
 
Completing your registration on the new MyClubHub parent portal. 

 
 
 
Here is the link to the NEW BGCLK Parent Portal: https://bgclawrenceks.force.com/portal 
 
Step 1.) Once you have got on the website, you’ll want to click on “Need a login”? 

• Once you click on “Need a login?”, enter your information as the parent of the child and the email that you 
used in the old parent portal. An email will be sent to your primary email that you received these 
registration instructions at. 

 
Step 2.) Check your email to set up the password for your new account. You will then be able to login to the parent 
portal. 
 
Step 3.) Click on ‘Memberships’. 

 
 
Step 4.) On the map that pops up, select the club location that you are wanting to sign up for.  

 
Step 5.) Make sure that you save the club you choose so that you will see the options available at that location. 



 
 
Step 6.) After you have saved club, it will take you back to the Membership Category page. Make sure that the current 
location is the same as you selected on the map.  
 
 
Step 7.) Select the membership category “Lawrence School Year Membership”. 
 

 
 
Step 8.) Your next step is to select the membership type.  

• For example. I chose the Cordley location then the Lawrence School Year membership.  I have two options 
here since Cordley has a morning program as well. I have to choose the Cordley Membership – School Year 22-
23 option first. 

 
 
 
 
 
 
 
 
 



 
 
Step 9.) This is where you will select your child(s) tile to enroll them into the program. FYI, you can enroll more than 
one at a time. If a child is not listed, you will need to click on the “Create a New Contact” and enter their information 
to get them in your household.  
 
Step 10.) Once you have selected everyone that is getting enrolled, click 
 

 
 

 
Step 11.) Please complete all of the membership questions on this page related to your child that you’re registering. Be 
sure to fill out the information for all children by clicking on the child’s tab. Once you have answered all of the required 
questions, click  
 

 
 
 
 



 
 
 
Step 12.) This step is where you will electronically sign all of the forms required to be part of the Boys & Girls Club.  

• FYI- You will have to sign a set of contracts for each child. That is why you may see duplicate contracts.  

 
 

 
 

 
Step 13.) This page is where you will see what you have selected and what the cost will be. Scholarships have not 
been applied at this point if you have applied for a scholarship.  Once everything looks correct at the bottom of the 
page, you’ll hit “Setup Payment Method” to move to the payment part of the registration. 
 



 
 
 
 Step 14.) This is where you will setup payment. 

 
 
OPTIONS: 

A. Pay Future Due - Pay for the entire school year up front, meaning you are paying for all 10 months of program 
at this time.  

B. Setup Payment Method - Choose what method you will be using, Credit Card or ACH for automatic payments. 
C. Arrange Later at Club - Select this option if you have applied for a scholarship so that the scholarship can be 

applied before you pay it. 
a. Use this option if you are planning to pay with cash/check as well.  

 
 
 



Step 15.) Payment confirmation. Once you have selected your payment option, you will reach this screen below. You 
will have the option to send a receipt to your email or ‘view or print’ the receipt. The email that the receipt will be sent 
to will be the be the primary contact email unless you specify another email. Below is the example of what the receipt 
will look like. 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

FAQ 
• AM Program only –Once you have completed the registration into the program for PM programming, you 

will be able to go back and select the am program option. Refer to Step 3. as the starting point for 
selecting the AM program. 

 
• Outstanding balances will not be transferred over to the new system yet. You will need to continue to 

make your payments on the old parent portal until the beginning of the new school year.  
 

• Scholarships will be applied once all of the required documentation has been uploaded. Because the 
scholarship has to be manually changed, you will need to make sure that you select the “Arrange Later at 
Club” option. 

 
 


