Playground Instructions for Families
Kids R.O.C.K.

This packet provides guidance on using the Playground platform for Kids R.O.C.K., covering key
topics as listed below. You can also explore the links provided for original articles and additional
resources.

Additionally, these materials are provided by the Playground Support Team and may not reflect
the exact setup or examples used in Kids R.O.C.K.

o Registration Overview for Families

e Sign-Up for Playground as a Guardian

o Guardian App Overview

o Add & Manage Guardians

e Paperwork for Guardians

e View and Manage Feed

« Manage Student Attendance as a Family

o Billing Overview

o Understand & Generate Tax Billing Statements
o FSA/HSA/Dependent Care Accounts

Help topics that apply to parents, guardians and the Family App.:
https://help.tryplayground.com/en/collections/2966039-for-families

General help topics that apply to all users- administrators, teachers, and families:
https://help.tryplayground.com/en/collections/2966046-general-account-management

Please note that Kids R.O.C.K. does not utilize all Playground features, as some may not align with
our specific procedures and policies.

March 2025
https://help.tryplayground.com/en/
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Registration Overview for Families

Learn how to apply to a program, view pending applications, and next steps after being accepted.

‘ ) Written by Courtney Ambielli
Updated over 6 months ago

Table of contents v

A warm welcome from the Playground team! We're excited to guide you through using Playground for your enrolfment journey.
This article will walk you through the entire process, from applying to being accepted into a program.

& Enrollment applications must be completed in one sitting. You cannot save your work and come back to the
application.

How to Apply to a Program

Families can access applications through three different modes of communication: email, link, and QR code. Each method will
direct you to a listing where you can apply for the childcare program.

If you are applying for multiple children, please submit a separate application for each child.

1. From the listing link you've been given, you will be able to see all of the program's information and available plans for
enrollment.

About

Our presches! and dayeere offers play-based early education for toddiers threugh

. Our programs are designed to help children leam social, emotional, m
2, and moter skils through a variety of indoor and outdoor activities

Programs foeus on helping each child become ready for Kindergarten with a faeus

on soclal-emotional skills and academics.

Basics
=

DAYS
Men, Tus, Wed, Tha, Fri

RATID
135

LANGUAGES CURRICULLIS

A
English, Arnarican sign language m Blended eurriculum

R
§238 Maryland drive
Los Angeles, CA 00048

9

MEALS
Lunch, Dinner

POTTY TRAINED REQUIRED
s

SESSIDN DATES SMACKS

Apr 1st, 2022 - Nov 1st, 2022 2

Bl SUBSIDIZED CARE
Accapted

Typical day

a:30am  Drog-off/settle Inffres play

@48am  Marning cirice

10:00am  Marning snack

10:158m  Outdoor playnelghborhood exploration
11:15am  Morning project

11:45am  Persanal hygieneimeal prep
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2. To register your student, click the blue button in the top right corner of the listing, just above the center's email address.
You will then choose from three options to set up your account correctly:
a.l already have a family account for the student | am enrolling. You will be prompted to log in to Playground.
b. Someone in my family has a family account for the student | am enrolling, but | do not. You will be prompted to
request an invite from a family member who has a Playground account for this student.

c. No one in my family has a family Playground account for the student | am enrolling. You will be prompted to create a
family account.

Does your family have an
account?

» | aeady have & family sccount for the
& grudent | am enrolling

@, Scmeane in my family has a family secount
M for tha swudent | am anroling, but | do not.

4 Noona i my famiy has a family Playground
Ace0UN Tor The Student | am enroliing

3. Select the best plan for your student by clicking on the blue button in the bottom right of the plan you'd like to enroll in.

¢ Back

Enroliment plans

Select a plan Lo start your spplication. You may be accepted for 2 different plan than you apply for

3 days a week 5 days a week
A thraa day 3 weak pian for toodars 5 day plan

310,00 moetn $79.00 ] week

Full sesgion 4 days a week

Ful session, parents pay up frent test

P —— [ oo |

Monday, Wednesday, Friday
Coma 3 days awosk

—

. Enter all of the required information on the enrollment form. Click Next at the very bottom of the screen once completed.
You can register additional children after submitting this form.

. Select any additional programs or add-ons you'd like to enroll your child in. You can view the summary of charges on the
right-hand side of the screen.

. Click Next: Confirm & pay when finished.

. Before submitting your application, please review the information you've entered to ensure its accuracy. In the Pricing
Details section on the right, you will see three categories of charges:
a. Due upon application: charged immediatel**y.
b. Due upon acceptance: charged automatically to the provided credit card if your student is accepted by the center.
c. Due on first billing period: due according to the start date of the listing you've enrolled in.
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8. Enter your payment information and any promo code to receive a discount. Read and agree to the Terms and Conditions
by selecting the checkbox. Once completed, click Submit application.

9. Once you've submitted your application, you'll have a few next steps to complete as seen in the screen below:
a. Invite additional guardians to Playground
b. Download the Playground app
c. Complete any documents requested by your center. Click here to learn more about completing enroliment paperwork
through Playground.

' Please be advised, all credit card charges are subject to afee of 3% +$0.30.

View your Application(s)

After applying to a program, guardians can review the submitted information and add any available programs that were not
selected during the initial application process.

1. Click here to log in to Playground using a Chrome or Safarj browser.

2. Once logged in, click on Applications on the left-hand side. This tab will display a list of all the applications you have
submitted for each student. You can also check if there are any remaining documents to complete.

3. Click View application form to see your submission.
A\, playground Dﬂ“:"-?.“

@ Prperwon Your applications
)’ Aspication Manage your spstications for a of your students b cna pl

May 26,2022

Happy Hands Full Time
Program

Applec

What to do After Being Accepted into a Center

Congratulations!

