City of El Paso

&

PARKS & RECREATION

CITY OF EL PASO

CommunityPass is a partnership of the local community organizations.

From hiere you can register for an activity, see your family's current registrations or edit your account information,

L

Onyour et
homepage, look
for the orange

City of El Paso

button that says s
“Click Here to
Register.”
S B X s
Selecting this will take you to the > -
registration area. "BALANCES REGISTRATIONS "CENTER ViEw AccouNT

2

Onthe “Select an option
pop-up” choose Rental
Park Space/ Shelter/
Pavilion / Rose Garden
/ Reserve / Plazas.

Select an Option
City of El Paso

Fleace click continue next 1o the desined $ea50n to view the program cataloeg and
regisier for acthvitles

City of El Pase Memberships and
Programs (=il

City of El Pase Memberships and Programs Begistration Open

Rentals-Park
Space/Shelter/Pavilions/Rose

Garden/Reserve/Plazas Registration Open
Select this opbon [0 request reservations for open
parks réntal Space

Then select the orange
“Continue” button.




3 Verify Account
Information

You’ll see a page that
automaticallyfills in
your account details.
Take a quick moment to
make sure everything
looks accurate (hame,
address, phone number,
etc.).

When ready, click
Continue.
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Verify Account

Please ensure that your email address(es) are up to date. Your email can be updated by clicking the Edit link below.

2 Participants

3 Permit
4  Schedule
5 cConfirm

6  Checkout

Name Email Address Action

Edit

Account Infoermation

Account Type
Family Account

Note: To change your account type please contact the office
Last Name

Address

City State Zip
i
| [EE

ml@\k

Phone (w/ areacode) ext.
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4 Select the

Participant

s Indoor, Outdoor & Aquatics - Select Pa

Choose the family

mem b er WhO WI ll be Please check the box next to the family member below that you would like to register for this activity. If the family member that you wish to register
. . does not appear in the list please click the "Add Child" or "Add Adult” button below. When finished please hit the "Continue” button.
listed on the reservation.

If needed, you can add

additional family =

members to your ol et © Add Adult  © Add Child
account. 4 Schedule

Once the correct person 6 Checkout

is selected, click
Continue.

Choosethe
Category of
Facility

You will now see options

such as:

— Open Park Space
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Facilities Indoor, Outdoor & Aquatics - Select Facility Permit

- S h e Ite rs Please select the facility permit you would like to reserve.
—Memorial Reserve

~ Pavilions L bt

[
2 | Participants O Open Park Space Rental

Selectthe categorythat

O Shelters
matches the type of . p—
rental you’re requesting. ~ p— ©j Memorial Racsivs
Click Continue. O Pavilons
6 Checkout

If the option you need m “

isn’t listed, feel freeto
contact our officeat 915-
212-0092.




Select the
6 Facility

A list of available locations will
appear.
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~ Facilities Indoor, Qutdoor & Aquatics - Permit Schedule

Choose the facility you’d like

to reserve e
’ t list e 4 1 Acoupt Shelters
.
~—
2 Participants = Facility () arlington Park: Shelter - Arlington Shelter  View Details | Availability
., Picase select the 5 =
| appropriate facility(s) (O Braden Aboud Shelter: Shelter - Braden Aboud Shelter  View Details | Availability
3 Permit ™ O Grandview Shelter; Shelter - Grandview Shelter  View Details | Availability
O Sunrise Shelter: Shelter - Sunrise Shelter  View Details | Availability
Choose Your O Thomas Manor Park: Shelter - Thomas Manor Shelter  View Detaits | Availability
Date a n d Ti m e 5  Requirements View Availability for All Locations
6 Forms Piease select the starting 1211172025 al TO B
and ending dates for this — =
resarvation
Selectthe date you are p 7
— Days of the Weak e=ilable times for your date selection.
: — Flease select day(s) of the  wzauiziu
reque Stl n B Confirmi——_ week and either selact the | s ou
q g- S — time slot or enter the start |
) . and end time for this
Vv 9 Checkout reservation | 3AM 2PM
SAn 4 P

scoPu
Comments BAM SPM

Please enter any COMMEnts - oaM Py
that are refevant to Bhis  zam 7pw 339PU
TESOrVALION |y g py SASPU

