
As a parent of a NAIS Pudong student, you will automatically receive 
an email inviting you to join SchoolsBuddy – our online platform to 
manage your child’s co-curricular activities. 

All emails are sent to the addresses on file for your family, so if you do not 
receive an activation link, please contact your child’s form tutor or class 
teacher.

After you select and confirm your password, 
you will be redirected to the Dashboard 
screen. The Dashboard gives you an 
overview of all messages received and 
upcoming activities.

Click here to read 
the SchoolsBuddy 
FAQs and watch 
instructional videos
(videos require VPN)

Click here to download the mobile APP 
(Please do not use the mobile APP for the 
actual CCA signup process -- use a web 
browser.)

SchoolsBuddy Guide

Click here to register 
your account and 
setup your password



Making CCA Selections

How to select your child’s CCAs in SchoolsBuddy

Click the ‘Activities & Clubs’ tab. 
 

Select Autumn Term Clubs 3:15 - 4:15 and click the blue ‘Choose’ tab. 

From there, the CCAs that are available for your child will be shown by day of the week.

To expand the day of the week, click on any day of the week.  
When selected, the CCAs for which your child is eligible will appear for that day. 

Our events are set up as first come, first serve. You will see the number of available spaces 
remaining in the particular activity, and have the option to select that activity or join the waiting list 
if it is currently full.

When you have made the correct selection, click the blue ‘Review & Confirm’ tab. 

When clicked, a summary of all the selections made will be shown. 

If you are happy with the selections made, click the blue ‘COMPLETE and Send ALL to School’ tab.  
If you wish to edit your choices this can also be done from this screen. 

After logging in, you can 
change the language  to 
English or 中文.



A terms and conditions box will appear which gives you 
the opportunity to select a CCA bus for your child. 

Click here and a new browser window will open. Here, 
you can select your CCA bus.

You will then be directed to a external site where you can 
enter your transportation details. 

Review and Submit (once you 
see the thank you screen, you 
can close this window and 
return to the open window with 
SchoolsBuddy)

Select your compound  
or street name from
the list 

Transportation Options

After you submit your details, you will see a confirmation screen  
with your CCA bus.



Return to the window with the SchoolsBuddy page 
and click “Agree” to the terms and conditions, and 
your CCA preference selections will be sent to NAIS 
Pudong. 

You will receive an email communication confirming 
your selections.
 

When we have the made the after school club allocations, you will receive an email 
communication explaining which clubs your child has been allocated or not allocated. 

Your Diary will then be automatically populated with the time and date of the activities.

Confirm and Submit

Click the Help Docs 
link in the corner of the 
screen for useful info


