
 

Brightwheel can be used as an app 
on your phone or by going to 

mybrightwheel.com

We highly suggest downloading the 
app and enabling notifications to 

receive real time contact and 
communication

INTRODUCTION TO 
USING THE 

BRIGHTWHEEL APP 
FOR 

FINS SUMMER CAMP

BRIGHTWHEEL
INSTRUCTIONS

DOWNLOAD THE 
BRIGHTWHEEL 
APP FOR YOUR 
MOBILE DEVICE

WELCOME 
TO FINS!



 

ONCE A PARENT OR GUARDIAN 
HAS SIGNED UP FOR THE APP, 
THEY WILL BE ABLE TO ADD 

OTHER PARENTS OR 
GUARDIANS, FAMILY 

MEMBERS, APPROVED PICK 
UPS AND EMERGENCY 

CONTACTS

YOU MAY BE 
INVITED TO 

DOWNLOAD THE 
APP AND ONCE 

YOU CREATE YOUR 
ACCOUNT, IT WILL 
AUTOMATICALLY 
ATTACH TO YOUR 

CHILD(REN)’S 
PROFILES. IF NOT, 
THERE IS A CODE 

YOU CAN REQUEST 
TO LINK THE 
ACCOUNTS

BRIGHTWHEEL
INSTRUCTIONS

CREATE YOUR 
BRIGHTWHEEL 

ACCOUNT

CREATE YOUR 
BRIGHTWHEEL 

ACCOUNT



 

ON YOUR CHILD’S PROFILE, YOU WILL BE 
ABLE TO ADD CONTACTS FOR PARENTS 

AND APPROVED PICKUPS. EACH PERSON 
WILL RECEIVE THEIR OWN SIGN IN CODE 

AND MUST USE THEIR CODE WHEN 
DROPPING OFF OR PICKING UP A CHILD.

PLEASE MAKE SURE TO CHECK 
FREQUENTLY THAT ALL CONTACT 

INFORMATION IS CORRECT AND UP TO 
DATE, A PROFILE PICTURE, ADDRESS AND 

DOCTOR’S NAME, PHONE NUMBER

ADDING 
CONTACTS

BRIGHTWHEEL
INSTRUCTIONS

YOUR CHILD’S 
PROFILE AND 

ADDING 
CONTACTS

YOUR CHILD’S 
PROFILE



 

ON YOUR PROFILE, YOU NEED TO HAVE 
CURRENT AND COMPLETE CONTACT 

INFORMATION. FULL NAME (MATCHES YOUR 
DRIVER’S LICENSE), PICTURE (TO HELP 

STAFF IDENTIFY), AND NOTIFICATIONS SET 
(ESPECIALLY STAFF/PARENT MESSAGES 

AND PARENT/ADMIN MESSAGES)

THE CODE LISTED IS THE CODE USED TO 
CHECK YOUR CHILD IN AND OUT OF THE 

PROGRAM. EACH APPROVED PICK UP WILL 
HAVE THEIR OWN CODE SO PLEASE SO NOT 

SHARE YOUR CODE!

BRIGHTWHEEL
INSTRUCTIONS

YOUR PROFILE:
NAME

PHONE NUMBER
PICTURE

NOTIFICATIONS

PARENT
PROFILES



 

ALL DOCUMENTS ARE SENT AND SHARED 
ELECTRONICALLY THROUGH BRIGHTWHEEL AND 

CAN BE ACCESSED DIRECTLY FROM YOUR 
CHILD’S PROFILE UNDER THE PAPERWORK TAB. 
FROM THERE IT WILL TAKE YOU TO A PAGE THAT 

HAS:

● FORMS: ALL OF THE SIGNED ENROLLMENT 
AND SIGNED OTHER DOCUMENTS

● PACKETS: (NO CURRENT ONES)
● FILES: FILES FINS HAS SHARED WITH YOU
● SIGN-UPS: WAYS TO SIGN UP TO HELP, 

VOLUNTEERING, CLASSROOM SUPPLIES, 
ETC

BRIGHTWHEEL
INSTRUCTIONS

FORMS AND FILES:

