City of San Antonio Parks and Recreation Department
Reserving a Pavilion On-line

Start at SAParksandRec.com - Reservations: How To Start Your Reservation

or visit the individual facility page and select view availability

Amenities Available for Rental

The following amenities are available for rental. Use the links below to view facility detadls or calendar avadability. Leam how 1o make a

Amenity Details Avallabilicy

Cypress Pavilion B inrw Dot W Vitw Availabilay

Fee: 515 an hour with a four hour minimum Monday thicugh Thursday. S30 an hour with a four-howr maninium Friday through Sunday and
hefdays. Moonwalks ane alawed

Joskes Pavilion BB Vigw Ditails B View Acailabilay

Fee $15 an hour with a four hour manm um Monday through Thursday, $30 an hour wath 3 four-hous mimmum Friday theough Sunday and

s, Mo akohol rs allowed al Bis pavibon. Moorwalks are alowed

Then select “Book It”

Facility Search

* Hom P o, Cmcr Pk » B ichserein. i P » ity Ruaarvibes: T

Facility Availabi

Facility B

Sam Mon Tue Wied Tha Fri Sat

x 5‘-— O B0 — D a8 .‘Ii".:_o- Lii"._‘:‘- -\-g 8 Z\':--.':o--
You will be directed to this screen
ExploreSA
FIND IT, CLICK IT, BOOK IT
———————— Ly ol San Amstin
My Cart

Find It, Click It, Book It!

e Allindividuals requesting a Pavilion must first create an account. In order to create an account, please click on
‘Create an Account’ and complete all required fields.

e  When creating your account, the email address you list will be used as your login name for future online use.
During account creation, you will also be required to provide a password that will be used with your email
address when logging in.

e Once your account has been created, please follow these steps to reserve a Pavilion online.


http://www.sanantonio.gov/ParksAndRec/Reservations-Permits/Reservations-How-To

Start by selecting ‘Reservations’ from the Tab Menu

Home  Activiies  Reservations Memberships = My Cart

G T o . -

Click on ‘Book or Request Reservation’

Book or Request Reservation
Book or Raquast To book or request a facility reservation, first log in with your username and password, or create a new account.

Reservation

e If you are not already logged in to the site, you will be prompted to do so at this time by entering your email
address (login) and your password.

Already have an account?

Login

‘\an ferguson@denvergov.org |

Password

[IRemember me on this computer?

Forget your password?
Don’t have an Account?

Create New Account

After logging in (or creating an account), you will need to select ‘Pavilion or Gazebo’ as the
Event Type, type in a Description for the event (Example: Jay’s Birthday Party), and type in the
Number of Guests that will be participating. Then click on ‘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 equipment. All fields are required.

Event Type |Pavi|ion or Gazebo

Description |Birthday Party (2.2., Johnson Wedding)
Maximum Number of Guests [25]




You will then be directed to the ‘Reservation: Facility/Equipment Search’ page. This is where
you will narrow down the search criteria to select the specific facility you want to request. To

proceed once the search criteria have been selected, click ‘Continue’.

Reservation: Facility / Equipment Search

Please use the fields below to find facilities/equipment for your event.
-~ Choose the location or area for your event

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

Locations -OR- Areas

Botanical Gardn

idge, George Park
Brooks Park
Buckeye Park v
Camargo, Mateo Park

- Choose the type of facility for your event

[Use SHIFT or CTRL to select multiple types]

-+ Choose the facility for your event

[Use SHIFT or CTRL to select multiple facilities

Any Facility

Brackenridge, Cypress Pavilion
idge, Joskes Pavilion

Brackenridge, Koehler Pavilion

- Specify facility amenities or special features your event requires

[Use SHIFT or CTEL to select multiple requirements]

Facility must meet I One. of the requirements

‘When you have selected your requirements, click [:

You can filter down your selections,
by highlighting a location, area,
facility type, or specific facility. You
may also highlight multiple selections
—if you do, you will need to hold
down the CTRL button before clicking
on your next selection. Once you
have completed highlighting your
selections, click on ‘Continue’.

On the next screen below, you will need to check the box under ‘Select’ and then click on

‘Continue’

Reservation: Select Facility / Equipment

The foll facilities/equipment match the criteria you specified in the previous step.
Use the boxes in the Select column to choose which item(s) to try to reserve.
- Reservation
Select Attend Qty Name Type Unit
ni

M |25 0 Brackenridge, Joskes Pavilion Facility Day Bra

(210% 207-727
(210) 207-7275
‘When you have selected the facilities/equipment to try to reserve, click :]

nridge, George Park




On the next screen, you will be prompted to select the date range that you would like to

request the facility, by selecting the ‘Begin Date’ and ‘End Date’. To proceed at this point, click
‘Continue’.

Reservation Event Dates

Brackenridge, Joskes Pavilion cannot be reserved more than 365 day(s) in advance.
Brackenridge, Joskes Pavilion must be reserved at least 2 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 conzecutive weeks or the end date. (Pleaze note: For one-

day events, the beginning and end dates are the same.)

Begin Date [2018]v] [Jan [¥]

AND --

Number of Weeks I
—-OR --
End Date |201s. |. 30 .

