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1. Create a family account 

Access the Family Portal via your welcome page: https://portail-animation.ufcv.fr/  

2. Creating a family account 

Click on the Create an account button. 

 

Fill in the form below. 

 

You will receive a confirmation email in your inbox. Click on the activation link. 

 

https://portail-animation.ufcv.fr/
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You can now access the Citizen Portal with your username and password. 

You can access the Family and Billing areas if you entered your Family Subscriber Code in the account creation 

form. 

2.1 Don't have your subscriber code when creating your account? 

You can enter it later in the My Citizen Space / My subscriptions menu. 

- Click on the Subscribe button. 

- Enter your Subscriber Code and click on the Search button. 

 

 

 

- Click on the Search button. Your subscription will appear in your list of subscriptions. To activate this 

subscription, you must now log out using the "  " button at the top right of the screen and then log 

back in. 
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2.2 Creating a family account on the portal 

There are two ways to create a family space on the portal: either using a subscriber code (see above) or by filling 
out the family space creation form. 

After creating your citizen account using the form, you will be able to create your family members, enter your 

financial information, and register for activities all at once.  

Once you have created your citizen account, to access the family space creation form, select a family menu 

(Family space, Family file, Billing space, Pre-registrations, Activity schedule, etc.). The following pop-up will 

appear, as you do not yet have access to these modules: 

 

 

 

If you do not have a subscriber code, click on "I do not have a subscriber code." You will be redirected to 

the family space creation form. 

 

Step 1: My family  

In this first step, you will be asked to provide basic information about the members of your family. 

At least one responsible person is required to proceed to the next step.  
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A second responsible person can be added. To save time, the "Copy address of responsible person 1" button 

allows you to retrieve the address entered for responsible person 1 in the address fields for responsible person 

2: 

 

 

By default, there are no children. To add children, click on "Add a child." There is no limit to the number of 

children you can add.  
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Step 2: My financial information  

This step allows you to enter your bank details for direct debit payments. The Last name, First name, and 

Address fields are pre-filled with the information entered in step 1 for the payer. 

The second part of this step concerns the tax information required to complete the file.  

 

 

 

Step 3: My pre-registrations and reservations  

This step is optional. Click on Add a pre-registration: 
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If an Adult activity is selected, the persons 1 and 2 created in step 1 will appear in the Individual(s) list. If a 

Children activity is selected, only the children created in step 1 will appear in the Individual(s) list: 

 

 

 

Multiple registrations can be made in this step by clicking on "Add a pre-registration." Reservations can also be 

made at this stage by selecting the reservation days in the Reserve for section: 
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Click on “My Citizen Account” and log back in, then click on “Reservation Possible.” 
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PLEASE NOTE! Reservations must be made for the entire year. To do so, click on “reservations.” 

 

 

 

 

 

 

 

You will need to enter the dates September 1 to July 3, 2026. 
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Step 4: Confirmation  

 

 

 

Once the request has been sent, an email confirming your registration will be sent to you:  

 

 

Initially, you will not have access to the childcare services on the portal. The following message will be displayed: 
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Once your request to create a family account has been accepted, you will receive an email confirming that 

your request has been processed: 

 

 

You can now access the childcare services and view the information you entered. 

 

 

 

3. Manage your family file 

To view all your family's data, click on the Family Space menu and then on the Family File block. 
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In this area, you can view and modify all data relating to your family members (guardians and children). 

The family guardians screen allows you to view and modify basic information, addresses, and bank details. All 

changes are subject to validation by the UFCV administrative services. Changes that have not yet been processed 

by the UFCV are displayed in yellow. 

 

 

Tax information is read-only, as it is managed by the UFCV, which requires supporting documents for any 

changes. Families should contact the UFCV's administrative services for any changes: 
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The children's screen allows you to view and modify general information, authorizations, health data, and contact 

details for adults authorized to take care of them. You can also add a photo. 

 

 

 

4. Submit your pre-registration requests 

4.1 Via the Pre-registration module 

FAMILY AREA/PRE-REGISTRATION 
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In the family space, the "Pre-registration" module allows you to view the list of pre-registrations for your 

child(ren) and submit a new pre-registration request. 

 

A summary table shows: 

- Current registrations (= pre-registrations validated by the UFCV), status Reservation possible,   

- Pre-registrations (= pre-registration requests awaiting processing by the UFCV), status "Request in 

progress,"    

- Completed registrations (= pre-registrations validated by the UFCV and whose end date is earlier than 

today's date), status: Completed, 

- Pre-registrations refused by the UFCV, status: Refused. 

 

 

The "Reservation possible" link takes you to the activity schedule with filters for the activity and child concerned. 

The "Request in progress" link takes you to the details of the request in question. 

The "Add a pre-registration" button allows you to create a new pre-registration request on the following screen: 
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This screen allows you to make pre-registration requests for children in the family. 

It is necessary to make a pre-registration request for each activity, however, it is possible to make a single 

request for the pre-registration of an activity for all children in the family, using the "Child(ren)" drop-down list. 

