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How to submit a reservation request -Customer Navigation 
 
Log in  
with 
Your email 
 
 
 
 
 
 
 
 
 
 
 
 
 
Home Page 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

User 
name

Sign 
out 

Function 
Page toggle 

Link to 
home page 

Links to main reservation 
page with links to  
Facility view and 
Reservation page 
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Step 1- View Availability 
Step 2- Request Reservation 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
THIS PAGE ONLY 
Use arrow key on browser 
To return if matrix page is opened 
 
 
 
 
For other pages in ActiveMontgomery.org, use navigation links/button such as cancel, 
back, etc.  Use GO BACK dropdown on the Reservation pages. 
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Step 1 – View Availability 
View Facility Details 
 
Two filter and sort by options 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Requires scrolling up to see results 
 
Narrow search with a key word -will only pick up facilities, facility types or locations 
which have the entered work as part of field name. 
 
 
 
 
 
 
 
 
 
 
 
 
 
Using Sort By will give you different looking lists 

Sorts 
facilities 
(specific 
Rooms)  
By room 

Sorts 
facilities 
by types 
of rooms 

Sort by 
Facility 
Facility 
Type or 
Location 
(Center)

Location (Center)  
List appears 
Multiple locations 
can be picked 

Click to 
minimize 
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Clicking on Facility Type will show specific room name 
Toggle for more or less detail 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Clicking on location OR Quick View will display  
Map, address, links back to CUPF 
And hours of operation 
 
 
Search tip 
CUPF – GYM (not gymnasium –  
MCRD uses word spelled out 
 
 
 
 
Click on View Availability 
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Only available times 7 days in advance will show 
 
Use    symbol to toggle forward and backward 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Write down availability. 
BOOK will not hold dates; 
it toggles to Request 
Reservation Page. 
 
For an extended pattern – review a few weeks to see is pattern of use will be available. 
 
 
SCHOOLS 
 
View Available Times will display for the academic school day to accommodate school 
reservations and non-school days.  Reservation requests for the academic time will be 
denied.  For available times, please see the School Hours of Availability on the CUPF 
Resource Page 
 
http://www.montgomerycountymd.gov/CUPF/Resources/Files/School%20Hours%20of%
20Availability.pdf 
 
Also see school calendar - attached 
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Step 2 – Request Reservation 
Access Request Reservation with Book button or main navigation bar  
 
Enter required information (ex. of individual/not linked & organization view) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Event Type limits range of facilities that will display 
 
Search tips- Use Facility Detail first! 
 
Select Location to look at a limited 
number of centers/schools 
Select Type of Facility to search widely 
Select Facility to narrow search (limits 
options) 
IGNORE amenities 
 
To multi-select-click on first item, 
hold down control key and select 
next, release hold, scroll to next 
item, hold down control key and 
click…and so forth 
 
 
 
 
 
 
 
 
 
 
 

 

Link to 
CUPF 
Resource 
page 
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 Select the locations you want to view further: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



8 
 

 
 
 
 
 
Chose dates and times: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Use 
duration to 
set end 
time 
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If more than one date is selected, choose pattern.  If only one date is selected, see next 
page. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Confirm dates 
 
 
 
 
 
 
 
 
 
 



10 
 

 
All dates are available – with cost estimates at Non-Profit rate (=general public) 
Make final selection 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Review Selected Times allows you to delete a specific day or edit a specific time 
use select to save 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Fee will recalculate Click on “Conflict” to 

delete unavailable 
dates 
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Agree to waivers and answer questions 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Another chance to review. Select Submit to continue. 
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Review and Submit 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Review and Continue to 
Home page 
 
An email will be sent 
After permit is reviewed 
And approved. 
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