
  

 

How To: CUSTOMERS RESERVING PICNIC SHELTERS ONLINE 
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. 

 

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

 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.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

 
 

 
 
 
 
 
 
 
 

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

5. Click Reservations on the menu bar at the top 

 

Enter Email here 

Enter your Lake Oswego  
Parks and Recreation 
Password here.  

  

Forgot your Password. 
Choose the blue hyperlink.  

Click Login 
when done 



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

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

 

 



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

 
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 are: E Waluga – Up to 50; GRP Lower – Up to 75; GRP Upper – Up to 50; 
Rossman – Up to 25; W Waluga – Up to 50 and Westlake – Up to 50. Exceeding the maximums is 

not allowed and reservations will not be approved. Click Continue 

 
 
 
 
 
 
 
 
 



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 

 

 
 
 
 



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

 
 

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 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



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

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

processing fee. Click Continue 
 
 
 
 
 

 
 
 
 
 
 
 
 



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. 
 

 
 

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

 
 
 
 
 
  



 
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. 

 
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. 

 



 
 
 
 



 
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! 
 
 

 
 


