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Parent Portal  

Portal users will be required to login with a User ID and password.  

 - Re-enrollment Parents will use their MBP Web ID.   

 - New Parents can automatically create an account based on their email process or schools can 

manually assign a formal web ID before sending out contracts. 

 

• Each parent/signatory will receive an email with a link to the Parent Portal.  

• Login steps will be provided by the school. This will vary depending on 
process you adopt for new parents. 

  

 

The Enrollment/Re-Enrollment page will be displayed   

• A red badge indicated how many contracts are available to review 

• Instructions appear above the student panel 
o These instructions are setup in Administration | Business Unit 

• The student panel will display student image if a photo was uploaded and set as the “portrait”. 

• Panel shows basic info and status 

• Steps will display below student panel. In our example we see Contract and Deposit 
o Use arrow hide/view steps (right side of bar)  

 



 
 

 

 

 
Page 3 

 

  

Profile Update: Only for Re-Enrollment 

• As part of Re-Enrollment setting a school can require Profile Updates  

• Parents required to update their profile will be prompted to review before opening the contract 

• This will send parents to the Profile Updates  
o Select Edit to make a change 
o Select Done  

▪ Message appears: Profile changes have been submitted and will not be published 
until they have been reviewed  

Profile Updates require users to allow pop-ups 

o Option to Send Note to School.  
▪ Enter message and select Submit. 

• Select Go Back to Enrollment Page 
when done 
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Contract: View/Sign 

• In this example we only require one signature 

 

• The parent will select the View/Sign button and: 
o Review the contract and make selections, as needed 
o Type in Name field 
o Sign in Signature filed 
o Select Submit Signature
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A success message will pop up and then payment window will appear.  

• Parent will select payment method 
o Payment methods setup in Administration menu 

• Parent selects Continue 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

As the parent moves through the process the Enrollment/Re-Enrollment steps will be checked off as tasks 

are completed. 
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If your school requires two signature, the second parent/signatory will log in and see the progress 

o Contract Status: is set to In Progress 

o Signed:  indicates 1 out of 2 signatories have submitted the contract 

o The Deposit has been paid by the first signatory 

▪ If the first signatory did not pay in full the balance will be displayed  

 

 

A parent may select the Signed: “1 of 2” hyperlink and the signatory details will appear 
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When second signatory opens the contract the Signature 

1 fields will display name and signature. 

o The second signatory will sign and select Submit 

Signature 

 

 
 
 
 
 
 
 
 
 
 
 
 
Once all signatures are submitted: 

• The Contract Status is set to Awaiting Approval 

• The contract step is marked complete 
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Note: When a parent selects View under the Contract button, they must enable pop-ups  to see the PDF.  

 

If applicable, the parents can continue to work through their checklist items later. When they login to the 

portal they will see the dashboard.  
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• Enrollment/Re-Enrollment link will display red badge until all required checklists have been 

completed for the student 

 

 

 

 

 

 

 

 

 

The Dashboard  

Important links will 

display here. These are 

established in My 

BackPack through 

My BackPack Setup | 

Resource Center 

 

 

 

 

 

 


