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

(oo

Avec une de vos factures Ou Avec votre code abonne
Référance siluées dans une e vos factures émise car votre colectivité Cods tranamis par votre collectivité

Cods émission de la facture”
Retrouvez le cods Emisaion sur le cied de page de volre
facture

. G -
Référence de |a fachre” ( Code Abonne I

REMnUVEs |8 réfdrence Sur voira faciurs

Montant de la facture?

Code personnel”
Saisisser le cooe personrel du destinalaire de fa faciure

Rechercher Annuler Rechercher Annuler

- 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 " a - 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:

Pour accéder a ce menu, vous devez tre abonné.
Accédez au menu Mon Espace Citoyen / Mes Abonnements et munissez vous d'une facture émise
par votre collectivité.

Ou entrez directement votre code abonné ci-dessous :
Code Abonngé*

Je n'ai pas de code abonné

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.



UFCV S

Ma famille > Mes informations financiéres > Mes Pre-inscriptions et réservations ) Confirmation
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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:
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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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Enfant1 X
Nom+ GUILLETAT Date de naissance litmm/asaa
Prénom
sexe * v

Aouter un enfant

Suivan

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.

R sccen
Ma famille > Mes informations financiéres » Mes Pré-inscriptions et réservations > Confirmation
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Step 3: My pre-registrations and reservations

This step is optional. Click on Add a pre-registration:

Ma famille > Mes informations financieres > Mes Pré-inscriptions et reservations Confirmation

L3pace tamie

Lapace factaubon

S

Hous concacter
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Ma famille > Mes Informations financiéres > Mes Pré-i ipti el réservati > Confirmation

0 * 1008 ceugEAnEn
R 0PN Rt OIGNEDY

Pré-inscriptions 1 %

Stanissenent

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:

Pré-inscriptions 1 X

Etablissement* | Ecole Rimbaud v |

| Repas Adulte v
du 01/08/20135 au 21/08/2023 (accessible aux adultes)

Activité *

Individu(s) *

Lundi ] Mardi | Mercredi

Réserver pour | | Jeudi Vendredi

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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Pré-inscriptions 1 X

Elabissement s Ecole Rimbaud -

Activité

Indvidugs) * +
Lundi Mardi WMercred
Reserver pour Jaudi Vendredi ]
Pré-inscriptions 2 X
Etablissement » v
Activité = = =
Aucune SCINVTE aisponDie pour cef Sabiissement
Z +
Individugs) *
Aucun enfant mexiste dang celte famile, 18 pré-ingeriotion sur cette 8Ctivité neet pas possibie
Réserver pour jzul

L'UFCV Grand Est

Bonjour Mme. TEST

1 de vos demandes a éié traitée

Activité Individu Statut

demande
643928494  03/09/2025  01/07/2026 Pre- CAG TEST acceptée
inscription ~ Mercredi
Journée Test
sans
repas

Rendez-vous dans votre espace citoyen pour plus de détail sur ces traitements

Vous pouvez également retrouver 'ensemble de vos demandes depuis votre espace citoyen dans

le menu Mes Demandes.
Mon espace citoyen

Si ce bauton ne s'affiche pas comectement, veuillez cliquer sur le lien suivant -
hitps:/iportail berger-levrault ir/'5559405GE faccueil

Meilleures salutations, '€quipe municipale.

Geci est un mail automatique merci de ne pas y répondre.

Click on “My Citizen Account” and log back in, then click on “Reservation Possible.”
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Step 4: Confirmation

Ma familie > Mes > Mes Pré etréservations > Conflrmation

larmasons bancaires

Informations fiacaies

Ty

] ey reman fprrm weerw Iy

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

Bonjour Mme. Solén r,

Votre demande "Création de famille” , n°17484428, réalisée le 07/11/2022 3 1501, est en
cours d’instruction.

MNous vous tiendrons informée de son traitement.

