
               RESERVATION QUICK START GUIDE 

 
 
Step 1: Check the Facility Matrix 
Depending on the facility, reservations and request are processed differently. Start here to view the list of facilities available for online requests 
and to determine which reservation process to follow.  
 
Step 2: “View Facility Details” /Note Availability 
To continue with an online requests, use View Facility Details to check and note availability before you request the reservation. Then proceed to 
step 3A or 3B instructions. You may opt to follow step 3C for any facility that is available to be booked using Location Maps. 
 
Step 3A: Book using “Quick Reserve” 
Follow these instructions to immediately reserve a facility via the Quick Reserve process.  
 
Step 3B: Book using “Request Reservation” 
Follow these instructions to reserve a facility via the Request Reservation process 
 
Step 3C. Book using “Reserve Facility Using Location Maps”  
Follow these instructions to immediately reserve a facility using the maps feature. 
 
Appendix 
Review for tips on how to book single and/or multiple dates 
  

 

 

You will follow only one of these 
processes depending on the facility 
type you are trying to reserve. Refer 
to the facility matrix (Step 1) to 
determine which process to follow. 



Step 1: Check the Facility Matrix 
Start here to determine which reservation request process to follow. 

Step Action  Screen  
1.  Go to www.ActiveMontgomery.org and enter 

in your Login ID and Password. 
 
Click “Login”. 
 

 
 
 
Note: If you experience issues logging in, 
please contact info@activemontgomery.org  

 

2.  Click on the ‘Reservations’ tab at the top of 
the screen. 
 

 
 
  

 

http://www.activemontgomery.org/
mailto:info@activemontgomery.org


Step Action  Screen  
3.  Within the text at the top of the screen, you 

will find a “Click Here” link.  
 
Click on the link to open the 
“ActiveMontgomery Facility Matrix 2015-
2016”.  
 

 
 
Follow the matrix to determine which process 
to follow based on the type of facility you are 
looking to reserve.  

 

4.  Refer to the matrix to determine which 
process to follow based on the type of facility 
you are looking to reserve. 
 
 
Proceed to Step 2: View Facility Details. 

 

 
 
 



Step 2: View Facility Details/Note Availability 
Checking availability first will make the Request Reservation step quicker because you can see what’s available before you begin your request. 

 
Step Action  Screen  

1.  From the ‘Reservations’ tab, click on 
“View Facility Details”. 
 
 
 

 

 
2.  Type in a key word in the search field 

on the “Facility Search” screen to find a 
specific location (Center). 
 
Click “Search”. 
 

 
 
Examples: 
 
a. Typing in “Davis” will bring up 

Davis Library 
b. Typing in “Meeting Room” will 

bring up all locations with meeting 
rooms 

  



Step Action  Screen  
3.  Click “View Availability” in the row 

associated with your desired facility.  
 

 
 
 
 
Note: To view more information about 
the location (address, maps, and hours 
of operation), click on the location name 
in the Location column.  

4.  A calendar appears. Use the month 
directional arrows (< Month >) to scroll 
to find availability. 
 
Click “View Available Times” on the 
desired available date to view specific 
times. 
 

 
 
Note: Before you leave this screen, 
record the date and times you wish to 
book. 
 
 

 



Step Action  Screen  
5.  Click “Book” to proceed with reserving 

or requesting to reserve the facility. 
 

 
 
OR 
 
Go back to the ‘Reservations’ tab to 
proceed with Step 3C (depending on the 
facility type) to book using location 
maps. 
 

 

 

At this point, the system will move forward with one of two processes based on your facility type:  
Quick Reserve (3A) or Request Reservation (3B).  

 
Proceed to Step 3A or 3B in this guide based on the process the system follows OR go back to the Reservations tab 

to book using facility maps (3C).  
 

If needed, refer back to the matrix to determine which process to follow based on the facility you wish to reserve. 
 
 
 
 
 
 
 
 



Step 3A: Book using “Quick Reserve” 

Step Action  Screen  
1A. From the ‘Online Quick Reserve’ screen, 

select a reservation group from the drop 
down menu. 
 