Once you've been accepted to the center you've applied to, expect to receive two emails:

1. An acceptance email that confirms the schedule your student has been enrolled in.

2. You will receive a sign-up email to create your account and set up your password for logging into the Playground app. The
email will be sent from support@tryplayground.com.

If you cannot find either email, please check your junk mail. If the emails are not in your inbox or junk folders, please
contact your school administrator.

Once you've created your account, download the Playground mobile app for jQS or Android and use the email and password
you just created to sign in. Click here to check out our guide on signing_into the Playground app.
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Sign up for Playground as a Guardian

A step-by-step guide to setting up your parent account

‘Written by Josh Andrews
Updated over 4 months ago

Table of contents »

Welcome to Playground! Playground is used to view and edit student information, receive updates from your center, pay your
bill, and more! Follow along with this article to create and set up your Playground account.

Sign-up for Playground
Receive a Sigh-up Link

School administrators will send sign-up links to guardians. If you have notreceived a sign-up link, contact the center your
student is attending.

The unigue link can only be provided by the center.

Playground allows primary guardians to add new guardians for their student(s) via the mobile application. If you are a guardian
wanting to add other guardians to your student's profile, review this article.

Create Your Playground Account

1. Sign-up emails will be sent from support@iryplayground.com. If you cannot find your sign-up email, check your junk mail.
If you cannot find the sign-up email, contact your school's administrator.

Mayground Team 357 P (1 minise ago

#, playground

Dear Naw Usar,

Walcome ta Playground! Demo School has registered your email as part of
the sgn-up process for the upcoming move 1o Playground.

Parents love Playground because it makes communicating easy. sharing the
day's pictures and videos with family and friends a breeze, and managing
your sccount as simple as a tew 1aps

Gel staned with lvee quick sleps:

1. Click the "Crese Account” button and ermer your information. (Please note
that this link Is unique and imendaed for your use only)

Craate Account

2. Afer creating your account, install the Playground School Management
app from the Apgia App Store or Goagle Play Siora and sign in with the amall
and password you just created

3. Once you've logged into the app, we'll send a sacond emad with our Parent
App Ovarviaw to help you get started using contactiess sign-n/out, addng
guardians, and communicating with teachers and other parents.

if you harve any questions, we're hare (o help 24/7. Pleasa contact us any
tme at supponginyplayground com of through the Ive chat faature in the app

or websile.

Waisnie

L
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2. Click the blue Create Accountbutton in the sign-up email.

3. Enter your name, phone number, and relationship to the student. Create a password, then click Create Account.

£\ playground

Join Demo School by creating your account

Arsasy ave an acsount? Sin

=

a. Note: the email field cannot be edited on this screen. However, you can change your email address after you've
signed up.

4. Your account has now been created. Log into Playground on web by navigating to app.tryplayground.com or download
the mobile app.

Log Into Playground

Guardians can access Playground from the website or the mobile app. Download the iPhone or Android mobile app to use
Playground on the go!

Complete Your Student's Profile

Now that you're logged into Playground, you can begin adding your student's information to make it accessible to the staff at
your student's schoaol.

Your student's profile can only be edited from the Playground mobile app.

[y

. Log into the Playground mobile app.
. Tap View (your student's name) Profile at the top of your screen.
. Tap the grey Edit Profile button and begin entering your student's information, such as birthday, address, medications,

and allergies.
4, Tap the profile photo icon to add a profile photo for your student.

Ly M3

5. When you are done adding your student's information, tap Done in the top right comer of your screen.

= A playground (i) < Student Profile Cance Edit Student Done
View Lola's profile >
Lola Anders 2 4
© Notify staff I on my way SetETA ) ° Rockets « Famiy 0005 ﬁ
ANlposts ~ i ;

Overview  Schedule

2 it

Edit profile Mark absence

. fam
TEACHERS ® & (ola Anders
Sarah Mascot @

Angela Merke! @ Nickname

BIRTHDAY AGE
August 7, 2020 3yrs 1imos Birthday
>
Q August 7, 2020

ALLERGIES MEDICATIONS
None recorded None recorded T

157 west 59th st.
ADDRESS
157 west 59th st
New York, NY 10075 New York

PROGRAMS o
NY: i 10075
Lunch

NOTES +
Allergies

Loves unicorns

Madicatinne
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Complete Assigned Paperwork

The administrators at your student's school may have assigned you paperwork to complete in Playground. Paperwork can be
completed on the web or the mobile app. However, it is recommended that you complete it on the web.

Complete Paperwork on Web
1. Log into app.tryplayground.com.
2. Click Paperwork from the left sidebar.

3. The Paperwork screen will open. If paperwork is assigned, you will see a red number next to the paperwork type.

Paperwork

Complete, view, and manage documents regquested from your Center

Forms 3 Fillable PDFs g‘ Resources

Search

Hama Drascription Status Studant Submitted f§3
Waiver to permit schoal to take

edia release form e Mot started Jackson Lane - Fill out
phatos

Sample Walver MNet started Jackson Lane - Fill out

4. Click the Forms, Fillable PDFs, or File Requests from the top of the screen.
5. Then click the blue Fill Out button next to the assigned paperwork.

6. Fill out the form and then click Submit. A confirmation will appear that the document was submitted.

Click here for more information on completing paperwork.

Complete Paperwork on Mobile

1. Open the Playground mobile app.
2. Tap the three lines in the top left corner of your screen and then tap Paperwork.
3. The paperwork screen will open with a list of all required paperwork.

