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Center Web
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Activate Drop Off Form

My Center > Drop Off Form > Enable Drop Off Form

Note that a form can have multiple classes linked to it, but a class can have only one form assigned to it. If you are not able to link 
a class, it is due to that class already having a drop off form assigned.
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Use a Default Form

Smartcare offers a default Drop Off Form template. The default form includes 10 questions best 
used for infant classes. Once selected, it can be linked to specific classes. The template can be 
modified but must be named differently once changed. 

My Center > Drop Off Form > Add New Form > Start From Template > Create Form > Select class(es)
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Edit an Existing Form
My Center > Drop Off Form > Click on the existing 
form > Click on “Add Question” button or click on 
an existing question to edit or delete
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Click >>Save<< then >>Save Form<<.



Delete a Form

My Center > Drop Off Form > Select a Form > Delete
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To see if a class is linked to a form, go to My Center > Classes:



Center iOS App
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Activate Drop Off

My Center > Drop Off Form > Enable Drop Off Form
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Use a Default Form

Smartcare offers a default Drop Off Form template. The 
default form includes 10 questions best used for infant 
classes. Once selected, it can be linked to specific 
classes. 
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When selecting a class there is 
the option of tapping on All 
Available Classes, several 
classes or a specific class.



Edit an Existing Form

My Center > Drop Off Form > Click on existing 
form > Click on Add Question button or Tap on 
an existing question to edit or delete
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When editing a question, tap on >>Update<< 
then >>Save Form<<



Delete a Form

My Center > Drop Off Form > Delete
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To see if a class is linked to a form, tap on 
>>My Center<< and then >>Classes<<



Web Parent App
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Submit New
Select “Drop Off Form” on far left of screen
Click >>+ Submit New<< on top right of screen
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Select the child for which you want to submit a drop 
off form and then click >>Continue<<

Complete the form then select >>Submit Form<<



View Completed Forms

Once the form is submitted, parents can click on the 
calendar icon next to “Date” to view specific forms that 
were previously submitted
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Then, the parent can view the submitted form



Parent Android App
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Submit New

Tap the three lines 
at the top left of 
the screen
Select >> Drop Off 
Form<<
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Tap on (+) icon 
Select the child for 
which you desire to 
complete a drop off 
form and then tap 
>>Continue<<

Complete the form then tap on >>Submit Form<<



View Completed Forms

After submission, parents can view forms previously submitted for their children
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Parent iOS App
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Submit New

Go to Drop Off 
Form
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Tap on (+) icon 
Select the 
child then tap 
>>Continue<<

Fill out the form and tap on >>Submit Form<<



View Completed Forms

After submission, parents can view forms previously submitted for their children
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Teacher Web App
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View Drop Off Forms

Login in to Smartcare > Select the appropriate center > 
and select “Drop Off Form” on the far left
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The application offers the ability for teachers to sort by 
date, class, or a specific child to view their submitted 
drop off forms
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