Vous pouvez retrouver votre demande depuis votre espace citoyen dans le menu Mes

Demandes.
Mon espace citoyen

Si ce bouton ne s'affiche pas correctement, veuillez cliquer sur le lien suivant -
hitps://portail feat pci.mrc. berger-levrault. com/31201/demandes

Meilleures salutations, I'équipe municipale.

Ceci est un mail automatique merci de ne pas y répondre.

Initially, you will not have access to the childcare services on the portal. The following message will be displayed:
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Attention

Yotre demande de création d'un espace famille est en cours de traitement. Une fois celle-ci validée,
vous serez informé(e) par e-mail etvous pourrez accéder aux senvices de I'enfance.

Once your request to create a family account has been accepted, you will receive an email confirming that

your request has been processed:

- - A
Bonjour Mme. Solén T,

Votre demande de création d'espace famille, réalisée le 07/11/2022 a été acceptée le
071172022

Vous pouvez dés a présent accéder aux services enfance.

Portail Famille

Si ce bouton ne s'affiche pas correctement, veuillez cliguer sur le lien suivant :
Cliquez ici

Meilleures salutations, I'équipe municipale.

Ceci est un mail automatique merci de ne pas y répondre.

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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accuen / espace amite , DOSSIiEr de famille

Les responsables

~ =
- =

Modifier Ia phatn

Sophie DURAN Jean DURAN

Les enfants

Modifies 1 photo

Lea DURAN Luc DURAN

23 28 win 2021/ 1ans

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.

sspace e ¢ ooseros e « VERSIONA 3.32 respl
Données responsable

Information de base =

Lt enamps avee * 50t DRI

TEképhane

Taliphane porimble | $082E54127

Fehe de sommunication

Mobe dumvon du lachurs st relance

Données rompltmentares -
Donndes samtarms =
Acdresse =

Informatons hancsires =

Donnees communes 3 |3 famille

Informations fscales =

Données complémentaine famille =

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:



UFCV S

Données communes a la famille

Informanons fiscales
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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.
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4. Submit your pre-registration requests

4.1 Viathe Pre-registration module
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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 s wnw Espace famille
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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.

ﬂ Accued
- Pré-inscription
‘ Mo ezpace choymn

€ sxpace tacturssin

L

Pre-inzcription{s) Demande de reservation / Validstion demande

absence réservation | absence

i smdise

Le coie: oe

JruTs Fservatles Sttt

Mg IERE | Coninng SElres || Actessilei

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:

R o

Ajouter une pré-inscription

A vonespace orem
[ | N

L S —

5 A

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.

uet 1 Espaceamile + Planning des activités
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€ >
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Filters allow you to customize the schedule display according to your needs:

- Afilter allows you to adjust the schedule view to 1 month, a 7-day week, a 5-day week, a single day, or a
list.

Mois | Semaine | Semaine 5 | Jour | Liste
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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.

Enfants

DEVAILLE Elsa ®

DEVAILLE Siman

DEVAILLE Georgette .

A filter allows you to choose the activities you want to display. If an activity is represented by the symbol
ol (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.
Activités
OUPEr MATIN/L L .
05/Sect Jeunes Matin .
06/5ect. Jeunes Repas

07/5ect. Jeunes Aprés-midi .

Each slot is represented by the following elements:

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

05/Sect. Jeunes Matin rorz‘dslm Jeunes Aprés- Garderie matin Garderie matin
0730 - 12:00 v | 07.00 - 09:00 2] 07:00 - 09:00 [x]
Georgette Elsa Léo Léo
Activity booked or child present Request pending Child on the waiting list Child absent from this activity
validation
Repas
12:00- 13:00 a.
i €

LEd

Absence billed
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Légende

Mon réservé

Réservé ou présent(e)
Absent(e)

Absence facturée

En liste d'attente

QP 0 0 <

Demande de réservation

Demande d'annulation de réservation

Q

- Atooltip 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.