4. Click on the document name to complete the paperwork.
5. When you've entered all the required information, click the blue Submit button.

Pay your First Bill

Bills can be paid online or on the mobile app.

Add Payment Method on Mobile

1. Open the Playground mobile app.
2. Tap the three lines in the top left corner of your screen and then tap Billing.

3. The Billing Portal screen will open. Tap Payment Methods.

4, Tap the blue +icon or Add Payment Method.
5. Select whether you want to add a credit card or a bank account.
6. Enter your account information and then tap Submit.

7. The Set Up Automatic Payment screen will open. Tap Enable Autopay to automate your weekly or monthly bill payments.
Tap Not Now if you do not want to enable autopay. Page 3 0of4



< Billing Portal

CURRENT BALANCE @

$500.00

BMing period ends August 15t
Pay now

IS, Autopay Disabled

I &
Automatically pary your bills

= Payment methods

Wigtw oF 20d payment methads

Statements

View past siaiements

ACCOUNT ACTIVITY

Tuition

Charge « Due DB/01/2024
Cash payment
Payment « O7/27/2024
Tuition

Charge » Dua 07107/2024
Cash payment
Payment « OBI27/3024

Tuition
Charge = Due 06/D172

Zelle payment
Payment « O5/27)

Tuition
Charge » Dua 05/071/2024

m o W « [ o M

S Check payment

Payment « 0472712024

~~

»

>

¥

$500.00 )
+8500.00
$500.00 3
+8500.00
$500.00 )
+8500.00
$500.00 2
+8500.00

Pay Your Current Balance on Mobile

Payment Methods -+

Add payment method

Add a payment method to pay off balances

and scheduled charges

Add p ent method

If you have a balance, it will appear at the top of the billing screen.

1. Open the Playground mobile app.

2. Tap the three lines in the top left corner of your screen and then tap Billing.

3. The Billing Portal screen will open. Tap Pay Now under your current balance.

Set up automatic payments

Mewver miss a payment again. Your balance will be
paid automatically at the end of each billing
period. You can edit your payment settings or

disable autopay anytime.

Mot now

Enable autopay

4. Enter the amount you want to pay for each of your students and select the payment method you want to use. Then click

Review Payment.

5. The payment cenfirmation window will open. If you owe processing fees, you can view them cn this screen.

6. Click Pay to submit your payment.

{ Billing Portal

CURRENT BALANCE @

$500.00

Biling pericd ends August 15t
Pay now

£~ Autopay Disabled
b

Automaticaity pay your bills

= Payment methods

Wi o add payment methads

B Statements

‘Wi st Statements

ACCOUNT ACTIVITY
Tuitien

Charge » Due DBOTF2024 £500.00
g Coshpaymen +5500.00
Payment « 07/27/2024 ’
Tuition
Charge = Dus 07 S$500.00
S Cash payment +5500.00
Payment + 06/27/2024 =
Tuition
Charge s Dus DE/012024 250000
g  Zelle payment +8500.00
Payment » 05/27/2024 2
Tuition
& Change » Due DS/01/20 $500.00

S .check paymenl"

Fayment « 0427/ 2004

+5500.00

L4 Create Payment Next (4 Confirm Payment
PAYMENT AMOUNT o
Lola Anders ke st Make sure that the inform: law Is conrect
r beinre submitting your paymant
STUDENTIS)
3 PAYMENT METHOD + Lola Anders $500,00
= yﬁsa_-:::dz_ﬂ O PAYMENT EREAKDOWN
Expires 02/2025
3 Subtotal S500.00
Card processing fee $15.77
3 Total $515.77
Visa wees 4242
Expires 02/2025
&
PAYMENT DATE
) July 27,2024
X 1 2 3
HBE BEF g the “Pay nvoice” butlon below, you conlirm you
wedd G e Pay By Computer Tarms &
> 4 5 6 .
GHI JEL MHG
b
7 8 9
PARS Tuw WHYET
t)
. 0 <
b
]
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Guardian App Overview

Welcome guardians! Here's a guide to get you started using the Playground app.

Written by Sasha Reiss
Updated over 2 weeks ago

Table of contents v

The Piayground App allows guardians to view their student's information, receive updates from their center, chat with
teachers and staff at their center, complete paperwerk, check their child into school, and more! This article will walk you
through the features available on the Playground app. Be sure to download the Playground mobile app for [0S or Android and

check out our guide on signing into the Playground app.

Prefer to watch a video? Click here.

Home Screen Overview

Once you've signed up for Playground as a family, download the Playground App from your device's app store and log in.

When you log in, you will land on the Feed screen. A blue banner will appear at the top of the screen that says View (Your
Student's Name) Profile. Click this banner to navigate to your child's profile.

In the upper-right corner, you'll see the QR code icon and the chat icon. Tap the QR symbol to open the app's camera to scan
your center's QR code for check-in and out.

To the right of the QR code symbol is the chat icon. Tap this icon to gocess vour chats.

— Mog)

— A playground 52 ’
View Olivia's profile >

QR Code
© NotifyBtaff I'm on my way Set ETA »
All posts == Filters
Profile Chat
Announcement

Posted by Josh Andrews ¢ 4h ago
We will be closed tomorrow!

<

Lunch Check-out
5h ago

Afterschool Care Check-out
5h ago

In the upper left corner, you'll see a three-line menu icon. This menu will open a sidebar with the following tabs:
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Payments

Guardians

Paperwork

Carpools

Calendar

Programs

Switch Account

Settings

Support

Help Center

If your center uses Playground's payment feature, use
this tab to view /edit payment information and make

Rayments.

This tab allows you to manage all guardians for your

child. You can add, edit, or delete guardians.
Upload, view, and fill out forms for your student.

