
2023-24 Registration Instructions
for Afterschool & Friday Programs

Important Notes about Registering for Programs

NOTE: The Blackbaud home page will not show the "Purchase Optional Items" menu choice (step #3
below) until registration opens at 7:00 pm. Logging in prior to 7:00 pm and refreshing the screen does
not add this option to the menu. We strongly recommend waiting until 7:00pm to ensure the best
chance of the process running smoothly.

● Most of our programs have a limited # of spots available and may sell out very quickly.

● Programs can SELL OUT during the registration process
Even if a program is available when you start the registration process, it may “sell out” before
you reach the payment screen. If this happens, the program closes automatically and should
disappear from your cart so that payment cannot be made.

● Do not “Refresh” your screen in an effort to get a program to reappear (see prior bullet).
Refreshing your screen will take you back to the beginning of the registration process.

● If you do not see a particular program listed, it’s already sold out (or not available for your
student’s grade).

● You can register for multiple programs and/or students at the same time.

Step-by-step Instructions

1. Go to the Blackbaud parent website and log into your account:
https://parent.blackbaud.school/Default.aspx
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2. On your account landing page, make sure you have selected the current school year. Otherwise,
you will not be able to view any programs being offered.

3. Select “Purchase Optional Items” at the top of the page, select your student’s name(s), and click
“Continue” at the bottom of the page.

*Note 1: This menu option will not appear on your home page until after we open registration.
Logging in prior to opening and then refreshing your screen does not add this option to the menu. We
strongly recommend waiting until 7:00pm to ensure the best chance of the process running smoothly.

*Note 2: You can sign up for several programs or more than one student at the same time.
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4. On the next screen, all activities available to your student(s) will be listed. *Note: If you do not see a
particular program listed, it’s already sold out (or not available for your student’s grade).

5. Check the box in front of all activities you wish to select. The cost for each activity will populate
automatically. Most of our programs have a limited # of spots available and if that’s the case, you will
see the pop-up message below.

*NOTE: Even if a program is available when you start the registration process, it may sell out before
you reach the payment screen. If this happens, the program closes automatically and should
disappear from your cart so that payment cannot be made.
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6. Once you’ve selected the activities you want, click “Continue” at the bottom of the page.

7. You must “agree” to the terms for each activity selected, as detailed in steps #8-10.
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8. When you check the box next to an activity, the following screen will appear:

9. Click on both boxes at the bottom of the screen and then click “Agree”.
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10. Repeat steps #7-9 for each activity for which you’d like to register. When all program boxes are
checked, click “Continue” at the bottom of the page.

11. On the payment screen, you can choose “Pay Now” or “Pay Later”. If you choose “Pay Now”,
select the payment account from the dropdown box and then click “Continue”. If you choose “Pay
Later”, skip to step #13.
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12. On this screen, details of your payment are shown. Click “Continue” at the bottom of the page to
complete the process. Skip to step #16.

13. If you chose “Pay Later”, select the payment account from the dropdown box
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14. Select any date before the end of the current month as the payment date.

15. On this screen, details of your future payment are shown. Click “Continue” at the bottom of the
page to complete the process.
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16. When payment is complete (even if you choose “Pay Later”), you will receive a confirmation email
from Blackbaud Tuition Management (**please check your Spam folder). **NOTE: If you do not
receive this confirmation email, your child is NOT REGISTERED for the program.

17. Have questions about how to register or need help? Please contact:

Blackbaud Tuition Management: 1-888-868-8828 (please have your family ID # ready)

Carroll School Business Office: businessoffice@carrollschool.org

9


