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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
either contact your school directly or CommunityRoot at info@communityroot.com! 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
(not your childis). If you already have an email address and password, you can sign in on the
home screen. If not, you can click the fiSign Up!o button to sign up for CommunityRoot. If you
ever forget your password, you can click the fiforgot your password?0 link to create a new
password.

ABC Program

Don't have an account yet? @

Email Address

‘ The email address you used to sign up.

Password

Once, you click fiSign Up!d, you will be prompted to enter in your first name, last name, phone
number, email address, and password (twice). Check the fiAccept Term of Serviced box and the
fiSign Upo button to create your CommunityRoot account.

After you click iSign Upo, you will be immediately asked to update your mailing address for
CommunityRoot. Enter your information and click fisaveo at the bottom.

ABC Program pessades

Welcome Jane! Monday October 10. 2016

Please update your mailing address.

Account Holder

First Name

Transactions

Jane ‘

“ Last Name

Doe

Messages




Step 2: Adding your student

Once you update your mailing address, you will be prompted to add your student (if not
yourself). To do this, you will click iAdd Student to Enrollo. You will then be asked to input your
studentis information. When entering in your studentis birthday, be sure to input the correct day,
month, and year. When you are done entering in the information, click fisaveo.

! COmm un ltyROOt Home Account Logout

Messages

ABC Program

79 Welcome Jane! Monday October 10, 2016

View/Select o Enrolment Selection Select Payment Firushl
programs Calendar Forms Summary Method

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

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

Add Student to Enroll

DT TG TETTT

Welcome Jane! Monday October 10, 2016

Please fill out the student's basic enrollment information.

First Name

Transactions

Last Name

Messages
Birthday

My Location

Grade (Marndatory for studerits i school)
Downloads { g )
-- Select grade -- v

Payment Options

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

Now you will see the student(s) you have added. To begin registering your student(s) for the
desired program(s), click the fiselecto 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 register



each child individually. To register only one child, click the fiselecté button next to your studentis
name and click the fisubmit and continued button at the top right.

During the registration process, you must click the fisubmit and continued 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.

ABC Program [ezsages

& Welcome Jane! Monday October 10, 2016

Pick you View/Select or Enroliment tion Select Payment Finish!

enSelect Selectio
programs Calendar Forms summary Method

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

Select Jane Doe (Primary Account Holder - This is you)
—_— ESelact‘ James Doe

Select Jenny Doe

Add Student to Enroll

Step 4: Choosing a program to register for

Once you click the fiselectd button and submit, you will see a list of all the classes available to
register for. To filter this list of classes, you can use the dropdown boxes below the fisubmit and
continued button. The 3 boxes are fiLocationg, iCategorieso, and fiProgramso. This means you

can filter your search by the location or day! To filter by location use the location or category
filter.

Need Help? s
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 turn 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
Monday Enrichment (Bethel) 12/04/2017 - 02/23/2018 $88.00
Bethel Description
273 Pleasant Street To be announced on or before Nov. 20th for
Bethel, Vermont 05032 each site
Tuesday Enrichment (Bethel) 12/05/2017 - 02/23/2018 $96.00
Bethel Description
273 Pleasant Street To be announced on or before Nov. 20th for
Bethel, Vermont 05032 each site




Once you have found the day(s) you would like to register for, you can click on the day(s) to
light up the green dot to the left of the programis address. This green light indicates that you
have chosen this program. If available, you can choose multiple programs to register for!

Once you have selected all the programs you would like to register for, click the fisubmit and
continued button in the top right corner.

—
. ~ E Cal 7 Met
Need Help?
Use the location, program and calegory filters, below to help narrow down your search.
EYIStEl 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 submit and continue button.
Locations | All ¥ Categories | All v Programs All v
Example Category
Example Program 1 (Example
P g ( B 10/10/2016 - 10/28/2016
Location 1)
Example Location 1 e
@ 2une Description :
City. Massachusetts 21345 Description Here!
EXam.p‘e PrOgram 2 (EXamp‘e 10/10/2016 - 11/25/2016 $5.00
Location 2)
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:

16 17 e

7:00a Example
Program 1

30 31

E—éiﬁ%x:m ple

19

00a Example
rogram 1

26

rogram 1

20 21

7:00a Example
Program 1
2F 28

[7 002 Example
Program 1

- October 2016 >
Sun Mon Tue Wed Thu F Sat
1
2 3 4 5 6 7 8
9 10 1 12 13 14 15
[7:00aExample :00a Example [7:00aExample
Program 1 rogram 1 Program 1




Step 6: 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 fiFill
out [name of form]o. Fill out the questions and click fisave¢ at the bottom of the form.

Once you have filled out a form, it will then display fiEdit [name of form]o. Your program admin
has made some questions optional and some required. If your admin has made any questions
required, you will not see the fisubmit and continued button at the top right corner until you have
filled out all of the necessary questions.

