@ CommunityRoot

Instruction Manual



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 c¢click the ASign Up!d button to sign up fo
password, you can ¢

lick the fAforgot your password

ABC Program

Don't have an account yet? @

Email Address

The email address you used to sign up.

Password

Forgot Your Password?

Once, you cl youWwillb@ Brongpted tdJgmterdn,your first name, last name, phone
number, email address, and password (twice). Chec
AiSign Upodo button to create your CommunityRooOt acc

After you click ASign Upo, you will be i mmediatel
CommunityRooOt . Enter your information and click i

ABC Program Mestass

Welcome Jane! Monday October 10, 2016

/ !
Please update your mailing address.

Account Holder

First Name
Jane

Last Name

Doe

Transactions

Messages



https://artistsofyardley.communityroot.com/

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 wil/| click AAdd Studen
studentds information. When ent er iputghecomrectydayur st ud
month, and year. When you are done entering in th
! CommunityROOt Home Account Logout
ABC Program jeseages
/ ‘ Welcome Jane! Monday October 10, 2016

You can choose to enroll yourself (if adult programs are available), or add and enroll other
students in your household

Select Jane Doe (Primary Account Holder - This is you)

Add Student to Enroll

oo T rogrant

/ Welcome Jane! Monday October 10, 2016

®

Please fill out the student's basic enroliment information
First Name

Transactions

Last Name

Messages
Birthday

My Location

Grade (Mandatory for students in school)
Downloads

- Select grade —

Payment Options

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 fAselectod button
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



register each child individually. To register onl
student s name and click the Asubmit and continue

Duringtheregist r ati on process, you must <click the fAsubmi
to progress to the next step. To move backwards in the process, you can select the back button
on your web browser.

ABC Program HEE

Welcome Jane! Menday October 10, 2016
Pick your View/Select on Enraliment Selection Select Payment Finish!
programs Calendar Forms Summary Method

You can choose to enroll yourself (if adult programs are available), or enroll other ‘Submit and Continue
- students in your household.
Register

Select Jane Doe (Primary Account Holder - This is you)

—_— [ oo

Select Jenny Doe

Add Student to Enroll

Step 4: Select a program and register

Onceyouclick t he fisel ect 0 b whotldsee adist af allshe frogiarns, avayablau
to you.

Messages

ABC Program

Welcome Jane! Monday October 10, 2016

Finishl

Need Help? Submit and Continue

Select Students Pick goor Vie ol Enroliment Selection
to Enroll EE TS Forms Summary

| Use the location, program and category filters, below to help narrow down your search.
Register To select a program, click anywhere on the corresponding row for that program. Once a
program is selected, the gray circle will tum green and the row will be shaded gray. Once
you're finished selecting programs, click the submit and continue button.

Locations  All v Categories | All v |Programs  All v

Example Category

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

for, you can click on the program to |ight wup the
This green light indicates that you have chosen this program. If available, you can choose

multiple programs to register for!



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
continued button in the top right corner
=2 > = = N i thod

Use the location, program and category filters, below to help narrow down your search
To select a program, click anywhere on the corresponding row for that program. Once a
program is selected. the gray circle will turn green and the row will be shaded gray. Once
you're finished selecting programs, click the submil and continue button

Locations | Al v Categories Al v Programs | Al v

Example Category

Example Program 1 (Example
Location 1)

10/10/2016 - 10/28/2016

Example Location 1
. 213 Ave
City, Massachusetls 21345

Description
Description Here!

Example Program 2 (Example
Location 2)

10/10/2016 - 11/25/2016 $6.00

Example Location 2

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:

October 2016 -

a

[7-00aExample
Program 1

16

[7:00aExample
Program 1

23
7:00aExample
Program 1

30

wed

" 12

7:00aExample
Frogram 1

18 19

7003 Example
Program 1

285 26

7:00a Example
Program 1

[7-00aExample
Program 1

20

[7:00aExample
Program 1

27

[7-00aExample
Frogram 1

22

29

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.

wo ul

d



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:

< Qctober 2016 >
Sun Mon Tue Wed Thu Fri Sat
1
2 3 4 5 6 7 8
9 10 ] 12 13 14 15
:00aExample 7:00aExample 7:00aExample
rogram 2 Program 2 Program 2
16 17 18 19 20 21 22
7:00aExample 2002 Example 7:00aExample
Program 2 rogram 2 Program 2
23 24 25 26 27 28 29
7:00aExample 7:00a Example 7:00aExample
Program 2 Program 2 Program 2
30 3

When you are done viewing the calendar view or se
and continued button at the top right

Step 6: Discount Screen

AQY 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 faddo. I f you have been dire
can click Aadddo to apply reiendostongt Wbenhgost o
will see the text APending Approval 6. This means
your discount (see discount screen below).