Schedule and manage camools to grant temporary sign-
infout permissions to other parents at your center

iew school events posted to the calendar.

Additional activities or services such as sports or drop-
in care.

If you have multiple Playground accounts, use this

button to switch between your sccounts.

Manage your account settings.

Click here to contact our support team. Please note that
all gquestions regarding billing or the school your child
attends should be directed to your school's admin.

Click here to access the help center and learn all things
Flayground.

& If you can't see the features listed above, your permissions might need to be changed. Please contact your school or
another Primary Guardian on your account to have them updated.
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Add & Manage Guardians as a Family

Add, invite, remove, or edit guardian profiles from the Playground mobile application

. Written by Stephanie Blitshtein
V' Updated over 7 months ago

Table of contents v

As a guardian, you have full control over who can access your student's information, including billing and paperwork, all from
the convenience of your mobile device. With Playground's mobile app, you can easily manage guardian prefiles, including
adding, inviting, remowving, or editing them at any time.

B Guardians can only be managed from the Playground Mobile App.

If you suddenly lose access to features in Playground, it is likely because another guardian in your family or an admin
atyour school changed your guardian permissions. Please reach out to a primary guardian in your family or an admin at
your school to resolve the issue.

Add Guardians

Log in to the Playground mobile app to add guardians to your student's profile.

1. Tap the three horizontal lines in the top left corner of your screen to open the sidebar. Then tap Guardians.
2. Tap the blue Add Guardians button at the bottom of the screen or tap the plus(+) sign at the top-right of your screen.

3. Enter the name and email of the guardian.
a. [Optional] Click Add Photo to add a profile photo from your camera roll.

4, Tap Selecta Relationship and pick the appropriate relationship for the new guardian as it relates to your student. Then,
select the appropriate Role for this guardian.

5. [Optional] Enter a phone number and address for the guardian.
6. Once complete, tap the blue Done button at the top-right of your screen.

7. A green banner will appear, indicating that you have successfully added the guardian.

The guardian will receive an email inviting them to create a Playground account.

Page 1 of 3



3:548

Billing
Guardians
Paperwork
Carpools
Calendar

Switch Account

LB De@d

Settings

©

Support

[J] Help Center

Version: 527

3:508 ol T8

< Guardians +
Samantha Tucker >
Mother
Lucy Tucker >
Parent | Not signed up
George Tucker >
Stopfathor
Min Miller 5

Family Friand

Change Guardian Permissions

3:652A Wl F e
Cance! Create Guardian Don
Add photo
& Name
M Emai
Select a relationship ~
Primary Guardian ~

& Phone number (recommended)

&, Work phone number

L Other phone number

Street

Primary guardians can edit the permissions for their students' other guardians. Permission editing is only available on the
Playground mobile app. However, assigned permissions will apply to guardians when they log in to Playground on the web.

Permission Type

Primary Guardian

Family Member

Family Member +
Billing

Authorized Pickup

Billing Only

Emergency
Contact

& If a guardian is changed from any permission type to Emergency Contact, they will lose their ability to log into

Playground.

Description Pick-up Billing

Authorization Authorization

Primary guardians will | Yes Yes
have access to all

Playground features

and can manage

permissions for other

guardians. Only the

primary guardian will

have access to the

student schedule and

school calendar.

Family members can Yes Mo
view the feed, chat,

and the ability to

check a student in and

out.

This permission type Yes Yes
has billing access in

addition to family
member access.

Autherized pickups Yes Mo
only have the ability to
check a student in and

out.

Billing access only. No Yes
Listed as a guardian No No
but has no access to

Playground.
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Change a Guardian's Permissions:

1. Log into the Playground App on your mobile device.

2. Tap the three lines in the top left corner of your device. The sidebar will open.

3. Tap the Guardians tab and select the guardian whose permissions you want to change.
4. Tap the three dots in the upper right comer of your device. Then select Edit Guardian.

5. Tap the dropdown that lists the guardian's current permission type. Then, select the new permission type that should be
applied to the guardian. You will be returned to the Edit Guardian screen.

6. Click the blue Done text in the top right corner of your screen to save your changes. A banner will appear confirming that
the changes have been made.

Invite Guardians

All guardians added to Playground will receive a signup email immediately. If the guardian doesn't receive the email, please
hawve them check their spam folder and verify that their email address is entered correctly. To resend the signup link, follow

the steps below:

1. Tap the three horizontal lines in the top left corner of your screen to open the sidebar. Then tap Guardians.
2. Select the guardian to whom you want to resend the signup link. The guardian's profile will open.
3. Tap the three dots in the top right corner of the screen, then tap Send Signup Link.

4. The guardian will receive a new email invitation to create a Playground account.

Edit a Guardian Profile

1. Tap the three horizontal lines in the top left corner of your screen to open the sidebar. Then tap Guardians.
2. Select the guardian you want to edit. The guardian's profile will open.
3. Tap the three dots in the top right corner of the screen, then tap Edit Guardian.

4, Update the necessary information, then click Done in the top right corner of your screen.

Delete a Guardian

& Deleting a guardian is an irreversible action. Once deleted, guardians will no longer have access to your student in
Flayground. If you accidentally delete a guardian, you can add them back to Playground at any time.

1. Tap the three horizontal lines in the top left corner of your screen to open the sidebar. Then tap Guardians.
2. Select the guardian you want to delete. The guardian's profile will open.
3. Tap the three dots in the top right corner of the screen, then tap Delete.

4, Tap Yes, | Am Sure to confirm this action.
Page 3 of 3



Paperwork for Guardians

Learn how to upload paperwork to the Playground website and mobile app.