Fm 1= TG T AT

Welcome Jane! Monday October 10, 2016

Please fill out the enroliment forms below by clicking on the button ta the right of each form A e

Enrollment 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 7: Choices/Discounts Screen

This screen may seem like a lot of text, but it is very simple! Under each day youill see 5
choices. These represent discounts for the program.

The 5 choices are -

Child 1 Free/Reduced Lunch
Child 2 Free/Reduced Lunch
Child 3 Free/Reduced Lunch
Child 2 NOT Free/Reduced Lunch

Child 3 NOT Free/Reduced Lunch



You will see this under each day. This means if | click iChild 1 Free/Reduced Lunchd choice
under Monday, then | will receive the Child 1 Free/Reduced Lunch discount for child 1 on
Monday. You must do this for each day you want the discount.

That means if | click the first option iChild 1 Free/Reduced Luncho on the first day | am
registering, | should click the first option for each day | am registering the first child for. If | am
registering my second or third child, | should choose the correct options for them!

So, if you select the first discount option for a given child, then you can select the first for each
day that child is in. If you select the 2nd option, you can choose the 2nd option for every day
that child is in. See here -

Junior Doe
Bethel

Monday Enrichment Choices

Additional
Fee

Select Choices Details

Child 1 Free/Reduced Lunch
Discount (-44)
Child 2 Discount NOT freefreduced
lunch (-11)
Child 2 Free/Reduced Lunch
Discount (-55)

Child 3 Discount NOT freefreduced

Click here if this choice is under the 1st child you are registering
and you qualify for freefreduced lunch!

Click here if this cheice is under the 2nd child you are registering
and you DO NOT qualify for free/reduced lunch!

Click here if this choice is under the 2nd child you are registering
and you qualify for freefreduced lunch!

Click here if this choice is under the 3rd child you are registering

lunch (-22) and you DO NOT qualify for freefreduced lunch!

Child 3 Free/Reduced Lunch Click here if this choice is under the 3rd child you are registering
Discount (-66) and you QHB“W for free/reduced lunch!
Wednesday Enrichment Choices
Select Choices Details faticna
Fee

Child 1 Free/Reduced Lunch
Discount (-48)

Child 2 Discount NOT free/reduced
lunch (-12)

Click here if this choice is under the 1st child you are registering
and you qualify for freefreduced lunch!
Click here if this choice is under the 2nd child you are registering
and you DO NOT qualify for free/reduced lunch!
Child 2 Free/Reduced Lunch
Discount (-60)
Child 3 Discount NOT free/reduced
lunch (-24)

Click here if this choice is under the 2nd child you are registering
and you qualify for freefreduced lunch!

Click here if this choice is under the 1st child you are registering
and you DO NOT qualify for freefreduced lunch!

Once you are done with this you can click isubmit and continueté and select the pay by
cash/check option. Once you do this and confirm and submit, you are all set!

Your Account

Not only can you register for programs using CommunityRoot, but you can also view your
transactions, balance, calendars, documents to download, and more!

To access your account, click the fiAccountd tab at the top right of the screen:

# CommunityRoot Home Logout

Messages

ABC Program

m/ j Welcome Jane!
K !

Monday October 10, 2016

Below | will walk you through everything you can do in your account!



Transactions

To view your balance and transactions, go to the fiTransactionso tab in your account section.

Here you will see your balance and the transactions that you have run. In your transaction

report you will see fidebit amounto and ficredit amountd. The debit amount is the cost of what you
have purchased. The credit amount is what you have paid. You can also print or export this

report. Scroll down to view an example of this screen.

Current Balance

10/28/2016

Example Program 1 10/10/2016 -

Start Date | 09/10/2016 End Date
Profiles
Messages

print | csv  pearch:
My Location

Transaction 1D Description Date
Downloads

P_174673 Payment 10/10/2016
Payment Options

T161926_202824_A25072 James Doe - Example Program 1 10/10/2016

10/10/2016 - 10/28/2016
T161926_202824_F13922 Registration Fee: James Doe - 10/10/2016

Debit
Amount

Credit
Amount| Type

$0.00

$100.00

$25.00

$125.00 Payment

$0.00 Purchase

$0.00 Purchase

Status

Active

Active

Active

Profiles: Calendars and editing account/student information

In the fiprofileso tab in your account section, you can view your student calendars and also edit
your student information. To view the calendar of each student, you can go to that studentis
name and click the ficalendaro button next to their name. To edit their information, you can click

fieditd in the row of their name.

; To enroll students, click the "Add New Student" button below.

Add New Student

Transactions

Messages

Downloads

Payment Options

Showing 1 to 3 of 3 entries

Profiles Calendar
ey pee
My Location

Jane Doe (This is you) Calendar

James Doe Calendar

Search:

Action

Edit

Edit







