AT WWW.LOPARKS.ORG

Date: Updated March 1, 2016

Customers must have an Active account to rent a picnic shelter online. Refer to Customer Access

Quick Reference for instructions on how to create an account.

Gift Card

How do | reserve facilities? >

How do | register in activities? >

To register or view upcoming activities, please click
the View Activities button! View and select the
activity you would like to register for.

To reserve afacility you need to obtain a Login
Name and Password and then click the Reserve
button. You will be asked to select an event type,
submit a description and input a maximum number
of guests. Search for your facility by Facility Type
and select the facility you wish to reserve.

1. Onthe Home page click on the Blue “Sign In” and enter your information as
directed.

RECREATION. We are proud to offer a wide range
.

T o o s aLo o con

How To: CUSTOMERS RESERVING PICNIC SHELTERS ONLINE

How do | purchase
memberships? >

We offer memberships to the Adult Community
Center and for Card Key Access to the Indoor
Tennis Center. To purchase a membership, please
click the Membership button and select the
package you wish to purchase.

To make a donation, please click the Donate Now! button and enter in the amount you wish to

How do | make donations? > : A
contribute to our donation campaign(s).



file://///finance/data/parks/ACTIVE%20NETWORK%20DOCUMENTATION/Training%20Documentation/How%20To%20Sheets/Z_Original_HowTo_WordDocs/WWW.LOPARKS.ORG

2. Login
1
1
1
1

)l

Home

Login: Email Address

Password: Current Customer Password
Customer Passwords are case sensitive

IF you forgot your Password Click on the blue “Forget your password?” A link
will be sent to your email to reset your password.

For additional assistance contact Parks and Recreation at 503-675-2549

3. Click on the Green Login button.

Activities Reservations Memberships Sports

ActiveNet Login

= Home Page = ActiveNest Lagin

Already have an account?

Login

Donations Gift Card = My Cart

Enter Email here

Forgot your Password.
Choose the blue hyperlink.

Password

Enter your Lake Oswego

—_—) Forget your password?

[JRemember me on this computer?

/ Parks and Recreation

Password here.

Don't have an Account?

Click Login
when done

4. You will be returned to the ActiveNet Home page.

5. Click Reservations on the menu bar at the top

Activities Reservations Memberships Sports Donations

Gift Card ™ My Cart

Play Where You Livel

- ‘i Welcome to LAKE OSWEGO PARKS & RECREATION.
I

We are proud fo offer a wide range of activities and
events for the whole family!



6. Click the second button, “First View Facility Details” to view Picnic Shelter

SignIn | Create an Account

Home Activity Registration Memberships League Info Donations Gift Card = My Cart

WE RECOMMEND VIEWING FACILITY CAPACITIES AND AVAILABILITY PRIOR TO MAKING A FACILITY RESERVATION. CLICK ON THE EIRST View
Facility Details BUTTON BELOW.

PLEASE NOTE: Reservation requests may be made for meeting and multipurpose rooms at the ACC and PAL, Tennis Courts, and Athletic Fields.

Picnic Shelter Reservations can be made March 1 through the end of September. For Premier Park (Foothills, Millennium Plaza and Roehr) reservations, go
to http://www.ci.oswego.or.us/parksrec/picnic-shelter-reservations-0 and click on WEE LINKS aithe bottom of the page for the Premier Park you wish to
reserve.

PLEASE NOTE: First Letter Designation Legend: F=Fields, PS=Picnic Shel

Get online Permits

nic Shelters (Mar 1-Sep 30), or Submit Requests for
ACC and PAL

SECOND Request Athletic Fields, and Tennis Courts.

Reservation reservation, first log in with your username and password, or create a new account. Your
quest is submitted for approval...EXCEPT Picnic Shelter reservations can be automatically
d as long as you choose one of the time blocks and agres to the waivers. The shelter Usage Fee is $60
View Facility Details
FIRST View Facility View facility details including AVAILABILITY, capacities, locations, contact information and hours of operations.
Details Make reservations from the calendar.

