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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 childôs). 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.  
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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 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 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 register 



4 

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: Choosing a program to register for 
 
Once you click the ñselectò 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 ñsubmit and 
continueò button. The 3 boxes are ñLocationò, ñCategoriesò, and ñProgramsò. This means you 
can filter your search by the location or day! To filter by location use the location or category 
filter. 
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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 programôs 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 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: 
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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 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 7: Choices/Discounts Screen 
 
This screen may seem like a lot of text, but it is very simple! Under each day youôll 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 
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You will see this under each day. This means if I click ñChild 1 Free/Reduced Lunchò choice 
under Monday, then I 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 I click the first option ñChild 1 Free/Reduced Lunchò on the first day I am 
registering, I should click the first option for each day I am registering the first child for. If I am 
registering my second or third child, I 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 -  
 

 
 
Once you are done with this you can click ñsubmit and continueò 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 ñAccountò tab at the top right of the screen: 
 

 
 
Below I will walk you through everything you can do in your account! 
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Transactions 
 
To view your balance and transactions, go to the ñTransactionsò 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 ñdebit amountò and ñcredit amountò. 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. 
 

 
 
Profiles: Calendars and editing account/student information 
 
In the ñprofilesò 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 studentôs 
name and click the ñcalendarò button next to their name. To edit their information, you can click 
ñeditò in the row of their name. 
 

 
 




