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 | 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)



PLEASE NOTE:
o Not all activities are available online.
e To print receipts from the WebTrac™ system, you must have Adobe Reader™ installed on your

computer.
e 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#
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HOME ACTIVITIES EVENT CALENDAR CONTACT US FAGS

Member Login
Username:
e

Forgot your password? Click Here

Quick Links W
Browse Activities
Event Calendar
Contact Us
Recreation Center Programs Meadowood Golf Course Programs Peterson Pool Programs

Adult Education
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Http://webtrac.cityofwestlake.org/vsiwebtrac103.html




LOGIN SCREEN:

Welcome to the City of Westlake Recreation Department's NEW on-line
registration site. By signing in, you acknowledge that you are over the age
of 18.

User Name: | |

Password: [ |

I~ Remember Me? (If this is a public machine it is recommended that you do NOT turn this on).

[ Sign In |

If you do not have an account with us, we ask that you register in person at the recreation
center. After that, you will be given a user name and password to use on this site.

= [Tyou have an account with us. but you"ve forgotten your password. please click here for a reminder email.

= [T you are unsure of your User Name or Password. you may also wish to contact our office.

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.

Please update the following information about your household:

Household ID Number:: T
Current User Name: 4408085701

Please fill in the answers to update your login information.

Current Password: |

Mew User Name:

Retype User Name:

Retype New Password

|
|
Mew Password: |
|

Please fill in the answers to update your email address.

Current Primary Email Address: [recinfogcinyofmestiake.og |
Retype Primary Email Address: [recinfo@cityotwestizke.org |
* REQUIRED DATA

Save Changes | | Clear Form

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.



Please complete the following information about your household

* REQUIRED DATA
Your Household Number Is - 18127

Head of Household Information _

Name of Primary Guardian (First) [Lagy

Name of Primary Guardian (Last) rre——

T ——— -

Name of Secondary Guardian (First) |
Mame of Primary Contact (Last)

Email and Phone Information -
Primary Email Address [reonfo@ictyotwestiska oy

Retype to Confirm Email Address recnlo@etyateestake org

Alternate Email Address [

Home Phone wi area code (xaxjons (44018085701 |
X 5 -

Cell Phone wi area code o)
oo

Address Information ]

Once you have entered all information, select FINISH.

Once your information has been updated, you may begin selecting classes.

+
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HOME ACTIVITIES

Quick Links
Browss Activities
Event Calendar
Contact Us.

Recreation Center Programs Meadowood Golf Course Programs Peterson -
Adutt Education
Arts.
Dance
Group Exercise
Sports.

Swim Lessons
Wiater Azrobics
Youth Fitness

@ Internet | Protected Mode: Off

At this point you may browse activities, check out the monthly event calendar or review your account. If you
have any questions, please contact our office at 440.808.5700 or email recinfo@cityofwestlake.org. Someone
will assist you during regular business hours or allow 24-48 hours for a response.




ACTIVITIES TAB: To register for Activities

o
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Logout | Wishist (0) | Shopong Cart 1)

Type Category Age
Adur Eacman sl sl 3
Ar - Derce - 4 morere -

Activity Number Search
Show Search Criteria

Searn Raset Vs Googee map

You can search by activity type, category, age or activity number (the first 3 search criteria have drop
down menus to select from). If you are searching by activity number, enter the first 6 digits of the activity
number (i.e. Kids in the Kitchen is 405511). Once you have inputted your parameters, hit SEARCH.

All of the programs that fit your search parameters will appear on the screen.

Activity Search Results
Showing: 1to 5 Total Results: 5

405511 - Kids in the Kitchen

Kids will leam how to make creative treats. All supplies induded. Must notify the instructor vie email of any allergies
one week prios 1o the dass st shollows@aitychwestiske org

Times Oep  Location Fost A

513 A00P-S00° T RecemonCeser 535 7 pnsioncer i1 pen 0

LO0P-SO0P Th  MecwamonCewmsr $3 7 pelramuner 11 pan o
1

VBN 1I0BTE  L00P-300° TR MecremmonCeter 333 T pens 0 unoer 11 pan

To register for a class, select the activity section by clicking on the shopping cart to the left of the icon.
For complete list of icons, check out the FAQ’s page. Once you have selected to place it in your cart, an
“ENROLL NOW?” box will appear on the bottom of the screen.