= Written by Molly Farber
' Updated over 7 months ago

Table of contents >

Guardians can complete student paperwork directly on the Playground mobile app or website. There are four different types
of paperwork and three types a guardian can complete:

« Fiflable PDFs: School-uploaded documents to be completed by guardians

« File requests: Documents requested by school to be uploaded by guardians
« Forms: Questicns to be answered by guardians

« Resources: Documents that can be viewed by guardians

Paperwork on the Playground Mobile App
View Paperwork on Mobile

1. Login to Plavground on your mobile device.
2. Tap the three lines at the top left corner of your screen (hamburger icon) to expand the sidebar. Then tap Paperwork.

3. You will see all the paperwork assigned to your student on this screen.
4. Tap on the Fillable PDF, Form, File Request, or Resource that you would like to view.
= To view a submitted or incomplete Fillable PDF, tap the document name and then tap Open PDF.

n-zzA El

L4 Faperwork

Al ocha@ B @

DOCUMENTS
Flacla rla s form

Samphe Walver
FORMWS
Happy Hands Full Tine Program form

Swmnenis at Happy Hands fomn

WIEW-ORLY R FRDURCES

Handbssak ]

If you have multiple students, you can toggle between All and your students’ names at the top of your screen. Tap All
to view the paperwork for all of your students. Tap a specific student's name to view the paperwork for one studentat a
time.
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Complete Paperwork on Mobile

From the Playground mobile app, you can complete Fillable PDFs, File Requests, and Forms. If paperwork is incomplete, you
will see a grey box that says Incomplete next to the document name.

Complete a Fillable PDF on Mobile

1. Tap on the three lines (hamburger icon) in the top left corner of your screen and then select Paperwork.
2. Tap the Fillable PDF that you would like to complete. Three options will appear:
« Send myself link: tap this to send a link to your email to fill out the document cnline
« Complete document: tap this to open the document and fill it out from your mobile device. When you are done filling
out the form, click submit.
« Open PDF: tap this to open a PDF version of the document to view only.
3. Fill in the required fields {red boxes) and any optional fields you would like, then tap submit.

Complete a File Request on Mobile

1. Tap on the three lines (hamburger icon) in the top left corner of your screen and then select Paperwork.

2. Tap the File Request that you would like to complete or click the blue + plus icon.

3. Tap on Upload animage to open your mobile device's media gallery. Choose the photo you would like to upload and then
tap Done.

4. Tap Upload Document to save.

If you click on a completed file reguest, you can view or delete the uploaded document.

Complete a Form on Mobile

1. Tap on the three lines (hamburger icon) in the top left corner of your screen and then select Paperwork.
2. Tap the Form that you would like to complete.

3. Answer all required guestions and any optional fields that you'd like.

4. Click the blue Submit button at the bottom of the screen.

Edit Paperwork on Mobile

From the Playground mobile app, you can edit and replace Fillable PDFs, File Requests, and Forms. If paperwork is
incomplete, you will see a grey box that says Incomplete next to the document name. You will not be able to edit or replace
incomplete paperwork.

Edit a Fillable PDF on Mobile

1. Tap on the three lines {(hamburger icon) in the top left corner of your screen and then select Paperwork.
2. Tap the Fillable PDF that you would like to edit. From the bottom of your screen, a menu of options will appear:
« Send myself link: tap this to send a link to your email to edit the document online
+ Complete document: tap this to open the document in order to edit it on mobile.
« Open PDF: tap this to open a PDF version of the document to view only.
« Cancel: tap this if you have decided that you do not want to edit this PDF.
3. To edit the PDF on mobile, tap Complete Document.
a. Tap into the fields that you would like to edit and make your desired changes.
b. Ensure all required fields are filled out with the correct information, then tap submit at the top or bottom right hand
side of your screen. The edited PDF has been submitted.
4. If you prefer to edit the PDF online, tap Send Myself Link.
a. Check your email inbox for a new email from Playground with the subject line "You have paperwork to complete.”
b. Click Fill out paperwork and edit the desired fields in the document that opens.
5. Ensure all required fields are filled out with the correct information, then click submit at the top or bottom right hand side
of your screen. The edited FDF has been submitted.
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Replace a File Request on Mobile

1. Tap on the three lines {hamburger icon) in the top left corner of your screen and then select Paperwork.

2. Tap the blue + plus icon to the right of File Requests.

3. Tap on Select Document under Document Type in order to choose the document that you are replacing. Tap on the

appropriate document type.

4, Tap on Upload animage to open your mobile device's media gallery. Choose the photo you would like to upload and then

tap Done.
5. Tap Upload Document to save. You will be taken back to the paperwork screen.

6. To delete the document you want to replace, tap on the three dots to the right hand side of the document name. Tap

Delete Document.
7. Confirm that you would like to delete the document by tapping Remove Document.

Edit a Form on Mobile

1. Tap on the three lines (hamburger icon) in the top left corner of your screen and then select Paperwork.

2. Tap the Form that you would like to edit.
3. Tap into the fields that you would like to edit and make the desired changes.

4. Ensure all required fields are filled out with the correct information, then click submit cne the left hand side below the last

field in the form. The edited form has been submitted.

If you are not able to click into the fields to edit a Fillable PDF or a Form as was instructed above, your administrator
may have configured settings that prevent you from performing this action. Please contact your administrator to reguest

the ability to edit the paperwork.

Paperwork on the Playground Website

From the Playground website, you can submit paperwork, view completed paperwork, delete old paperwork, and view
resources. If you have required paperwork to complete, you will see a red number icon next to Forms, Fillable PDFs, or File
Requests.