The availability for that location will appear 
below the selection window. 

 
1B. (Optional) To view availability for an 

alternate date, select the “Reservation Date” 
from the drop down menu options. 
  
OR Select a time range.  
 
Click “Check Availability”. 
 

  
2.  Type in your event name in the ‘Event 

Name’ field. 

 



Step Action  Screen  
3A.  Identify the desired room and time listed in 

the ‘Name’ column.  
 
Provide number of attendees in the ‘Attend’ 
field next to it. 

 
3B.  (Optional) To view facility details, click on 

the links provided in the “Name” column. 
 
A separate window will appear to provide 
additional details to include address and 
hours of operation. 
 

  
4.  Select the desired time by checking the box 

under each time slot available.   
 
Note: If there are no available boxes to 
check, and only red check marks appear, 
then the facility you have selected is not 
available during the specified times. 

  



Step Action  Screen  
5.  In the ‘Select Checklist Items’ box, click 

each link to review policies and waivers. 
 
Initial in each box to agree to the waivers. 
 
Click “Reserve”. 
 

 

 
6.  Provide the credit card type, the card 

number, the card expiration, the security 
code, and the name on the front of the card. 
 
Click “Continue”. 
 

 
 
 
 
 

 



Step Action  Screen  
7.  You will receive a receipt for your 

reservation. It will include a Transaction 
Confirmation number, a summary of 
charges, payment confirmation, and a copy 
of each waiver. 
 
Print the receipt by clicking “Print” on the 
right side of your screen. 
 

    
8.  (Optional) View your receipts by  

Clicking on “My Account”.  
 

 
 
From account options select ‘List of Prior 
Transactions’, ‘List of Account Payments,’ 
or ‘View Account Payment Details’.  

 
 

 
 



Step 3B: Book using “Request Reservation” 

Step Action  Screen  
1.  Select the correct option under ‘Customer 

Information’ to make a personal 
reservation or to do so on behalf of the 
organization you represent. 
 
 
Note: If an organization option does not 
appear, email 
info@activemontgomery.org   

 

2.  Select your event type from the drop 
down menu in the ‘Event Type’ field.  
 
Type in a description of your event in the 
‘Description’ field. 
 
Enter in the maximum number of guests.  
 
Click “Continue”.  
 

 

 

mailto:info@activemontgomery.org


Step Action  Screen  
3.  Choose the location for your event and/or 

the type of facility, and/or the specific 
facility for your event by clicking on the 
options in each field on the ‘Reservation: 
Facility/Equipment Search’ screen. 
 
Click “Continue”.  
 

 

 
4.  Select the facility you would like to 

reserve by checking the box associated 
with that item. 
 
Click “Continue”.  
 

 
 
 
 
Note: To go back, use the navigation 
buttons at the bottom of the page. 

 



Step Action  Screen  
5.  Specify the date or date range.  

 
 
Note: To select multiple dates on the 
Reservation Event Dates page, enter the 
date range (first date you want and the 
last date you want or number of weeks).  
Don't worry about the specific dates yet 

 

6.  Specify the even start time and duration 
in hours and/or minutes. 
 
Click “Continue”.  
 

 
 
 
Note: If your times will vary, enter the 
earliest start time and longest duration 
that was available when you checked 
Facility Details/Availability 
 

 



Step Action  Screen  
7.  Use the ‘Reservation Date Pattern’ table 

to indicate the day(s) on which your 
event occurs. 
 
Click “Continue”. 
 

 

 
8.  Review the Reservation Event Dates 

table to confirm the date(s) you selected 
(highlighted) is/are correct. 
 
Click “Continue”. 
 

 
 
 
Note: To edit the time details, click on the 
date number in the top left corner of each 
highlighted square. See appendix for 
more information. 

 



Step Action  Screen  
9.  Review the details of your reservation.  

 
Click “Continue”. 
 

 
 
 
 
Note: If some of the dates are not 
available, a ‘Conflict’ will be noted and a 
charge will not appear. Opt to delete or 
time modify the dates.  

10.  In the ‘Select Checklist Items’ box, click 
each link to review policies and waivers. 
 
Initial in each box to agree to the waivers. 
 