To review your event dates, click [:

The next screen will give you an opportunity to review the dates that you have requested at the
specific facility. These dates will be highlighted in yellow. This is also an opportunity for you to
change the time to any of your requested dates or add new dates to your overall request.
Please note that the highlighted dates are just the dates you have identified as your requests —
at this point in the process, the system has yet to identify whether or not your selected facility,
date, and time are available. To proceed, 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.
v January, 2018 Pavilion Reservations will indicate
Sun Mon Tue Wed Thu Fri Sat 24 hours because on|y one
! : : reservation is made each day. On
a later screen, you will be asked to
g 0 10 n 12 1 provide the 4-hour time block for
your reservation.

12:00 am

‘When you are satisfied with the dates you have chosen, click [:



Once you have reviewed all of your highlighted dates on the calendar (and made any necessary
adjustments), click on ‘Continue’. When directed to the next screen, if you see a red ‘X’ (as
shown below) there is a conflict with the dates or times you have requested. This typically
means that this facility is already reserved in the system for the dates/times you have selected.

Reservation Facilities/Equipment Availability

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

Request Name Type Location Deposit Estimate Processing Fee Comment

dge, Joskes Pavilion Facility d ieorge Park — Charge : — 1 date iz not available

‘When you have selected the facilities/equipment to reserve, click [:

At this point, you would need to select different dates, times, or a new facility. To do this, you can click on the drop-
down field (shown below) to select which step you would like to go back to.

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

Customize/Review Event Date(s) ¥

If the facility is available on the dates and times you selected, then you will see a screen like the
one shown below. The checkbox will be checked next to the facility you’ve requested. If the
facility is available, you will not see the red ‘X’. To proceed, click ‘Continue’.

Reservation Facilities/Equipment Availability

Please select one or more available items to reserve from the following lList.
Request Name Type Location Deposit Estimate Processing Fee Comment

™ Brackenridge, Joskes Pavilion Facility Brackenridge, George Park - Charge : 560.00 0 Review selected time.

‘When you have selected the facilities/equipment to reserve, click[:

You will then be prompted to review and acknowledge the waiver. To review the waiver, click
on ‘Parks — Facility Reservation Rules & Conditions’ under the ‘Description” heading. Once you
have reviewed and agree to the waiver, you will need to type in your initials under the ‘Agree to
Waiver’ heading. On this screen, you will also be required to answer the below custom
guestion by selecting your answer from the drop down selections. To proceed at this point, click
‘Continue’.

Reservation Checklist / Questions

Please check any of the items you want included with your reservation request.
- Select Checklist Ttems

Agree to Waiver Required Description Attachment

Initials: |JABC Yes Parks - Facility Reservation Rules & Conditions

Please answer the following questions (< - required).
Questions (* - required field)

This facility is rented with a minimum of 4 hours. Please select the 4 hour time block that best accommodates your event and

complete your reservation in order to reserve the date you need. Additional time can be reserved with applicable fees by contacting |ERURIRGRUT] .

(210) 207-7275 during business hovrs *

When you are done, click [:]



The last step in the process is to review the dates you have requested and click on ‘Continue’.
By clicking on ‘Continue’, your reservation request is finalized.

Reservation Review

This is the final step in requesting your reservation!

Review the information carefully.
When you click on the Submit button below, you will be asked to pay the charge amount of $60.00 .
Our staff will contact you to confirm your request and obtain final payment.

Brackenridge, Joskes Pavilion at Brackenridge, George Park
# Day Date Time

1 Tuesday Jan 30, 2018 —

If the above dates and times are correct, click I el 214131 F 2]

You will be directed to the Payment Information screen where you can enter credit card
information. Click ‘Continue’ to process payment.

Payment Information

~w Payer Information

Name:
Billing Address:
8A TX 78211

Total Charges: $32.00

Form of Payment

Credit Card @ Credit Card Type |Visa ™
Card Nomiber [JOOOOCOCCORONK|
ACT* or Active Netwark will show up on your credit card for this payment
Card Expiration
Security Code JOOC_ | What is my Security Code?

[ Save this Credit Card for My Futore Transactions

1 1 am 13 years of age or older
(Federal law prohibits anyone under the age of 13 from submitting payment.)

Confirm your payment information, then to complete your order click SN @511 4P =)

You will be directed to the receipt page where you can review your receipt.

Reservation Receipt ACTIVE

2834
Fleass print this recelpt and keep 3 copy for your records,
Prepared
Ststws Appeoved

Nedes —

w RESERVATIONS

Event Resvurce Cemter Notes
Busthds Brackenndge, Juskes  Huackenndge, George Please note ted m a 4 bour taue block as mdscated below m
Tpe or  Pavilicn “Custom Qn wise noted o permit
Gazebe
Attend Qty: 2

Days Reserved Event Event Ends
e Duration

Day Date Degins Date Time

Toesduy Jen 30, 2018 12:00 AM 24 boury Jan 31,2018 12:00 AM
Summary Notes

Total Number of Dates: | A mininue o 4 hioues is requited per reservaticn for Pavilisns ad Garebon
Twtal Towe: 24 bours

Once you see your receipt, your reservation is complete. Please print a copy to have with
you at the time of your reservation.



