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MyClubHub Parent Portal Quick Guide 

Visit this website: https://bgcnorthernplains.my.site.com/V2/s/login-home 

Throughout this process, you may see more options than you are used to during registration. This is 

because we serve 4 locations – Brookings, Moody County, Yankton and Vermillion! 

 

START BY CREATING AN ACCOUNT 

◆ This will house all your information so you can update it whenever necessary. 

 

 

 

 

 

◆ Next, fill out YOUR 

information – not the child’s. 

 

◆ If you do not have an 

employer or work phone, 

you can list “None.” 
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◆ After you click submit you will receive an email. Follow 

the link in the email to set a password. 

 

 

◆ At this point you should be into the homepage of your 

parent portal account. It should say HOUSEHOLD ACCOUNT 

DETAILS towards the top. This is where you will add your 

children to your household, register for memberships and 

programs, and update your information when necessary. 

 

 

◆ To add your child/ren to your account, 

click “Add Household Member” on 

the left side of the page. 

 

◆ You will then be able to enter each 

child as a contact under your 

household. 
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IMPORTANT: You must first register for an annual membership AND check out before 

registering for any specific programs or activities. 

For example, if you have a 4-year-old in the Brookings preschool program, you must first register as a Brookings 

ECE member ($0) before registering for your specific fee-based preschool programs. If you are registering a teen, 

you may only need to register for the $25 annual membership. 

SELECT YOUR MEMBERSHIP 
◆ Click the button that says “Browse Memberships” on your account homepage 

◆ Choose your location 

 

 

◆ Select your 

membership 

 

◆ If you don’t see 

the membership 

category you’re 

looking for, 

double check 

your selected 

location. 
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◆ Select a contact to register or add a household member if your contact is not yet listed 

o You can select more than one child if they qualify for that membership 

o Click NEXT 

◆ Fill out the membership questions for EACH child 

o This gives us important information to keep on file such as emergency contacts, allergy 

information, etc. 

o Click NEXT 
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◆ Depending on what you have registered for, there should be one or more contracts/waivers to sign. 

o It’s important to review the handbook if you haven’t before! It holds valuable information. 

o After “signing” click FINISH 

◆ This will bring you to a summary page. 

o Please review the selections in your cart and verify you have chosen the correct location and 

time frame. 

o At this point you have the option to: 

▪ Go “Back to Browse” to add more memberships  

▪ OR “Finish” to check out 

o Remember you will have to check out with your membership before registering for your specific 

programs. This summary page is NOT your completion page. 
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◆ If there is a balance due for your membership click MAKE PAYMENT, and you will be taken to a payment 

screen. 

◆ Once this is complete OR if you don’t owe anything for your membership, you will get the payment 

complete page. 

◆ From here you can return to your account to register for programs. 

 

Important: Your transaction is not complete until you come to this page that says 

PAYMENT COMPLETE at the top and you have the option to send yourself a receipt. 
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SELECT A PROGRAM 
◆ Programs can be found through a tab at the top of the page or a button on your account homepage 

◆ Narrow your search by selecting your location 

◆ You can filter by age, grade, etc. on the left 

◆ There may not be an option available under every category 

listed, depending on your chosen location 

 

◆ If I were registering a 4-year-old for Brookings ECE, for example, 

I would click on the category: Early Childhood Education 

o I can then expand my options with the button on the right side 

and choose which programs to enroll in. 

o Select “enroll” and choose which  

child/ren you want to add to that program. 

o From this point the steps should be similar to  

what you saw when registering for a membership. 
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COMPLETING FORMS 
◆ The last section to look at after registration is the FORMS 

◆ These can be found through a tab at the top of the page or by navigating to the bottom half of your 

homepage 

◆ Your “Forms Requiring Action” will depend on certain questions answered throughout registration. 

◆ Once you complete your forms, they will move to “Forms in Review” for our staff 

 

 

*If you qualify for Childcare Assistance, please reach out to the Club after registration.* 

 

 