05/Sect. Jeunes Matin 05/8ect. Jeunes Matin
07:30-12:00 v 07:30-12:00 v
Georgette Georgefle

ii 05/5ect. Jeunes Matin du 22/07 : Reservé I
05/3ect Jeunes Matin TOTSETr TS et
07:30-12:00 07:30-12:00

- 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 areservation 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.

Demande pour I"actvité 05/Sect. Jeunes Matin du 23/07 de Simon

Souhaitez-vous réserver ce créneau? m m

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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Lev
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Demande pour l'activité Restauration scolaire du 31/10 de Nathan

Annuler I'absence ?

Attention, cela équivaut a effectuer une demande de m m
réservation.

Historique des demandes

9 17M0/2019 11:56 - Absent(e)
Raison: "Envoyé par BL.Enfance”
Traité par 'application enfance

171012019 11:56 - Demande d'absence
Par Keith JAR

« 17102019 11:56 - Réservé
Raison: "Envoyé par BL.Enfance”
Traité par I'application enfance

17M0i201911:55 - Demande de réservation
Par Keith JAR

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.

Réservation d'activité

1. Sélectionnez un enfant

Enfants ADERNC Msbva

2. Selectionnez une activite

Iotinds TIAL S H-15-Aerd idi (ALSH iefTile. ) du OXONZ018 au 31082018
3, Reservez
Contraintes - Lu5 dales de résanaiion donerd §ire compnsas dans k3 pdrioda e (insenpion (du CROM2E u 3102/2010)
Dy 1112018
Al 19112018

undi (1300 - 17.00)
Endi (1300 - 17.00)
R (1300 - 1700}
U (1300 - 17 008

wandran [13:00 - 17:00)

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.

mannng | Liste (3 Résultats)
AR opacn tamde =

Eafants | Tous
Présiorn Tipe demands & Elsiiisseraen Aclinhé Périxde Fial &
Timde At S rézmnaton R Ecola Lis TRepaz Evies 200w 201820 rew 29N Fahe
Timdo AUt 2% reaenaIon = PG AT = 201 Aanade
Timao Heat o8 rigsnEton R Ecoas Loy AR AT 19004 201810 Pox 2016 Ratuzde
Mt Apsut o rdsanaton R Secoptio
Tmge: st s rdzanaton R EcolLis LR AT o 2018 220 rew 2978 Fahe

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:

Accusé d'enregistrement électronique
De: "BL Citoyen (test)” <nepasrepondre-test@bl-ctoyen.fr>
Recu le 04/04/2010 3 09:14

-- Afficher les images. -

Bonjour M. Matthieu BLMAN,
Vos 4 demandes de réservabon pour 1/Péri MATIN réalisees le 04/04/2019 3 09:14 sont en

cours d'instruction
Jour Heure  Type de la demande Enfant Activité
06/05/2019 07:35 Réservation Mathias BLMAN  1/Péri MATIN
07/05/2019 07:35 Réservation Mathias BLMAN 1/Péri MATIN
0$/05/2019 07:35 Reéservation Mathias BLMAN 1/PEri MATIN
10/05/2019  07:35 Réservation Mathias BLMAN  1/Péri MATIN

Nous vous bendrons nforme de leur tratement.

Vous pouvez egalement visualiser vos demandes depuss votre espace citoyen dans le menu
Mes Demandes.

Mon espace citoyen

S ce bouten ne s'affiche pas corractement, vewliez cliquer sur 2 hen suivant :
hitps://nortaitest.beraer-leveault.fr/ngi-access/CDC Vallee Tille Tanon 894/accued

Yous pouvez également Ia suivre dans votre espace citoyen, dans le menu Mes Demandes,
restant a votre disposition
cordialement

le servica enfance jeunesse de la COVATL.

Cec est un mail sutomatique mercl de ne pas y répondre.