 

 



Step Action  Screen  
11.  Answer each of the required questions, as 

demarcated by the asterisk (*) sign. 
 
Click “Continue”. 
 

 
 
 

 
12.  Review the details of your reservation.  

 
Click “Continue”. 
 

 
 

 



Step Action  Screen  
13.  Provide the credit card type, the card 

number, the card expiration, the security 
code, and the name on the front of the 
card. 
 
Click “Continue”. 
 

 
 
 
 
 
Note: You may opt to save this care 
information for future transactions. 

 
14.  You will receive a receipt for your 

reservation. It will include a Transaction 
Confirmation number, a summary of 
charges, payment confirmation, and a 
copy of each waiver. 
 
Print the receipt by clicking “Print” on 
the right side of your screen. 
 

 
 



Step Action  Screen  
15.  (Optional) View your receipts by  

Clicking on “My Account”.  
 

 
 
From account options select ‘List of Prior 
Transactions’, ‘List of Account 
Payments,’ or ‘View Account Payment 
Details’.  

 

 
 
 
 
 
 
 

 

 



Step 3C: Book using “Location Maps” 

Step Action  Screen  
1.   From the ‘Reservations’ tab, click on 

“Reserve Facility Using Maps”.  
 

 

 

2.  Type in a key word in the search field on 
the “Location Maps” screen to find a 
specific location (Center). 
 
Click “Search”. 
 

 

 



Step Action  Screen  
3.  Click “View Map” next to the desired 

location.  
 

 

 
4.  Select the desired dates for reservation 

using the calendar button. 
 
Provide number of attendees. 
 
Click “Check Availability”.  
 

 
 

5A. The location map will update availability 
for the facilities in that location. Use the 
key to determine availability. 
 

 
 



Step Action  Screen  
5B. (Optional) Hover your mouse over the 

available locations to view additional 
details. 

 
6.  Click on the location you wish to reserve. 

A window will appear.  
 
Provide a description. 
 
Click Reserve. 
 

 

 



Step Action  Screen  
7.  In the ‘Select Checklist Items’ box, click 

each link to review policies and waivers. 
 
Initial in each box to agree to the waivers. 
 
Click “Continue”. 
 

 
 

 
8.  Review the details of your reservation.  

 
Click “Continue”. 
 

 
 

 



Step Action  Screen  
9.  Provide the credit card type, the card 

number, the card expiration, the security 
code, and the name on the front of the 
card. 
 
Click “Continue”. 
 

 
 
 
 
 
Note: You may opt to save this care 
information for future transactions. 

 
10.  You will receive a receipt for your 

reservation. It will include a Transaction 
Confirmation number, a summary of 
charges, payment confirmation, and a 
copy of each waiver. 
 
Print the receipt by clicking “Print” on 
the right side of your screen. 
 

 

 



Step Action  Screen  
11.  (Optional) View your receipts by  

Clicking on “My Account”.  
 

 
 
From account options select “List of 
Prior Transactions”, “List of Account 
Payments,” or “View Account Payment 
Details”.  

 

 
 
 
 
 
 
 
 
 



APPENDIX – TIPS & TRICKS 
Modifying a Reservation Date 

Step  Action  Screen  
1.   Identify the date you wish to modify. 

 
Click on the date number in the top left 
corner of the date square. 

 

2.   Make changes to either the time of day, 
to the exact time, or to the event duration 
for the selected date.  
 
Click “Save” to save changes. 

 
 
OR 
 
Click “Remove” to delete this 
reservation request for this specific date 
and time. 

  



Step  Action  Screen  
3.   To save changes, click “Continue” at the 

bottom of the screen. 
 

 
 

 
e.g.  In this example, the exact time and 

duration of the event was modified. 
 
Notice the changes reflected in the 
calendar. The modified date is marked by 
a red dot. 
 

 
 

 



Step  Action  Screen  
e.g.  In this example, the date Tuesday, 

January 5, 2016 was removed from the 
request.  
 
Notice, Tuesday is no longer highlighted 
on the calendar. 

 
 

 
 