After ChOOSI ng the date, LISG Estimated Number of ‘:::u:::u

the Days of the Week section .

to select the start & end time m m m
from dropdown menu to select
your preferred time.

s1mPm

Events That End After Midnight

If your event starts on one day and ends after midnight, CommunityPass requires you to enter two dates so the system
can correctly capture your reservation.

Please followthe steps below:

Select your event start date
Choose the date your event begins (for example, Saturday, January 13).

Select the following date
Choose the next calendar day (for example, Sunday, January 14).

Enter the start and end time for the first date
* Start Time: the time your event begins (example: 4:00 PM)
* End Time: 12:00 AM (midnight)

Enter the remaining event time for the second date
e Start Time: 12:00 AM
* End Time: the time your event ends (example: 1:00 AM)

Continue with the reservation process as usual
Once both dates and times are entered, you may proceed with completing and submitting your reservation request.

P
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Add Event Details

Facilities Indoor, Outdoor & Aquatics - Permit Schedule
1 | Account Shelters

2  Participants

You’ll see a comment box
where you can briefly
describe your event.

Enter the number of
attendees expected.

5  Requirements

- 6 Forms
- - o \\ 7  Policies
Click Continue when you’re h
8 “gonfirm
ready.
9 cr-.u:ko‘m\\
\\ Please anter an:?;::;‘::;
\\\ that are rM':zsf:rE‘%r[";:

Estimated Number of
Attendees

m_q

Facilities Indoor, Outdoor & Aquatics - Select Options

Please select the Options you would like to add to this permit.

1 Account Select Options

Options

2 Participants
Administration Fee - Admin (REQUIRED)
3 Permit

) Certificate OF Insurance
4 Schedule

Add Event Details
S Gne mk
7 Forms You will see the administrative
81| Potices fee ($7) this is an automatic
fee. Other fees will be added

(i} Requirements

9  Confirm

10 Checkout

to your permit once the
requestis reviewed.

Click Continue to move
forward.




Faciiities Indoar, Qutdoor & Aguatics - Outstanding Requirements
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Facilities Indoor, Outdoor & Aquatics - Shelters

Please Bl out the Folwing ferms for each Participant, When finished hit continue.

Upload Your Identification 1 T
2 Will there be alcohol at the event?  Plasne Bainci = =
You'll be prompted to upload a photo or copy of your ID e
(driver’s license or other valid identification). ; j‘":‘\ Will there be a jumping balloom;i;:-‘i ‘ e =
Once uploaded, click Continue. - [Forn It s0, please be advised that Open Park

Space reservation will be required

Each shelter includes the following: | () Acmentedge

100 Chairs, 12 Folding Tables, Trash

% Lined Cans Refrigeratr, Restrooms,Sink, Stove,
HVAC

9 Conirre

10 Oheckest What type of Evens will you be having (ie.

Birthiay Party, Graduation, Sporting
Event)?

Completethe Reservation |emmmmmmny

in reservation as modifications to

Form reservations can ONLY be made 14 days
PRIOR to the event date

The form will ask several questions about your
(e.g., alcohol, jumping balloon, general event detai m _ W

Please answer the questions as they apply to your event.

After completing the form, select Continue.

Review Policies & Sign Electronically
You will be shown the policies and acknowledgments tied to your reservation.
Please review and electronically sign.
Click Continue.

Review Estimated Fees

You will see a summary of your reservation request and an estimated cost.

Submit Your Reservation Request
A confirmation screen will let you know that your request has been submitted.
A receipt-style summary will be emailed to you automatically.
Your request will be forwarded to our staff for review. You will receive an email with the
next steps.




