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Hi! Here you will find detailed instructions on using CommunityRoot! Below we will walk you 

through registering your student and using our software. If you have any questions, feel free to 

contact Coordinator@artistsofyardley.org  Enjoy! 
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Registering For A Program 
 

Step 1: Signing up for CommunityRoot 
 

The first step is to sign up for CommunityRoot. This is where you will enter in your information.  

Go to https://artistsofyardley.communityroot.com/  

 

If you already have an email address and password, you can sign in on the home screen. If not, 

you can click the ñSign Up!ò button to sign up for CommunityRoot. If you ever forget your 

password, you can click the ñforgot your password?ò link to create a new password.  

 

 
 

Once, you click ñSign Up!ò, you will be prompted to enter in your first name, last name, phone 

number, email address, and password (twice). Check the ñAccept Term of Serviceò box and the 

ñSign Upò button to create your CommunityRoot account.  

 

After you click ñSign Upò, you will be immediately asked to update your mailing address for 

CommunityRoot. Enter your information and click ñsaveò at the bottom.  

 

 

https://artistsofyardley.communityroot.com/
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Step 2: Adding your student (this is only for parents registering a 

child) 
 

Once you update your mailing address, you will be prompted to add your student (if not 

yourself). To do this, you will click ñAdd Student to Enrollò. You will then be asked to input your 

studentôs information. When entering in your studentôs birthday, be sure to input the correct day, 

month, and year. When you are done entering in the information, click ñsaveò. 

 

 
 

 
 

Step 3: Selecting your student(s)/Enrolling multiple students/Moving 

back and forth 
 

Now you will see the perons/student(s) you have added. To begin registering your student(s) for 

the desired program(s), click the ñselectò button next to each child you want to register for a 

certain class. If you would like to register multiple children for the same class, you can select 

multiple children. If you would like to register each child for a different class, you will need to 
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register each child individually. To register only one child, click the ñselectò button next to your 

studentôs name and click the ñsubmit and continueò button at the top right.  

 

During the registration process, you must click the ñsubmit and continueò button at the top right 

to progress to the next step. To move backwards in the process, you can select the back button 

on your web browser.  

 

 
 

Step 4: Select a program and register 
 

Once you click the ñselectò button and submit, you should see a list of all the programs available 

to you.  

 
 

Scroll down the alphabetical list. Once you have found the program you would like to register 

for, you can click on the program to light up the green dot to the left of the programôs address. 

This green light indicates that you have chosen this program. If available, you can choose 

multiple programs to register for!  
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Depending on the program you register for, you may be asked to choose the days you would 

like to register for. If you are registering for this type of program, you will be immediately 

prompted to check the days you would like to attend the selected program. Below the program 

name you will see each day that is available for the selected program.  

 

Once you have selected all the programs you would like to register for, click the ñsubmit and 

continueò button in the top right corner.  

 

 
 

Step 5: Calendar View 
 

Once you have chosen the program to register for, you will see this program in calendar view. 

There are two types of calendar views.  

 

The first is where the dates of the program are preselected for you. If you see that all the dates 

on the calendar are green, then these dates have been preselected. You can see an example of 

this here: 

 

The other calendar view is where the dates are not preselected for you. In this view, you will be 

asked to select the dates of the program you wish to register for. Each available date is 

displayed as a gray box. To choose a day/time you would like to register for, click on that box. 
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Once you click on that date/time, the box will become green. You can select multiple boxes to 

register for. You can see what this looks like here: 

 

 
 

When you are done viewing the calendar view or selecting your desired dates, click the ñsubmit 

and continueò button at the top right.  

 

Step 6: Discount Screen 
 

AOY offers a discount for couples under membership. You will be brought to the discount 

screen. If you do not see this screen, your program may not have any applicable discounts or 

may apply automatic discounts if you meet certain criteria. You can contact your program 

directly to further inquire about the discounts they offer.  

 

If you do arrive at the discount screen, you will see the discount name, a description, and a 

button that displays ñaddò. If you have been directed to do so or the discount applies to you, you 

can click ñaddò to apply this discount to the student you are enrolling. When you click ñaddò, you 

will see the text ñPending Approvalò. This means that the program admin will need to approve 

your discount (see discount screen below). 
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Step 7: Forms 
 

Next you will be asked to fill out forms for the given program(s) you have selected to register for. 

If you do not see this screen, then there are no forms for you to fill out online.  