7. Click on “View availability” for the requested Picnic Shelter

Displaying: 1-20 of 43

Facility Facility Type Location View Availability
_PS EWaluga Park Picnic Shelter East Waluga Park view availability
Picnic Shelter
Q, Quick View
_PS GRP Lower Picnic Shelter George Rogers Park view availability
Picnic Shelter
Q, Quick View
_PS GRP Upper Picnic Shelter George Rogers Park view availability
Picnic Shelter
Q, Quick View
_PS Rossman Park Picnic Shelter Rossman Park view availability
Picnic Shelter
Q, Quick View

PS W \Waluga Park Picnic Shelter West Waluga Park view availability

E‘il:nic Shelter

% Minirk Wioaw




8. Click on Blue “Book” button to reserve desired date and time block.

Facility Availabilities

00

Facility: _PS EWaluga Park Picnic Shelter
Center: East Waluga Park
March 2016 >
Sun Mon Tue Wed Thu Fri Sat
28 29 1 2 3 4 5
Mot Available Mot Available Mot Available Mot Available Mot Available
] 7 & g 10 11 12
9:00am to 12:00pm 9:00am to 12:00pm S:00am to 12:00pm S:00am to 12:00pm 9:00am to 12:00pm
1:00pm to 4:00p! 1:00pm to 4:00pm 1:00pm to 4:00pm 1:00pm to 4:00pm 1:00pm to 4:00pm
Not Available: Not Available 5:00pm to 2:00p 5:00pm to 3:00pm 5:00pm to 8:00pm £:00pm to 8:00pm £:00pm to 8:00pm
13 14 13 16 17 18 19
9:00am to 12:00pm 9:00am to 12:00pm 9:00am to 12:00pm 9:00am to 12:00pm S9:00am to 12:00pm S:00am to 12:00pm 9:00am to 12:00pm
1:00pm to 4:00pm 1:00pm to 4-00pm 1:00pm to 4:00pm 1:00pm to 4:00pm 1:00pm to 4:00pm 1:00pm to 4:00pm 1:00pm to 4:00pm
5:00pm te 3:00pm 5:00pm to 3:00pm 5:00pm to 3:00pm 5:00pm to &:00pm 5:00pm to &:00pm 5:00pm to &:00pm 5:00pm to 3:00pm
20 21 2 23 24 25 26
9:00am to 12:00pm 9:00am to 12:00pm 9:00am to 12:00pm 9:00am to 12:00pm S:00am to 12:00pm S9:00am to 12:00pm 9:00am to 12:00pm
1:00pm to 4:00pm 1:00pm to 4:00pm 1:00pm to 4:00pm 1:00pm to 4:00pm 1:00pm to 4:00pm 1:00pm to 4:00pm 1:00pm to 4:00pm
5:00pm to 3:00pm 5:00pm to 3:00pm 5:00pm to 3:00pm 5:00pm to 8:00pm 5:00pm to 8:00pm 5:00pm to 8:00pm 5:00pm to 8:00pm
27 28 29 a0 ki 1 2

9:00am to 12:00pm
1:00pm to 4:00pm
5:00pm to 5:00pm

9:00am to 12:00pm
1:00pm to 4:00pm
5:00pm to 3:00pm

9:00am to 12:00pm
1:00pm to 4:00pm
5:00pm to 3:00pm

9:00am to 12:00pm
1:00pm to 4:00pm
5:00pm to 3:00pm

9:00am to 12:00pm
1:00pm to 4:00pm
5:00pm to &:00pm

9. Reservation Event Information: Choose “Picnic Shelter Rental With or Without

Alcohol” From the Event Type drop down menu. Type in the description of the

event and the number of Guests. Note: There are attendance limitations per shelter. The
maximums allowed arée Walugag Up to 50; GRP LowelUp to 75; GRP UppetUp to 50;
Rossmar Up to 25; W Walugg Up to 50 and Westlake Up to 8. Exceeding the maximums is

not allowed and reservations will not be approvetick Continue

Reservation Event Information

Welcome to the Reservation Request Site!

- Reservation

Please provide the following information about the event for which you want to reserve facilities and/or Melds are required.

Event Type [Picnic Shelter Rental With or Without Alcohol V|
Description |Bir|hday Party

Maximum Number of Guests

(e.g., Johnson Wedding)




10. Choose the location from the drop down list and Picnic Shelter from the Facility
Type for your event. Do not choose the facility or amenities. Click Continue

Home Activity Registration Reservations  Memberships League Info Donations Gift Card

Reservation: Facility / Equipment Search

Please use the fields below to find facilities/equipment for your event.

v Choose the location or area for your event

[Use SHIFT or CTRL fo select multiple locations or areas]

Locations -OR- Areas
Any Locations Any Area
Adult Cmty Ctr A pl K<L -

Athletic Fields
East Waluga Park (v
Foothills Park

w Choose the type of facility for your event

[Use SHIFT or CTRL to select multiple types]

