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WebTrac Registration instructions 

 
Patrons can have the convenience of registering for a program online from our department’s website 

or by clicking on this link:  http://webtrac.cityofwestlake.org/vsiwebtrac103.html.  You will need a user 
name and password to register online.   

• HOUSEHOLD ACCOUNTS: Patrons who have registered for a program or a membership with 
us in the past have a current account. To use the online registration system, you need your User 
Name and Password (For first time use ONLY:  your user name is your home phone (10 digits, 
no punctuation marks) and last name is your password- it is case sensitive). You will then be 
prompted to change your User Name and Password. NOTE: If you wish to register a new family 
member you must come into the Recreation Center to register.  Accounts will only list those 
family members who have been previously registered with us.  

• NEW HOUSEHOLD? If this is your first time registering for one of our programs, you will need 
to register in person at the Recreation Center or complete the New Household form located on 
our website under FORMS.  Either way, you will receive a temporary User Name and Password.  

• SIGNING IN AS A GUEST: This is another way to browse the current program listing. You 
cannot register for a program as a guest. 

• OTHER WAYS TO REGISTER: You may also choose to download a registration form to Mail, 
Fax, or Drop Off to the Recreation Center. 

 
 
What Can I Do with WebTrac™? 
WebTrac™ allows everyone to: 

• Browse current activity listings. 
• Search for activities by type, age range, and other criteria. 
• Look up details about any activity, (e.g. prices, dates, times,or even current enrollment numbers). 

 
Registered individuals and households can: 

• Enroll in our classes and activities. 
• Check on class availability. 
• Print a transaction history. 
• Pay for programs. 
• Reprint old receipts. 
• Create a household calendar known as the “frig report”.   

 
WebTrac™ DOES NOT allow you to: 

• Register individuals from other households or add individuals to your household. 
• Register children who do not meet the specific requirements for a class. 
• Refund a program. 
• Transfer to another program. 
• Use Rewards Points to pay for programs.   
• Override any criteria set by the department (i.e. age restriction, gender, class limits, etc) 
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PLEASE NOTE: 
• Not all activities are available online. 
• To print receipts from the WebTrac™ system, you must have Adobe Reader™ installed on your 

computer. 
• We currently only accept credit cards (Visa, MasterCard, Discover or American Express only) as 

the form of payment.   
 

Home	page	to	log	into	WebTrac	for	online	registration�

 

Http://webtrac.cityofwestlake.org/vsiwebtrac103.html  
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LOGIN	SCREEN:	

 

To log into account for the first time:   

1. Your user name is your home phone number that is on file with our office (no dashes or other punctuation 
marks).  

2. Your password is the primary adult’s last name (it is case sensitive)   
3. After you log in, it will prompt you to change your user name and password.   

 

Enter current password (your home phone #), change your user name and password (complete all of the boxes).  
Confirm the current email on file.  Save Changes.    This will now become your secured user name and 
password.  Do not share this information with anyone.  Staff at the Recreation Center will NOT be able to 
access this information should you forget it.   

Your household information currently on file will appear in the next screen.  Review all of the information and 
make any changes necessary.   
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