View Completed Paperwork on Web

1. Legin to Playground on a Chrome or Safari brow ser.
2. Click the Paperwork tab on the left-hand side, then click the Form, File Request, Fillable PDF, or Resource that you would

like to view.
3. Click the blue view button to the right of the document. If a document is not completed, the view button will not appear.
Resources do not need to be completed and will always be viewable.

Complete Paperwork on Web

Complete a Form on Web

1. Click the Paperwork tab on the left-hand side of your Admin Dashboard, then click Forms.

2. The Forms tab shows all of your center's forms. If you've completed a form, its status will read Submitted.

3. Click the blue Fill Out button to start or edit a form. Fill cut all the required fields (marked with red asterisks) and any
optional fields you'd like.

4. Click Submit at the very bottom of the form.

5. When the form is complete, you'll be returned to the Forms tab, where the document will now show Submitted and have a
submitted date

Complete a Fillable PDF on Web

1. Click the Paperwork tab on the left-hand side of your Admin Dashboard, then click Fillable PDFs.

2. If you have not completed a File Request, click the blue Fill Out button. If you have submitted a File Request but would like
to resubmit it, click the blue Resubmit button.

3. Fill out all the required fields (red boxes) and any optional fields you'd like. The top of the screen will tell you how many

required fields are remaining.

4. Click the blue Submit button at the bottom of the screen. Click the blue Back Home button to return to the paperwork
screen.
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Upload a File Request on Web

1. Click the Paperwork tab on the left-hand side of your Admin Dashboard, then click File Requests.

2. If you have not submitted the file, click upload. If you have already submitted the file but would like to submit a new one,
click Reupload.

3. Click in the grey rectangle that reads Click here to choose a file. Your computer finder will open to choose a file.

4. Select the document that you want to upload and then click the blue Save button.

Edit Paperwork on Web

Edit a Form on Web

Click the Paperwork tab on the left-hand side of your Admin Dashboard, then click Forms.

1. The Forms tab shows all of your center's forms. If you've completed a form, its status will read Submitted.

2. Click the blue Resubmit button to edit a form.

3. Click into any field that needs to be edited and make the desired changes.

4. Click Submit at the very bottom of the form.

5. When the edited form is submitted, you'll be returned to the Forms tab, where the document will show a new Submitted
date, for today's date.

Edit a Fillable PDF on Web

1. Click the Paperwork tab on the left-hand side of your Admin Dashboard, then click Fillable PDFs.

2. To edit a previously submitted document, click the blue Resubmit button next to the date when the document was
previously submitted.

3. Click into any field that needs to be edited and make the desired changes.

4. Ensure all required fields are filled out with the correct information, then click Submit at the top or bottom right hand side
of your screen. The edited PDF has been submitted.

5. Click Back Home to return to the Fillable PDFs tab and view the new Submitted date and updated document.

Replace a File Request onWeb

Click the Paperwork tab on the left-hand side of your Admin Dashboard, then click File Requests.

1. Within the File Requests tab, please identify the file that you would like to replace.

2. Click the blue Reupload button to replace a file.

3. Click in the grey rectangle that reads Click here to choose a file. Your computer finder will open to choose a file.

4. Select the document that you want to upload and then click the blue Save button.

5. When the edited file is submitted, you'll be retumed to the File Reguests, where the file will show a new Submitted date,
for today's date.

If you are not able to click into the fields to edit a Fillable PDF or a Form as was instructed above, your administrator
may have configured settings that prevent you from performing this action. Please contact your administrator to reguest
the ability to edit the paperwork.
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View and Manage Feed as a Family

Learn how to view updates on your child throughout the day and interact with shared content.
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When you open the Playground app, the Feed appears on your Home screen. This is where teachers and administrators post
announcements, record activities, and share pictures of your child. You can also view Sign-in records and wellness checks.
The Feed is displayed in chronological order, with Pinned Posts saved at the top. Guardians can like posts and save pictures
directly from the Feed.

Viewing and engaging with the Feed

Guardians can view all information shared with them via their Feed located on the Home screen when logging in to the app.

If you have not already done so please download the Playground mobile app for [0S or Android and check cut our
guide on signing_inte the Playground app.

Filter by activity type

The Activities feature on the Parent App allows you to view the activities of your child as they are recorded by your center's
teachers throughout the day. You can easily access these records on the Home screen feed.

1. Mavigate to the Home screen on the Parent app.

2. Click on Filter posts.

3. Tap the gray box near Post type to select the type of post you'd like to see. You can select more than one post type at a
time.

4, Once selected, tap Done.

5. If your center has recorded activities for your child, they will appear chronologically on the feed.

Liking a picture
Only pictures attached to an Announcements can be liked.

Open the Playground app and scroll to the picture you want to like. Tap on the heart on the bottom left-hand side of the post.
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Replying to an Announcement

Only announcements can be replied to.

Open the Playground app and scroll to the announcement. Tap on the reply button on the bottom right-hand side of the
announcement. This will open up a chat with the administrator or teacher responsible for creating the post. Write the desired

message and send.
Saving a photo

Open the Playground app and scroll to the picture you want to download and tap on it. Tap the download (arrow) icon in the
upper-right corner and it will save to your phone's camera roll.

Viewing the Feed in other languages

To view the Feed in other languages, update the default language on your mobile device in it's internal settings. Once the
mobile device's language has been updated, you'll be able to open the Playground mobile application and view the Feed in the

updated language.
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Manage Student Attendance as a Family

Different ways to check your student in and out using a QR code or PIN, how to mark absences, and how to view attendance
history
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Managing student attendance from the family portal on Playground is simple. There's a few ways families can check their
student(s) in and out on Playground. Your program will determine which metheod of attendance they will use. This article
covers how to use the QR code and PIN code methods to check student(s) in.