Picnic Shelter

hoose the facility for your event

alE T or CTRL to select multiple fogilss

= _..
HE F Lower Picnic Sheltel

~PS RP Upper Picnic Shelter v
P53 Rossman Park Picnic Shelter

pecify facility amenities or special features your event requires

HIFT or CTRL to select mulfiple requirements

Unspecified
Access to AEL
AccegsUrcp down Screen/Overhead HFiegto

ess to Fire Extinguisher
Access to First Aid Kit

When you have selected your requirements, click




11. Click Select on the Reservation: Select Facility page. Click Continue.

Home  Activity Registration Reservations  Memberships League Info Donations

Reservation: Select Facility / Equipment

The following facilities/equipment match the criteria you specified in the previous step.
Use the check-boxes in the Select column to choose which item(s) to try to reserve.

I.Inlt

_ PS5 GRP Lower Picnic Shelter Facility Rental Block George Rogers Park
611 South State Street

Lake Oswego, OR 97034
(503) 675-2549

When you have selected the facilities/lequipment to try to reserve, click [ el aiilg 0]

12. Reservation Event Dates match calendar availability search. To change specified
dates choose alternate date choice from drop down. Specify when the event starts
from the Available Time Slots dropdown. The available reservation blocks are 9:00
am to 12:00 pm (Morning Block), 1:00 pm to 4:00 pm (Afternoon Block) and 5:00
pm to 8:00 pm (Evening Block). Click Continue

Home Activity Registration Resenvations Memberships League Info C

Reservation Event Dates

_PS GRP Lower Picnic Shelter cannot be reserved more than 180 day(s) in advance.
_PS GRP Lower Picnic Shelter must be reserved at least 7 day(s) in advance.

w Specify the Dates

Choose the date or range of dates for your event. You must enter a beginning date
AND either the number of consecutive weeks or the end date. (Please note: For one-
day events, the beginning and end dates are the same.)

Begin Date [2016 v| [Mar v| [8 |
— AND -
Number of Weeks I:I
—0OR -
End Date [2016 v| [Mar v| [8 V|

w Specify when the event starts

EVETELTR TR e o 9:00 AM to 12:00 PM (Moming Block) 5

To review your event dates, click [ efalia 1]




13. Review Reservation Event Dates. To make reservation date or time changes click the
Back button. If all looks correct Click Continue.

Review Reservation Event Dates

Please review the dates you selected (highlighted).

If you are not satisfied, click on a day of the month to add, change, or remove a date from the request.
* indicates a date which you have changed from the requested pattern of dates and times.

« March, 2016
Sun Mon Tue Wed Thu Fri Sat
2 3 4 5
8 10 11 12
B-00 am
3 hours
13 14 15 16 17 18 18
20 21 22 23 24 25 26
7 28 20 20 31

14. The fees for the reservation facilities are listed; deposit, time block charge and
processing fee. Click Continue

Home Activity Reqgistration Reservations Memberships League Info Donations Gift Card ! My Cal

Reservation Facilities/[Equipment Availability

Please select one or more available items to reserve from the following list.

“ Location oSi Estimate | Processing Fee Comment

™ _PS GRP Lower Picnic Shelter Facility George Rogers Park 25.00 Charge : $85.00 6.53 Heview selected time.
611 South State Street
Lake Oswego, OR 97034
(503) 675-2549

Select All
Deselect All

When you have selected the facilities/lequipment to reserve, click



15. Answer the question about whether or not you are serving alcohol (additional
restrictions apply — beer, wine only; licensed pourer in a designate area; proof of
host liquor liability insurance in the designated amount listed in the waiver available
for viewing at the event.). View the waivers by clicking on the Attachment or the
Description if there is no attachment. You must enter your initials to agree to the
waivers (even if you are not serving alcohol) in order to proceed. Click Continue.

Reservation Checklist / Questions

Please check any of the items you want included with your reservation request.

w Select Checklist ltems

Initials: Yes Alcohol Waiver - Picnic Shelter Waiver for Picnic Shelter Reservations
Initials: Yes Park Use Liability Release --
Initials: Yes Statement of User Responsibility Picnic Shelters Waiver for Park Picnic Shelter Rentals

Please answer the fi questions (* - required).

Questions (* - required field)
e sale of alcohol? (Additional information require insurance and OLCC)

When you are done, click

16. Review Reservation details: Charge amount, Day, Date and Time. To make changes
to the reservation click the Go Back button otherwise Click Continue.

Does your event involve the serving an

Home  Activity Registration Reservations Memberships League Info Donations

Reservation Review

This is the final step in your reservation!