 

In this screen, you will see all the forms for you to fill out. To fill out a form, click the button ñFill 

out [name of form]ò. Fill out the questions and click ñsaveò at the bottom of the form. 

 

Once you have filled out a form, it will then display ñEdit [name of form]ò. Your program admin 

has made some questions optional and some required. If your admin has made any questions 

required, you will not see the ñsubmit and continueò button at the top right corner until you have 

filled out all of the necessary questions.  

 

 
 

 

 

Step 8: Choices Screen 
 

If your program offers ñchoicesò, you will be shown the choices screen. Choices are options that 

are offered within a program. Some of these choices may require an additional fee. To select a 

choice, click on the dot to the left of the choice name within your program. Note that the 

additional fee is shown to the right of the choice description. If the choice does not have an 

additional fee, it will display ñN/Aò. Once you have chosen a choice or decided not to, click the 

ñsubmit and continueò button at the top right.  
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Step 9: Selection Summary (Payment Summary/Payment On 

Hold/Waitlist Payment) 
 

On this screen you will see the summary of what you have chosen and how much this/these 

program(s) cost.  

 

The program(s) you are registering for may allow you to pay in multiple payments (recurring 

billing). If this is the case, you will see a box at the top of the selection summary that notifies you 

that you are enabling recurring billing. This means that the program will be charging your 

account on the recurring billing cycle dates that the program has chosen. To inquire which days 

the program will be charging your account, you can contact your program directly.  

 

The program you have selected may also require you to pay a one time fee. These fees will be 

displayed under ñRegistration Feesò.  

 

If you have chosen a recurring billing program, the ñSub-totalò is what the program costs on a 

recurring basis.  

 

On the Selection Summary screen, you can remove certain programs if you have decided you 

would no longer like to register for that program. To remove a program, you can click ñremoveò 

to the right of the program price.  

 

If the program you are registering for requires you to pay the entire program cost at checkout, 

then you will not see a box with recurring billing information. You will be asked to pay the entire 

program price at checkout.  

 

Here you can see an example recurring billing Selection Summary screen: 
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At the selection summary screen, you may see the text ñPayment method on holdò. This may 

appear for 2 reasons:  

 

(1) If the program you are registering for is set to ñinactiveò, it means that the program is not 

running your payment method (if you add one online) at the time of checkout. Once the program 

administrator confirms your registration and makes the program billing ñactiveò, your payment 

method will then be charged and you will be notified.  

 

(2) You are on the waitlist. If you are on the waitlist for a program, you will see the word ñwaitlistò 

numerous times during your registration process. When selecting your program on the program 

list screen, you will see the text ñWaitlist Onlyò. You will also see the text ñWaitlistò in bold red 

letters above your payment summary if you are on the waitlist. If you are registering for the 

waitlist of a program, your payment method will be on hold until you are moved off the waitlist 

and into the program. You will be notified of this when it occurs.  

 

Here is an example of a selection summary screen with a payment on hold: 

 

 

Step 10: Paying 
 

Once you have viewed the selection summary and you click ñsubmit and continueò, you will be 

asked to select your payment method and submit the payment.  
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Depending on your program, you may have the option to either pay by cash/check/offline, ACH 

(bank to bank), or credit card. You may see 1, 2, or all 3 of these options. You may only pay via 

the method(s) your program is accepting.  

 

Once you come to the checkout screen, you will see the ñPay Offline with Cash/Check/Otherò 

option (if available) and the button ñAdd New Payment Methodò. If you program does not offer 

the ñPay Offline with Cash/Check/Otherò method, then you will just see the ñAdd New Payment 

Methodò button. To pay via credit card or ACH (bank to bank), click ñAdd New Payment 

Methodò. This will prompt you to enter in the necessary information to pay via the method you 

choose.  

 

You can see this screen here: 

 

 
 

Once you have chosen your payment method, the selected choice will now be set as your 

ñdefault payment methodò. This means that you will be paying for the program using this 

method. If the program is set to recurring billing, this is also how you will be paying for future 

payments (unless you change this payment method after registering. You can view instructions 

on how to do this below in the ñChanging Payment Options Without Registeringò section). Once 

you are satisfied with your default payment method choice, click the ñconfirm and submitò button 

to submit your payment and register your student for the program or waitlist. You will then see a 

screen confirming this transaction. You will be emailed with a confirmation as well.  

 


