THE BEE SUITE - FIRST-DAY GUIDE

Director

Prepare your location for a controlled launch, one approved group at a time.

Use your existing school account. Do not create a duplicate account. Downloading or signing in
does not enable autopay or initiate a payment. Schools must receive location-specific approval
before inviting staff or families.

1. Open your workspace

Use the director web sign-in. Native director availability is not verified. Sign in with your existing email;
use Forgot password if needed. Never register again to recover access.

2. Confirm the location

Check the selected school before reviewing or changing anything. Multi-location leaders select an
authorized location in the global workspace. If the school is missing or wrong, stop and contact
support.

3. Review school records

Check classrooms, assigned staff, children, family links, tuition assignments, and balances against
approved school records. Record discrepancies in the readiness tracker. Do not repair balances by
creating duplicate invoices, children, or families.

4. Onboard staff safely

After location-specific approval, review existing staff emails and roles before inviting a small
authorized test group through the existing invitation workflow. Confirm each teacher sees only the
assigned classroom. Do not send a second invitation to solve a role mismatch.

5. Pilot with parents

After staff testing and separate parent-pilot approval, review the exact existing guardian emails and
child associations. Invite only the approved group. Ask them to use the email already on file and verify
their own children. Pause if any association is wrong.
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6. Protect billing

Confirm tuition and balances with the authorized billing owner. Downloading does not charge anyone.
One-time payment and autopay authorization are separate choices. Do not enable autopay for
families, retry charges, or change financial history during onboarding.

7. Approve readiness

Confirm access, classrooms, staff, families, tuition, billing readiness, staff testing, parent pilot, support
ownership, and no unresolved blocker or critical issue. Record approver, date, and evidence before
moving to Ready for Full Launch.

8. Get help and close safely

Use the mobile support intake with school, role, time, app/device version, impact, and whether web
access works. For urgent child safety or pickup issues, contact the school directly. Sign out on shared
devices and verify the portal is no longer accessible.

Updated 2026-09-14 - Current guide and downloads - Web sign-in - Support
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https://thebeesuite.io/mobile-apps#director
https://thebeesuite.io/directors
https://thebeesuite.io/mobile-apps#support