Review the information carefully.
When you click on the Submit button below, you will be asked to pay the charge amount of $91.53 .

PS GRP Lower Picnic Shelter at George Rogers Park

[#] 0oy [ D [ Tme

1  Tuesday Mar 8, 2016 9am to Noon

If the above dates and times are correct, click g e aiilg1 0]

Use the following list to go back to a previous step.

|Checklist / Questions v|




17.You will be taken to the payment screen after clicking Reserve. You will need to
enter payment information, Click the checkbox to indicate you are over 13, and
then Click Continue.

Welcome, Kim My Account | My Wish List | Sign Out

Home Activities Reservations Memberships Sports Donations Gift Card - My Cart

Payment Information

- Payer Information

Name: Kim Tester

Billing Address: 15365 Twin Fir Rd
Lake Oswego, OR 97035

Total Charges: $91.53

Apply Gift Card

Enter Gift Card Number | Apply

Form of Payment
Credit Card ®  Saved Credit Cards
Credt Card Ty
Card Number | |

ACT* or Active Network will show up on your credit card for this payment.

Card Expiration Morth ] [Vear V]
Security Code I:I What is my Security Code?

[ Save this Credit Card for My Future Transactions.
[ 1am 13 years of age or older P
(Federal law prohibits anyone under the age of 13 from submitting payment.)
Confirm your payment information, then to complete your order click

18. Your receipt is your permit. Have it available at the event. The status should show
Approved. If not, call 503-675-2549. The receipt lists your fees and how you
answered the alcohol questions and initialed all the waivers.



Welcome, Kim My Account | My Wish List | Sign Out

Home Activities Resernvations Memberships Sporiz Donations Gift Card

Reservation Receipt

THANK YOU -
For Your Reservation!
Your Permit number is 1190.

Please print this receipt and keep a copy for your records.
Prepared Mar 3, 2015 1138 AM
Status Approved
Motes —
Kim Tester
15365 Twin Fir Rd

Lake O=wego, OR 87035
Email: kimbowman 77 @msn.com

(503) 636-1234

Transaction Confirmation

Saturday Jun 20, 2015 9:00 AM 542 hours Jun 20, 2015 at 2:30 PM

Total Number of Dates: 1
Total Time: 5% hours

Park Picnic Shelter Usage Fee Torm's Birthday Party #1160 $60.00 $60.00
PS Westiske Park Picnic Sheiter

Park Picnic Shelter Refundable Deposit (<50) Tom's Birthday Party #1190

1001521001 Mar 3, 2M5 Pari Picnic Shelter Refundable Deposit (<50) PS Westlake Park Picnic Shelter $25.00
Tom's Birthdsy Party #1180

1001521.001 Mar 3. 2015 Park Picnic Shelter Usage Fee PS Westlake Park Picnic Shefter 360,00
Tom's Birthday Party #1190

Processing Fee $6.53

Total 0182




w CUSTOM QUESTIONS
Question Answer
Does your event involve the sending andior the sale of alcohol? (Additional information required for insurance and OLCC) Mo

This iz your permif; please have it available at your venue.

Thank you for choosing Lake Oswego Parks & Recreation!

- WAIVERS

Alcohol Waiver - Picnic Shelter
Waiver for:Kim Tester
Due Date: Jun 20, 20158

| have read and agree to the Alcohol Waiver.

Waiver for Picnic Shelter Resarvations

Waiver Signed by:kim Tester on Mar 3, 2015

Park Use Liability Release
Waiver for:Kim Tester
Due Date: Jun 20, 2015

| agree that: Pursuant to the immunities under QRS 105.882 et seq. for uses and areas not subject to charge, the City of Lake Oswego is not liable for injuries,

desth, or property damage arising out of other uses of this park property or any use of the areas outside the specific rental area mentioned in this permit.

Waiver Signed by:kim Tester on Mar 3. 2015

Statement of User Responsibility Picnic Shelters
Waiver for:Kim Tester
Due Date: Jun 20, 2015

| have resad and agree to the Steterment of User Responsibility Picnic Shelters

‘Waiver for Park Picrnic Shelter Rentals

Waiver Signed by:kim Tester on Mar 3, 2015

Congratulations! You have successfully made a reservation.

Once you have printed your receipt, to return to the ho k| Continue |

19. Once you have printed your receipt/permit, Click Continue and you will be returned
to the home page.

Thank you for choosing Lake Oswego Parks & Recreation!

-
" Living Well in LO

/) | PowerRED BY PARKS & RECREATION



