Online Registration Update

We are introducing a new, simpler online
registration system for the Park District. If it's
your first time, please read the following FAQs
before you start.

Frequently Asked Questions

How do I use the new online registration system?

e If anyone in your family has taken a Park District class since 10/1/2008, your
household account is already set up. We have also created accounts for many
previous customers, so be sure to check for your existing account before
attempting to create a new one.

e If you do not have an account, you need to create one. Follow the “New
Account” link and enter your family information. Your email address is your
username.

e Once your account is established, you are free to register online.

Do I need to set up an account to browse course information?
No, simply browse course information - including times, dates, instructor name,
cost, number of openings, and more. You need to set up an account only when
you decide to register for a course.

What if I forgot my user name and password?

e On the account sign-in page, click on the ‘Forgot your Password?’ link. You
must provide your email address, phone number, and zip code. Once entered
correctly, your password will be emailed to you.

e If this information does not agree with the information in our system, you will not
receive the email and must contact us. 206-463-9602 or
programsupport@vashonparkdistrict.org

What happens when I first log in?
Upon log-in, you are taken to the shopping cart, which shows all courses that have
been added to the cart (if applicable). You can now register for more courses, see
previous activity, change your profile or password, and pay for the courses.

Can | change my user name and password at any time?
Yes. Click on “‘Update Profile’. Your user name will always be your primary
family member’s email address, and you can change your password via the “Reset
Password” tab.
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Can | change my personal information (address, phone, email, add family members,
etc.)?
Yes. Follow the “Update Profile” link.

Once I’m logged into the system, what can | do via the “Update Profile” link?
e “My Profile” — Change your contact info and add family members.
e “Waiting List” — See what courses you have signed up for, but are waiting for an
opening
e “Registered Courses” — This shows all the courses that your family has registered
for - beginning Fall 2008.
e “Reset Password” — You can create your personal secure password.

How do I register for an activity?
e Browse the main VPD website (www.vashonparkdistrict.org). Once you find
your course, click on the “register and pay online” link.
e You will be taken to our online registration website. Confirm the course
information and click “Add to Cart”
e Enter your log-in information
Select the person to register from the family list and click ‘next’. If your family
member is not listed, go to “Update Profile” and add him/her.
Agree to any waivers that may appear.
Confirm person and price.
Click on the “‘checkout’ button at the bottom and proceed to checkout.
Enter credit card information.
Proceed to authorize the credit card and view the receipt. A receipt will also be e-
mailed to the e-mail address on file. Print out a copy for your records.

Why can’t | register for all programs listed online?
Some Park District activities have special requirements such as prerequisites or
instructor approval that must be met before participants are allowed to register.

Please Note: Only those activities with a shopping cart next to them are available
for online registration.

What if I want to set up a Payment Plan, or apply for a reduced fee?
Reduced Fees and Payment Plans are still processed in person at Ober Park.
Register at the VPD Offices 8am-4pm weekdays. Information about Reduced
Fees can be found here.
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I’m registering for a “Punchcard Class”. Should I do anything differently?
Yes & No. We will create a punch card for you and have it available to the
instructor for your next class. Bring your receipt to confirm with the instructor.

Please Note: The registration system allows you to register for a course only
once per quarter. If you previously purchased a 12x punchcard this session, you
won’t be able to renew it. You need to purchase a 8x or 4x card. You CAN
purchase another 12x card at the VPD Ober Park Offices.

What if an activity is listed as full?
If a program allows for waitlist enroliment online, you may choose to be put on
the waitlist. You do not need to provide payment information at this time. Our
registration staff will contact you if a spot opens up to verify that you would still
like to be enrolled. If you are on the waitlist, please do not attend the activity
unless you are contacted by our staff.

What if I change my mind about an activity prior to checking out?
When viewing your shopping cart, simply click on the ‘remove’ button next to the
unwanted activity.

If I think I have a credit on my household account -- How can | check?
Contact the VPD Offices at 206-463-9602 or
programsupport@vashonparkdistrict.org.

How do I use my household credit to pay for classes online?
You need to register in person at Ober Park to use your credit. We hope to have
this as an online option soon!

What forms of payment can | use with online registration?
We accept Visa, MasterCard, American Express, and Discover for online
registrations.

How do I know if my registration was successful?
Your registration is successful when the system states that the “order was
successfully processed’. You can view/print a copy of the receipt at this time.
You will also receive a purchase confirmation at the email address on file. Your
receipt serves as your confirmation. Please print the receipt for your records, and
bring it to your first class.


mailto:programsupport@vashonparkdistrict.org

What if I lose my receipt?
Contact VPD Offices at 206-463-9602 and we will email you a copy.

What if I can’t remember what activities 1’ve registered for?
To see what activities you’ve previously (or currently) registered for, click
‘Update Profile’ and select ‘Registered Courses’.

Can | cancel or transfer to a different activity online?
No. Please contact our office at Ober Park during office hours (206-463-9602) for
cancellations and transfers.

What is your refund/cancellation policy?
If you contact us at least 7 business days prior to the class start date, we will issue
a refund or place a credit to your account, less a $25 service charge per class. If
you cancel fewer than 7 days prior to the class start date, no refund can be issued
without a documented medical reason or a significant family emergency. If we
cancel a class, you will receive a full refund.

How do I return to the Park District website?
e Click ‘sign out’.
e Select ‘Return to Park District home page’ on the left-side column.

Who should I contact with further questions?
Contact us at the

Ober Park Office:

Vashon Park District

206-463-9602

Mon.-Fri., 8:00am-4:00pm

Email: programsupport@vashonparkdistrict.org.