Enroll Now Kids in the Kitchen (405511-02) Envoll Now

Select the ENROLL NOW, box and a list of all family members will appear. Select which family
member will be registering for this class (click on the box under their name). Add to cart when selecting
all members.

Logout | Wishist {0) | Shoopng Cart (0)

Activity Registration

Activities for Enroliment
r
O Kids in the Kitchen - (40251102

Add to Cant Clear Form Back to Search



o The waiver disclaimer will appear on the first registration ONLY. Select AGREE to continue (this is
found on the second page of our current program registration form).

Enrollment For: Lady Antellbelum

Please read carefully and answer below:

Agree Disagree

\
Any questions that are required for the activity will appear after you select AGREE. Complete all fields
in order to continue.

Enrollment For: Lady Antellbelum
Activity: 405511-02 (Kids in the Kitchen)
Activity Registration Questions

Food allergy or special dietary need | m

List allergies or dietary restrictions  [none

REQUIRED DATA "

Once all fields are completed, select SUBMIT.

Your shopping cart will appear. Please review all information to make sure that you have enrolled in the
correct classes. After reviewing, you may proceed to CHECKOUT or continue shopping.

Vi P . s - pr -

Your Shopping Cart:
Proceed To Checkout Continue Shopping

Enroies Dwscription Actwity  Section Status Torkad et L

Grand Totsl Fass Dus 8 k00

Proceed To Checkout Continue Shopping

If proceeding to CHECKOUT, complete all of the credit card information. We accept VISA,
MASTERCARD, Discover or American Express. DEBIT cards will NOT be accepted. When all of the
information is correct, select FINISH. Credit card information is NOT retained on-file with our
department. Rewards points may NOT be used on-line.

This payment screen will appear. You must complete all of the fields to continue. Select credit card type
and hit FINISH to proceed to the payment page.



Begin Checkout

Maw Charges in Shopping Cart: 3500

Oid Balmnces in $hopping Cart. o

Totsl Baiance for ROUSSnola $35m

Minimum Amount Dus Todsy: $000

Mavmum amount Dus todsy S50

The Following Information is Required to Complete Your Transaction _

Amount To Be Paid Todsy: $ (3o

Crat Card Type:: | Balect a Paymast Mathod |:‘

Billing Information ]

Pt pama: [ ]

Gk : g

£aams: [12300 van Swremt

city: [wesmae

StatwFrovings: o=

POStIDIP Coos: [astes

Hom Prons wark cooe: [womssrr |

Rsanter Emas [resroget cwessane org

Click ‘Finish’ to complete your transaction and generate a confirmation receipt. L]
Firush Back To Shopping Cant

e You will be forwarded to the payment page where you will enter your credit card information. Once you
have entered in the credit card number, expiration date and CVV number, then press SUBMIT.

Payment Page

CITY OF WESTLAKE RECREATI » WESTLAKE » OH

Please enter your credit card information and your billing information in
the fields below and press the Submit button.

Name on Card: NN

Card Number:

Card Type: Visa El
Expiration Date: 10 El 2012 E
Address: I Road
Zip Code: [

Cwv / CID: Explain This
Amount: $1.00

* Al Transactions are processed in US Dollars

e The following screen will appear during the processing of your transaction. Do not CLOSE or REFRESH
your web browser while your credit card is being processed.



Your credit card is being processed. |
To avoid Duplicate Credit Card charges,
Do NOT CLOSE or REFRE $H your web browser or click the BACK button.

Please be patient and wait for your receipt/ confirmation in order to complete your

You will be redirected momentarily.

e Once your credit card transaction has been processed an email confirmation of your purchase will be sent
to your email address that is on file with us.

RECREATION
DEPARTMENT
Dennis M., Clough, Mayor

HOME ACTMITIES Evaucu.am MY ACCOUNT CONTACT US FAOS

Loggut | Wishiist@) | Shooging Cart

Your Online transaction is complete. Please select an option below to

continue.
View Confirmation Receipt {in .PDF formatj Email confirmation sent to:;
L | [swdd@msncom
All recelpts are in PDF format and require Adobe Reader. Syl )
hun Liowsar faust i DﬂF‘UDS to vizw 'EEE‘ME EDITECW Your Confirmation Re:eipt was sentio the
K = | | above email if you would like to send itto 3
different address, entir in 3 new email and

EVENTS CALENDAR TAB: Search activities by month (select month/ year). Click on specific event to
get more details or to register.