ENROLLMENT
SHARED DOCS

SIGN UP SHEETS

FORMS AND DOCS
ON YOUR CHILD’S 

PROFILE WILL BE A 
TAB CALLED 

PAPERWORK. 
THAT IS HOW YOU 

ACCESS THESE 
DOCUMENTS



 

WE TRY TO KEEP YOU UP TO DATE ON OUR DAILY 
ACTIVITIES USING YOUR CHILD’S NEWSFEED. GIVEN 
WE ARE HANDS-ON AND INTERACTIVE, WE TRY TO 
REMEMBER TO GET OUR CELL PHONES OUT AND TAKE 
PICTURES AND POST THEM THROUGHOUT THE DAY. 
WE ARE HAVING AS MUCH FUN EXPLORING AS THEY 
ARE, AND MAY BE DELAYED IN POSTING.

IF YOU ARE RECEIVING VERY FEW PICTURES OF YOUR 
CHILD ON BRIGHTWHEEL, PLEASE REACH OUT!! WE 
WANT TO SHARE WHAT WE ARE DOING AND WANT 
YOU TO KNOW WHAT THEY ARE LEARNING! IT MAKES 
FOR GREAT DINNER CONVERSATION LETTING THEM 
“TEACH” YOU WHAT THEY LEARNED!

BRIGHTWHEEL
INSTRUCTIONS

YOUR CHILD’S 
NEWSFEED:

PICTURES
NEWSLETTERS

UPDATES

NEWSFEED
WE POST PICTURES, 

NEWSLETTERS, CHECK 
IN/OUT TIMES, AND 
UPDATES ON YOUR 
CHILD’S NEWSFEED

BRIGHTWHEEL PICTURES

NOTE: YOU CAN ONLY SEE PICTURES WHICH YOUR 
CHILD IS “TAGGED” IN. IF ANOTHER CHILD IS “TAGGED” 
IN THE SAME PHOTO, THEY CAN ALSO SEE THE PICTURE.



 
BRIGHTWHEEL
INSTRUCTIONS

EXAMPLES OF 
NEWSFEED 

POSTS OVER 
THE YEARS

NEWSFEED PICTURES



 

WE USE BRIGHTWHEEL MESSAGES TO COMMUNICATE 
WITH OUR FAMILIES. WE FIND IT IS THE EASIEST WAY TO 
STAY IN TOUCH AND MAKE SURE YOU CAN REACH WHO 
YOU NEED TO WITH EASE, ALL IN ONE PLACE. YOU WILL 
ALSO HAVE OUR PERSONAL CONTACT EMAILS SHOULD 
YOU NEED TO CONTACT ONE OF US DIRECTLY.

THERE ARE TWO WAYS TO MESSAGES US. ONE IS 
THROUGH AN ADMIN-PARENT MESSAGE THREAD WHICH 
CAN ONLY BE SEEN BY THE ADMIN (JESSICA) AND THE 
DIRECTOR (AUBREY). THE OTHER IS THE STAFF-PARENT 
MESSAGES WHICH CAN BE SEEN BY THE ADMIN AND ALL 
THE STAFF. WE USUALLY TRY TO WEAR SMARTWATCHES 
TO GET NOTIFICATIONS TO BE ALERTED TO ANY 
COMMUNICATION, BUT PLEASE BE AWARE THAT 
SOMETIMES WE DO NOT HAVE OUR PHONES CLOSE TO US 
AND MAY NOT RECEIVE YOUR MESSAGE IMMEDIATELY.

BRIGHTWHEEL
INSTRUCTIONS

BRIGHTWHEEL 
MESSAGES:

ADMIN-PARENT
PARENT-STAFF

PARENT MESSAGING

EVERYONE 
CAN SEE

WHEN TO USE ADMIN ONLY (ADMIN-PARENT) 
MESSAGING:

● BILLING QUESTIONS
● DIRECTOR QUESTIONS/COMMENTS
● CONCERNS
● SENSITIVE INFORMATION
● FEEDBACK

WHEN TO USE STAFF & ADMIN (STAFF-PARENT) 
MESSAGING:

● TO ASK QUESTIONS
● TO LET US KNOW ABOUT ABSENCES
● INFORM US OF ANY CHANGES
● GENERAL COMMUNICATION
● TO PRAISE THE STAFF!