This article also covers how to mark your student(s) as absent and walks through how to view student attendance history.

QR Code check-in/out

Prefer to waltch a video? Click here

This is the typically the recommended way to check students in and out, and is incredibly quick.

1. Open and log in to your account on the Playground mobile application
2. Tap on the QR icon on the top-right of your screen
a. This will open the camera on your mobile device. You need to give permission for the app to access the camera in
order during use for the QR scanner to work.
3. Scan the provider's QR code
a. You'll be directed to the confirmation screen
4, Tap on Sign for students
a. If the name displayed on the Select students screen is not yours, tap on Not you? in blue to select the proper
user(this is extremely rare).
5. Sign for your student, if applicable

6. Tap on Submit to submit the attendance
7. You'll see a green confirmation message letting you know your signature was recorded successfully

PIN Code check-infout on a Kiosk

If your provider has a kiosk set up on a device, these are the instructions to follow to check your student in and out.

1. On the provider's Kiosk, tap on Enter PIN
2. Enter your student's PIN code
a. Your unique code can be found either in your app under Settings > View PIN code or through your school
administrator

3. Select yourself from the Select guardian section
a. If you do not have a Playground account, one can be created for you on the spot by tapping on the blue plus(+) sign
on the right-hand side of your screen
4. Tap Sign for students
5. Sign on the Kiosk
6. Tap Submit
7. You'll see a green confirmation message letting you know your signature was recorded successtully.
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Find your PIN code

1. On the Playground mobile app, tap the menu in the top left corner.
2. Tap Settings.
3. Tap View PIN code. Your pin code will appear at the bottom of the screen.

Mark absence
As a guardian, you can mark your child as absent for the day, multiple days, or in the future if you have a trip planned.

1. Start on the Home screen of the Parent App and then tap the blue field at the top of your screen that says View Student's
profile.
Z. Tap Mark absence.
3. Tap the Absence dates section to edit the date that your student will be absent.
a. To schedule a multi-day absence, adjust the Absence Start Date and Absence End Date to reflect the duration of
your child's absence.
4. Tap student(s) to mark absent; when the check mark is blue, that means that student is selected.
5. Tap on Reason for absence... 1o provide a reason for the absence.
6. Tap Done in the top right corner.

Viewing attendance history

You can view your child's attendance history from the Feed home screen on the mobile app. To filter out everything except
attendance, follow the instructions below:

. On the home screen, tap Filters.

. Tap Post type to select which activity to surface on the feed.

. Tap Signatures.

. Tap Done.

. Now you'll only see sign outs and sign ins. You can tap on Tap here to view to get extra details like the time of signature
and the actual signature.

N o= W p
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Billing Overview for Families

Get setup with Playground billing to pay tuition, view balances, & pull information for tax reporting
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Payments for your student(s) can be made on the Playground App or on the web version of Playground.

General information

» Balances in Playground are on a per family basis. This means that if you have multiple students in a center, your Current
balance will reflect the sum of each student's balance. HERE is more information on splitting up payments for siblings.

= Your center will decide whether payments on your family balance are due on a weekly or monthly basis, as well as which
day payment invoices are sent out. If you have notifications enabled, our system helps you manage these dates by
sending you a notice when a new invoice has been applied to your account and reminders for payment due dates.

« Any primary guardian on your student's account can see the balance and make a payment.

On the Playground app

3 sec 127 views

Open the Playground app and sign in. If you have never signed in before, please reach out to your center's Administrator to
help you create an account. Once signed in, tap the three lines in the top left corner of your screen and then tap Billing. The
Billing portal screen will open where you will see the following sections:

« Vfiew your Current Balance and any overdue amount. Tap Pay Now to make a pavment towards the Current Balance
« Manage autopay

« View or add paymentmethods

» View past statements

= View latest activity
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On Web

Visit gpptryplavarcund.com and login to your Playground account. From the dashboard, select the Billing tab on the left hand
menu to be taken to your Billing Portal. The online and mobile Billing Portal have similar functionalities, just in a slightly

different format:

1. Make a payment
2. Manage autopay
3. View or add payment methods
4. View and generate statements

Download the Playground mobile app for jOS or Android. Check out our guide on signing_into the Playaround app.

Manage Failed Payments

To view failed payments, log in to your Playground guardian account and navigate to the Billing tab to access your Billing
dashboard. From the Billing dashboard, you are also able to add a new payment method, select a different payment method,
and make a new pavment to cover any failed transactions.

When on the Billing dashboard, scroll down the page to the Transaction history. You will want to select the "Credits” option to
view your payments. You can view additional information regarding the payment such as the status and which payment

method was used.

For any disputed payments, the payment method will be removed and autopay will be disabled. The payment method used
for the dispute can no longer be re-added or charged.

Guardian ACH payment methods that fail twice with the same ACH account will be removed, and the guardian will need to re-
add it. Autopay will also be disabled and the guardian will receive an email telling them their payment method was removed.
They can re-add the same payment method after resolving the issue, and this removal does not apply to failed card
payments.
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Understand & Generate Tax Billing Statements as Families

Family billing statements reflect all billing-related activities that occurred on a student's account in the specified billing period

Written by Sasha Reiss
L Updated over 2 months ago
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Statements provide a summmary view of all billing activity that has taken place in a given statement period. Statements are
generated as a PDF and are linked from the Student Account on Playground's web or mobile app.

The last page of the statements can be used for tax purposes. Primary guardians on the account can generate their own
statemnents at any time from the mobile app or web dashboard.

The article below outlines how to generate statements and how to read the statement.