Do M. G M ik s A N S

HOME  ACTWITRES  EVENT CALEMDAR  MYACCOUNT  CONTACTUS  FaQs

Logout | et 0y | Snocong Caet i)

Cnoous s oatn: [ —
Chooses vear: E— |
| SunSewsh | | Pt |
[rmver] [wrmie=] September (2012) [eeemn ]
Mondey Tusidny Vindnasany Thunan Friamy laturoey
i3]
Mo Events
Found
0l
o Events lloMln Mo Events No Eveats mf.wm uolma Mo Events
Found Found Founa Found Found Found Found

j—@—@;@—@ Ty

WoEvents || MoEveats ||Zcin Ho Evects ,'?@_JI Woevents | [Fem—

Foung Foung Found | Foung




on your computer):

Options:

1. My History: Enrollment history for all family members

2. Childcare statements: print childcare statement for tax purposes for
specific time period (currently only applies to Summer Day Camp
program). Complete all fields to generate report.

Print a Childcare Statement

For Tax Year: _n D
Sudtots Exn Moaths Papnents e =
Sand Report via Eman r
Eman Loorees LGS oM

Supmt Clear Form

This report takes some time to run. Please be patient when it is rurning.

All statements are in ,PDF format and require Adobe Reader.

Your browser must allow pop-ups 1o view receipts correctly.
Chck here to downioad free Adobe Reader softwars from Adobe com

3. Household Calendar: Print a calendar of activities per month/ year

Print a Household Calendar

Seiwct Montng: Janany

ign

Ao

iy

Jra

2y

i

reetey

Ockecer

fevameas

Decemaer

* Holy Cort Kay To Setect Mstipie Month
St Your 012
Print Locationxtrs information Line ™
eIt Veatited Actvited ™ =
Export 1o OubiookGocgmiCal Format [ Ld

Subemit Clear Form

All reports are in .PDF format and require Adobe Reader.

Chck here fo dowrnioad free Adobe Reader software from Adobe com.

4. Reprint areceipt: reprints all household receipts since 2005.

Your Household Receipts:

conta £p e

OR-UPS I wirw TeCeIpt Corectly
dobe Rapder pottepre trom Agcte com

5. Change login data: change user name and password

kny receipt numbers not listed hent are not reprintable from this weosite
tease cont o fr ma e

MY ACCOUNT TAB (all reports/ receipts are created in .pdf format- you must have Adobe Acrobat Reader

CONTACT US

My History

Chilidcars Seanemean
Houmanodd Calenoisr
Regrimt A R=czit
Chiange Logiln Dass
Changes Housahold Decs

ANy Evslustions
T T T EEEw




Please update the following information about your household:

HOUSBOM! 10 NUmEN:: wmn

Curtent Uik Hame: ap

Please fill in the answers to update your login information _
Curmwat Passwora: [ J

Porw Loar dam | |

TS Likar Nama [ ]

Horw Paniwors [ ]

FUMtTDN Movw Pasdwoe [ ]
[ Fiese e snmvers o psseyour s sgarns————— =
Curtent Provary Emas LOGHA recIIECR e 00

e =
*REQUIRED DaTA

6. Change Household data: update all household information including mailing address, phone numbers
and email address

B L ]
Please complete the following information about your household

* REQUIRED DaTa
Your Houlanala Number is - 18127

T r— I

Hiame of Primany Guardun (First] [aey 1

ram of Lt (e |
T N
Hame of ScoOnGSn Guardan (First) |_ J

Hame of Primary Contact (Last) L

Email and Phone Information _

Primary Emas L00ress. [ecrugencvestane oy
Rty to Confem Eman Adanes [rervgocvessa oy
Adterrate Emad Aodress

Home PRone s srea code {xuajum. o mﬁ

o PRONS o ANl £OO K3 jas-1ae [ |

Address information I

Masng Loares 12303 veam et

Strest Loaress f ciffeeant [ ]
oty | ivestmee ]
Foatsp Cooe [
cousty B

7. Activity Evaluations: participate in activity evaluations that are currently offered.

Looos | wwesmte) | Sopng Canit

Activity Evaluations
Hone of the activities you have taken are setup for evaluations at this time.