Some activities are open for booking, in which case a "Booking" section will appear: 

 

You can combine a pre-registration request with a reservation request by selecting the days you wish to reserve 

now. 

Once the pre-registration request has been accepted, the activity will appear on the activity schedule for the 

requested period with the status "Not booked." For pre-registration requests that are combined with a booking 

request, once they have been accepted by the UFCV, the activities will appear on the activity schedule for the 

relevant period with the status "Booked." 

 

 

 

 

4.2 Via the child's file 

A quick access link in the child's file allows you to access the pre-registration screen. 
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5. Manage your children's activities 

Access your children's activities via the "Activity schedule" menu in the family area. 

Only the activities your children are registered for are displayed on this schedule. 

 

Filters allow you to customize the schedule display according to your needs: 

- A filter allows you to adjust the schedule view to 1 month, a 7-day week, a 5-day week, a single day, or a 

list. 
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- A filter allows you to select the children you want to display on the schedule. The symbol "  " 

indicates that the child's activities are displayed on the schedule. Conversely, the symbol "  " 

indicates that the child's activities are not displayed on the schedule. 

 

- A filter allows you to choose the activities you want to display. If an activity is represented by the symbol 

"  " (included in the schedule), it is displayed on the schedule. However, if it is represented by the 

symbol "  " (not included in the schedule), it is not displayed on the schedule. 

 

Each slot is represented by the following elements: 

- A color code and symbols that represent the status of the slot with a legend 

    
 

 

 

 

Absence billed 

 

Activity booked or child present Request pending  

validation 

Child on the waiting list Child absent from this activity 
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- A tooltip on each slot summarises the name of the activity, the day and the status. This tooltip appears 

when you hover your mouse over the slot. 

 

- The name of your children written on each slot for which they are registered 

- The name of the activity 

- The time slot for the activity 

 

5.1 Make a reservation or request an absence 

There are two ways to submit a reservation or absence request:  

- Directly on the schedule 

- Via the form (Make a request for a long period) 

5.1.1 Via the schedule 

Click on the desired activity and confirm the request. 

 
 

Reservation requests can only be made for days when the child is registered. 

Absence notifications can only be made on a day when the child has a reservation. 

 

For each request made, you can cancel it before receiving a response to your initial request from the UFCV. 

 

This system allows you to quickly make a reservation or absence request for a single day. 

For each slot, a history of actions is available by clicking on it: 
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5.1.2 Via the form (recommended for reservations or absences over a period of time) 

Reservation requests are made using the Reservations button on the right of the schedule. Absence requests are 

made using the Absences button. 

This mode allows you to make a reservation or request an absence for a long period by specifying the days 

concerned. 

 

 

 

 

6. Viewing your requests 

Activities can also be viewed in list mode. You can choose to display either mode using the Schedule/List link 

above the schedule. 
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The list view allows you to see all your requests in a table. You can filter requests by child. 

 

 

 

7. Notifications of your booking requests and absences 

from your children's activities 

When you request a reservation or absence for an activity, you will receive an email confirming receipt of your 

request. It will look like this: 

 

 

 

For reservations over a long period 

 

 



 

 

3 

 

 

For reservations for a specific time slot 

When your request has been accepted or declined, you will receive an email acknowledging that it has been 

processed. This email is sent twice a day, at 1 p.m. and 6 p.m. The 1:00 p.m. email lists all reservations accepted 

or declined between 6:01 p.m. on the previous day and 1:00 p.m. on the current day. The 6:00 p.m. email lists all 

reservations accepted or declined between 1:01 p.m. and 6:00 p.m. on the current day. These emails are 

formatted as follows: 

 

 

 

Whenever there is a change to your request, you can find the information provided by the UFCV in the My citizen 

space/My requests menu. If one of your requests has been modified, you will be notified by the message "1 new 

message(s)" displayed on the line of the request concerned: 
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The "  " button allows you to access the history of the request. 

 

 

 

 

8. Your billing area 

In the Billing area menu, you will find the invoices issued by your local authority for the payment of your 

children's activities, together with the corresponding payments. 
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The list of invoices allows you to see if you have any invoices to pay by clicking on the "  " button. 

For each invoice, the payment due date, the invoice amount, the issuer, and the payments associated with the 

invoice (payment number, payment type, payment issue date, and payment amount) are displayed. The "  " 

button allows you to view the invoice details.  

 

 

 

9.  add-ons  

 

9.1 Manage your supporting documents 

In the Family Space / Supporting Documents menu, you can add, modify, or view the documents required by the 

UFCV. 

 

Filters are available to improve the display of the list of supporting documents:  
 
- Status filter, with the following possible values:  

➔ Submitted: the supporting document has been added to the portal and sent to the UFCV administrative 
services 

➔ Invalid: the supporting document has been rejected by the UFCV  

➔ To be completed: no file has been added by the user or the UFCV  
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➔ Pending validation: at least one file has been added and has not yet been integrated into your space  

➔ Obsolete: the document's expiry date has passed  
 
- Document filter, contains the list of documents configured in BL.enfance  
- Mandatory only checkbox, allows you to display only the mandatory supporting documents from the list  
 

 