View Statements

Prefer to watch a video? Click here

You can generate a statement for tax purposes at any time in Playground. Statements will be generated per family, meaning all
siblings will be included on one statement. You can generate a statement using two methods:

Generate Statements on Mobile

1. Start on your Home screen.

2. Tap the three-line menu button in the upper-left corner.

3. Tap Billing to reach the Billing Portal screen.

4., Tap Statements to reach the Statements screen. Here, statements from your center are organized chronologically.

5. To open a specific invoice, tap the statement you'd like to see. If no statement is visible or you'd like to generate the most
recent invoice, tap Generate new statement.

6. If you need to pull a statement for specific dates, untoggle the Generate a statement for all time option, then select the
desired date range for the statement.

7. A web-based PDF of the invoice will open. If you would like to share or print the statement, tap the share icon on the
bottom right of the screen.

8. Your provider's Taxpayer Identification Number (TIN) should be visible on the top right of each page of the statement as
highlighted below:

a. If your generated tax receipt does not have a Taxpayer ldentification Number (TIN), send your admin this article on
How to add taxpayer identificaticn number.

9. When you're done viewing the invoice, tap Done in the upper left of the screen to return to the Statements screen.

Page 1of4



Stat ts
- atemen Done & pg-image-cache.com (]

LATEST STATEMENTS
#.. playground Huopm Hares Prascsoniers

January 18, 2025

Statament 1

Statemernt #1
Feonary 1, 2025 !

¥, plirggroana Vs Harcs Preschanksn

Slalaimant M

Generate new statement

Generate Statements on Web Dashboard

1. On the Billing tab of your dashboard.

2. Scroll down to Statements and click Generate Statement.

3. A popup will show asking you to select all data or a specific date range.

4. Click View to download the statement onto your laptop.

3. Cpen the file and scroll to the bottom to view your tax receipt.

. Your provider's Taxpayer ldentification Number (TIN) should be visible on the top right of each page of the statement as
highlighted below:

a. If your generated tax receipt does not have a Taxpayer Identification Number (TIN), send your admin this article on
: payer | ificat
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Read a Statement

When a provider adds a student to their billing platform, they will determine the child account's billing freguency. This interval
dictates the frequency in which a new statement will be displayed on the student’'s account. This also determines the due date
and overall billing cadence.

Top of the statement

Atthe very top of a Playground statement, you'll see basic provider, student, and balance information including:

Statement Number
Statement Generation Date
Provider Information
Student{s) Namel(s)

Amount Due Current balance due, including any
overdue amounts.

Current Balance Due Date

Statement Summary

Mext, you'll see a Statement summary section. This section will include:

+ Overdue Balance Amount ($) Any amount overdue from previous
period

+ Debits ($) MNew charges due for the current billing
period

- Credits & Payments ($) Deductions or payments that reduce

the current balance

= Ending Balance ($) The total of the above three numbers

Itemized Ledger

Below the summary, you'll see an itemized Ledger. This section will include every single charge, payment, and credit
recorded for the time period of the statement. The columns in this section include:

Page 3 of 4



Invoice Date Date the charge is added to the
student's current balance

Item Description of the charge with opticnal
service dates

Due Date When the item is due

Student(s) Name(s) The student{s) the items are assigned
o

Charges ($) Charge amount posted to the student's

account that families are responsible
for and that is added to the current
balance

Credits ($) Deductions or payments made that
reduce the balance amount

Balance ($) A running current balance as charges
and credits are added to the ledger

Transactions

The very last page of every Playground statement will include an itemized list of payments made. This is often used for end-
of-year taxes or to submit to employers for reimbursement. This section will include:

Payment Date Date of transaction

Payment Method Payment method used for transaction.
If it was an offline payment, the
provider will record the type of
payment method used (i.e. cash,
check, Venmo, Zelle, etc.)

Amount Paid ($) Amount
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Learn how to add & use FSAfHSA/Dependent Care Accounts as family payment methods
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FSA/HSA/Dependent Care accounts are potential options that can be added to a family's Playground account to make
payments to a program.

Each program can choose what type of payments they'd like to accept (ACH and Credit/Debit cards or ACH only or
Credit/Debit cards only), and these settings may limit how certain FSA/HSA/Dependent Care accounts can be utilized.

There may be processing fees asscciated with either method of payment. Please contact the program for more
details on the difference in credit card or ACH fees.

Credit/Debit Card Setup

If your FSA/HSA payment method is in the form of a debit/credit card, complete the steps here to add your payment method to
make payments to your program.

If you only see the option to add a bank account, your program may not be accepting Credit/Debit card payments at this time.

Many pregrams offer more flexibility around accepting payments and may choose to let parents pay in cash, check, or
potentially through a 3rd party credit card processing system, these are known as offline payments.

Reach out to your program directly to identify if any of these options are available to you.

ACH Setup

Programs using Playground billing are typically set up to process ACH payments. If your FSA/HSA payment method is in the
form of a routing and account number, complete the steps to link your bank account or manually add your bank account to

make payments to your program.

Troubleshooting

Due to the nature of FSA providers and their specific regulations or requirements, there may be some others factors limiting
your ability to use this payment method.

If you have the option to add your FSA/HSA account but are experiencing trouble adding the account or using it to pay an
invoice, this typically happens when the MCC code for the program (a four-digit number used by credit card companies to
classify businesses) is not correctly labeled as child care. In these situations, you should reach out directly to your FSA/HSA
and have them whitelist the child care business for approval.

In the meantime, we would suggest adding a different payment method to your Playground account or reaching out to your
program directly to discuss alternative or offline payment options to cover any existing charges.
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