BCamrgat 2042 Tre Coy of Wentaee Orén Home rSSeboferusas i

B S et w000 B T Smen Restmveies toustd #0 0§ Frpiiad Beme 4 S00pe Creve
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Forgotten user or password (you will receive 2 separate emails):

You have requested your User Name and Password for our web registration site. Please follow the instructions below. If you have any questions or problems,
write to us at <mailto:recinfo@cityofwestlake.org>. DO NOT REPLY to this message.

1. Make a note of your User Name: [N NN
2. Wait for a separate email with your Password

Thank you.

Customer Service

Westlake Recreation Department
<mailto:recinfo@cityofwestlake.org>

Note: If you did not request your User Name and Password for your account, someone has mistakenly entered your e-mail address when requesting their
Password. Simply ignore this message, orif you wish, you may login and select a new Password for your account.

You have requested your User Name and Password for our web registration site. Please follow the instructions below. If you have any questions or problems,
write to us at <mailto:recinfo@cityofwestlake.org>. DO NOT REPLY to this message.

1. Make a note of your Password: N

2 Next, login to our online registration site. Then you may begin to use this website's features.

Thank you.
Customer Service
Westlake Recreation Department

<mailto:recinfo@cityofwestlake.org>

Note: If you did not request your User Name and Password for your account, someone has mistakenly entered your e-mail address when requesting their
Password. Simply ignore this message, or if you wish, you may login and select a new Password for your account.

CONTACT US TAB:

| HOME ACTMTES EVENT CONTACTUS Faay

gogn | wemenetig) | Spming Can g

To contact us, please complete this form:

To Meach Ul By pRONE. DASE 0L (447,805-5700

Hame
Commentuduestions -
Fibtis Rupond r ByEmm

C ByPnon

By

1o Reps tiseced
Emas 2000wk
Bast Pronss

*REQUIRED DaTa

To contact us for any reason, simply complete this form. It will be sent via email to our

recinfo@cityofwestlake.org address. Please allow 24-48 hours to process request. If you have any comments or

suggestions for new programs, please use this form to email your thoughts to us.
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FAQ’s Tab: Under this tab, you will find instructions on how to log into WebTrac along with an explanation
of the icons that are used on this site.

HOME ACTVITIES EVENT CALENDAR CONTACTUS Faas

Logn | wisnist{0) | Snooping Can1(0)

T A 3 By T AR B aditerdad bs 4470 e §6 Frafi & L Saage Srvane

S wmerrh i vs 1l

Key to WebTrac Icons

i The Car DUaon with 3 green pius 6yTDo! will 00 1he Seiecied Rem 1 O 6h0poing can.

B Tre Cantoumon takes jout e scresn where you Degin e Process 1D 300 e £418C880 Bem 19 0T §P0PPIY CaL

i Tre Cart bumon wiln 3 red minus §ymool will remove De Selecied Bem from your §0pping can.

# The Can oumon Wi 3 yelion Waming symool means he em I Aot currently Baladie B PUICTaEE HoURr Tl MOUSE OVer TS 100N 10 gt an
ppiicadie notice message

il TreBunong 1oon wi cispiay tocation Ibrmaton

$ Tre Doltar Sign ioon Cispiays The fees 1 e Rem

g% e Peopie icon cispiays envolimen couts 3nd brmazon.
o The MDEMAtoN 1000 SRS T CRECIIINE OXalis DY e ke

B8 e mages icon win oispay 2 prom o me rem s
The Mag lon will Clspiay e 10caton of a0 Rem 01 2 MR, LSRG eler Googie Nans of Mapquest
a The Clott ioon aNows you 10 Chack Te 2aladiiRy of he Bem

,%;. Tre Crnart loon 200WS 10U 10 ChEcK T SCNecUle 300 Kangings 17 3 league

Q The Wisniist ioon wiln 2 green plus Symool will 300 T2 BET 10 jouT WishisL

[ e wisninst oon win 2 res minus symool wil Gelete e Rem rom jour wishilst

E The Wishiist icon with 3 yeliow waming &m0l means Tat he Rem cannot be 30ded 10 your wishiist