—

g Welcome Jane! Monday October 10, 2016

Select the discounts for which you are eligble

IMPORTANT: Discounts must be approved before your selections become active.

Once authorized, the button will indicate "Approved" and your pending payments (if any) will be processed

Please allow two business days to verify your eligibilty. If a discount has not been approved, you will be notified and the
transaction will need to be re-entered without the discount

James Doe /
Specialty Discount
Click here if it applies to you!




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 wil/| see all the forms for yo
out [ name oofutf otrhng] 0q u eFsitlilons and click fAsaveodo at t
Once you have filled out a for m, it will then dis
has made some questions optional and some required. If your admin has made any questions

required, you will not see t he righscorbemintilyoahade cont i n

filled out all of the necessary questions.

MO TOgrartT

—

/ Welcome Jane! Monday October 10, 2016

&

Please fill out the enroliment forms below by clicking on the button to the right of each form Subrat and Confinte

Enroliment Forms

| James Doe

Example Form 1 Edit Example Form 1

Example Form 2 Fill out Example Form 2

Example Form 3 Fill out Example Form 3

Step 8: Choices Screen

I f your program offers Achoicesd, you will be sho
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 AN/ AO0. Once you h
Asubmit and conttoprighed button at t he



Some of your selections have choices! Siabanit and Cordiitie

Please select the activity choice(s) for each enrolling student by clicking the
corresponding select circle next to the choice name

James Doe

Example Category

Example Program 1 Choices

Select Choices Details socons
Fee

Choice 1 Description of Choice $10.00
Choice 2 Description of Choice

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
displaye d under MARegistration Feeso.

I f you have chosen a recutofabobisé$|l whgt prbbgrpmogt
recurring basis.

On the Selection Summary screen, you can remove certain programs if you have decided you
would no longerliket o regi ster for that program. To remove
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:



® Monthty Billing Enabled Submit and Conti

ot Sirsond You have enabled recurring
billing payments. This
means you will be charged
incremental amounts on a
recurring basis

James Doe

Example Program 1

Example Category 10/10/2016 - 10/28/2016 $10000  Remove
(Example Location 1)

Student Sub-total $100.00
Sub-total $100.00
Registration Fees

Registration Fee (James Doe) $25.00
Grand Total $125.00

At the selection summary screen
appear for 2 reasons:

, You may see the

(1) I'f the program you are registering for is set
running your payment method (if you add one online) at the time of checkout. Once the program

admini strator confirms your registration and make
method will then be charged and you will be notified.

(2) You are on the waitlist. If you are on the waitlistfor a program, you will see
numerous times during your registration process. When selecting your program on the program

l'ist screen, you wil!/ see the text AWaitlist Only
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:

Payment method on hold

Your card is not being charged at this time. Once the administrator confirms your registration and/or confirms the program(s) are running, your payment method
will be charged and the regisiration will become aclive

James Doe

Example Program 1

Example Category 10/10/2016 - 10/28/2016 $10000  Remove
(Example Location 1)

Student Sub-total $100.00

Sub-total $100.00
Registration Fees

Registration Fee (James Doe) $25.00

Total first payment if program is activated $125.00

Step 10: Paying

Once you have viewed the selection summary and yo
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,youwil | see the APay Offline with
option (if available) and the button fAAdd New Pay
the APay Offline with Cash/ Check/ Other o met hod, t
Met hodd butiancrE&€dipagyavd or ACH (bank to bank),
Met hodo. This wildl prompt you to enter in the nec
choose.

You can see this screen here:

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

fdefault payment methodod6é. This means that you wil
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 AChanging Payment
you are satisfied with your default payment metho
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.



