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SCHOOLMATES – SCHOOLCARE WORKS 
 

SCHEDULING/EDITING HOURS INSTRUCTIONS 
 
SCHEUDLING HOURS 
It is important to know what days/hours you would like to attend Schoolmates PRIOR to scheduling them on the 
system. We are unable to refund/credit any hours booked. We staff according to the number of children we have 
registered for a specific hour/day. We do allow the flexibility to schedule hours up until 11:59pm the night before, 
so if you are unsure about your child’s plan, you have the ability to wait until the plans are clear prior to booking.  
See below for detailed instructions. 
 
EDITING HOURS DURING SCHEDULING 
You can edit and make any changes to your schedule BEFORE you click ADD TO CART. After you have selected 
ADD TO CART, you can still add more hours to your schedule. However, it is currently not possible to delete 
individual hours after they have been added to the cart. If you need to remove or change hours, you can click on 
the small “x” next to the student’s name. This will delete ALL of the hours you just scheduled. You will then be 
able to start over with a blank calendar and add the desired hours. We apologize for this inconvenience. The 
software company is aware, and we hope that this update will be available in the near future. See below for 
detailed instructions.  
 
1. HOW TO SCHEDULE HOURS   

a. Log in to SchoolCareWorks by going to the City of Piedmont website, clicking the 

Schoolmates icon  , and entering in your username and password. 
b. On the Family Portal, Click the Attendance tile. 

 

 

c. Scroll down and Select desired days/hours and Press ADD TO CART.   
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d. To Repeat the process for an additional child select Find More.   

     

e. Select the child from the drop-down list at the top of the screen 

 

f. When complete Press ADD TO CART and CheckOut. 
g. On Payment screen, Go to Registered Credit Cards and use the drop-down list to select 

Credit Card Information. Click Submit Payment. 

 

2. HOW TO EDIT HOURS PRIOR TO CHECKING OUT 

 
You can edit and make any changes to your schedule before you click ADD TO CART. 

a. Select or deselect days as desired. 
 

After you have selected ADD TO CART, you can still add more hours to your schedule.   

a. Select, FIND MORE and return to the Attendance calendar to add hours. 

 

It is currently not possible to delete individual hours after they have been added to the cart. You 
must delete all of the hours you just scheduled and add all desired hours.   

b. To remove/change hours, click on the s small “x” up on the left by the student’s name.  This 
will delete ALL the hours you just scheduled.  You can then go back to the Attendance tile 
and start with a fresh calendar to book the hours you need. 

  
 

 
 

 