For reservations over a long period
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Accuseé d' gistri t electr
De: "BL Citoyen (test)” <nepasrepondre- bEi@hI-u‘burymfrb
Ragu le Mmmu 183 00:10

Afficher les images

Bonjour M. Matthieu BLMAN,
votre demande de réservabon pour 2/Repas Sco réshsée le 04/04/2019 4 09.09 est en

cours d'instruction :
Jour Heure Type de la demande Enfant Activité
12/04/2019 12:00 Réservation Annette BLMAN  2/Repas Sco

MNous vous tiendrons informe de leur raftement.

Wous pouvez également visualiser vos demandes depuis votre espace ctoyen dans e menu
Mes Demandes.

Tilz_lgnon B -Jgggmgg

Vous pouvez également fa suivre dans votre espace dtoyen, dans le menu Mes Demandes.
restant & votre disposition
cordialement

le service enfance jeunesse de la COVATL

Casi g3k un mail astomatgue merc de ne pea § mpondre.

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:

Accusé de
De: "BL Cloyen (test)® <nepasrepondre-test@bl-atoyen.fr>
Regu le 09/04/2019 3 14:08

Afficher les mages

Bonjour M. Matthleu BLMAN,

21 de vos demandes ont ete traitees -

Jour Heurn Type dela Activité Fnfant status
dana
12:00 Réservation 2/Repas Annette Refusd™
<o BuMAN
" 12:00 Réservation 2/Repas Mathias Anfusés
11/04/2019 = g
16:20 Réservation P Mathias Refusé™
SOIR BLMAN
210472 16:20 Reéservation 4/pen Mathas Refuse”
12/0%/2014 SOIR BLMAN
07:00 Réservation 1Péri Annctte Hetuse™
MATIN BLMAN
12:00 Réservation 2/Repas Annette Refusé~
S0 ELMAN
g 12:00 Rasarvation 2/Repas Mathias Refuse”
il Godad sca BLMAN
16:20 Réservation Aperi Mathias Refusé®
SOIR BLMAN
16:30 Réservation 4pesi Annette Refuse™
SOIR BLMAN
07:00 Résarvation 1/péni Annatte
MATIN BLMAN
4/ 12:00 Rdgervation 2/Repas Mathias
30/04/2019 & Rl AN

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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Mes demandes (6 Résultats)

Filres =
Tipe 21 séectionnés - Etnt £n e Trais | Tous |
demande

‘m«ence Réres | secnernes [EEUER

“TOUE MAarguer Comme i

Rél Date - Descaghon % sl # Demiantes modiées. % Actions

17378 251 27 3. F020 3 184400 ModRcstion dinfo bancsre prndpat En cours
17 370 250 23 jarn 2020 3 164400 Modricalion & ez pens akic En cours
17 370 920 22 A 2020 4 164301 Modncation complémet ertant En tours
17 376 924 2 farm, 2020 b 164258 Aouindvos autirzation Eff cours
17 376 8 22 jar 202000 164258 Alut indwe autorsation En tours
17 376 38 T2 jarn 2020 § 164225 Modicalion des wcring EN couts

o
1 |w

page 1 sr

The "n " button allows you to access the history of the request.
Afgisd | Mon espace cayen / Mes gemardes © Demande 14 608 487

Détail de ma demande : BLMAN Annette

Data da dibut
722018

Date de fin
o0

Structure
Ecols Mardiiville Matematis

Brend
PR NATIN

Ralsan
anpent

Historique de la demande

Crdation de demunde

Statut - En cours dinstruction

30 nov. 2018 11:56:42
Cernande ransmise & |'apglication mitier
Statut : En cours dinstruction

30 nov. 2018 11:57:37
Statut : Accepte

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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= Payer en ligne

" button.

The list of invoices allows you to see if you have any invoices to pay by clicking on the "

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 d : W
button allows you to view the invoice details.

« Espace facturation

Historique des factures (4 Résultars)

[ Touke ] v Tovtes =

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.

Pléces jusnficatives

.........

®

...........

.......

@ o @ @

:
IOCRORORRE:

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