ONLY ADMIN 
CAN SEE



 

BRIGHTWHEEL HAS THE ABILITY TO 
GENERATE INVOICES, ACCEPT 

PAYMENTS THROUGH BANK ACH 
TRANSFER OR CREDIT CARD, AND 

CREATE ACCESSIBLE TAX STATEMENTS 
AT THE END OF EVERY YEAR.

(NOTE: WITH SO MANY RETURNING 
FAMILIES WE SEE AN ACH BANK 

TRANSFER USED YEAR AFTER YEAR)

BRIGHTWHEEL
INSTRUCTIONS

BILLING AND 
INVOICING:
SETTING UP 

PAYMENTS ONLINE, 
GETTING TAX 
STATEMENTS

PAYMENT METHODS
ACH BANK 
TRANSFER

CREDIT CARD

BRIGHTWHEEL CHARGES A DIFFERENT FEE (SEE 
ARROWS). WE ALSO ACCEPT CASH AND CHECK 
PHYSICALLY DROPPED OFF. SHOULD YOU DROP 

OFF CASH OR CHECK PLEASE GET A RECEIPT AND 
IMMEDIATELY SEND AN ADMIN/PARENT MESSAGE 

SAYING THE PAYMENT HAS BEEN MADE.



 

YOU WILL RECEIVE ELECTRONIC INVOICES FOR 
SUMMER CAMP TUITION. THESE INVOICE HAVE 

A DUE DATE ON THEM. ALL INVOICES ARE 
GENERATED PRIOR TO THE BEGINNING OF 

CAMP AND CAN BE PAID ANY TIME BEFORE 
THEIR DUE DATE. IF YOU SEE AN ISSUE WITH 

AN INVOICE, PLEASE BRING IT TO OUR 
ATTENTION. ANY PARTIAL PAYMENTS MADE TO 
ANY INVOICE LOCKS US OUT OF EDITING THAT 

PARTICULAR INVOICE. ANY LATE PAYMENTS 
MAY RESULT IN A LATE FEE. IF YOU NEED 

ASSISTANCE, PLEASE REACH OUT. WE ARE 
HERE TO HELP!

BRIGHTWHEEL
INSTRUCTIONS

BILLING AND 
INVOICING:
SETTING UP 

PAYMENTS ONLINE, 
GETTING TAX 
STATEMENTS

INVOICING AND BILLING

THE FIRST PAYMENT 
IS ALWAYS DUE IN 

FULL AT THE TIME OF 
ENROLLMENT AND IS 
NONREFUNDABLE TO 

SECURE YOUR 
CHILD’S SPOT.

ALL TUITION IS 
NONREFUNDABLE 
AND MONTHS MAY 

NOT BE BROKEN UP.

WE SUGGEST YOU DO  
NOT ENROLL IN  

AUTOPAY . THIS WAY 
IF AN INVOICE IS 

GENERATED 
INCORRECTLY, OR 

THERE IS A 
PROBLEM, WE CAN 

AVOID IT. 



 

WEEKLY TOPICS
SCHOOL CALENDARS

BRIGHTWHEEL COMES OUT WITH NEW FEATURES 
HERE AND THERE WHICH WE TRY TO UTILIZE AND 
LEARN. THE CALENDAR IS ONE OF THEM.

WE WILL TRY TO POST TOPICS AND EVENTS IN THE 
CALENDAR. WE TRY TO KEEP UP WITH THE PUBLIC 
SCHOOL CALENDARS TO SEE WHEN STUDENTS 
FINISH AND RETURN TO SCHOOL.

ALL STUDENTS BRING THEIR OWN FOOD SO THE 
MENU IS JUST AN APPETITE FOR LEARNING!!

BRIGHTWHEEL
INSTRUCTIONS

CALENDAR:

WEEKLY TOPICS
SCHOOL CALENDARS

SPECIAL EVENTS

CALENDAR
WEEKLY TOPICS

SCHOOL CALENDARS
SPECIAL EVENTS


