolled children and schedules in each 

room for the selected week. 



Referral Program
What is it and how can I promote it?

We offer a $350 credit to our families for any family they refer who 

enrolls. There is no limit to the number of referrals a family can 

make!

The credit will be applied to their account a month after the new 

referred family starts.

What you can do to promote the program!

• Add it to your monthly newsletter

• Post the referral flyer on your parent board

• Let your tours know that we offer a referral program



Thank you!
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