How to add a Leisure Card to
an account

07/01/2025 9:45 am EDT

On the Front Desk tab, under Membership/Leisure Card:
Click on Sell Membership/Leisure Card
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After clicking this, it will take you to the following page:
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Step 10f5

Under "Category” click "Leisure Card"
After this click "Entry Point” will soon be "CRPD Customer Service Desk"
For now, just ask them which center or pool they will be visiting and make that the "Entry Point.”
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Click Search, which will take you to:

Click the hyperlink:
Columbus Recreation and Parks Leisure Card

Search or add customer obtaining the Leisure Card:
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Pending Receipt #1 > Membership/Leisure Card > Find Customer

Customer Search

1. Package Search 2. Customer Search 3. ip/Leisure Card 4. iplLeisure Card Assi 5 eisure Card Fees

First Name | ] Email Address :
Last Name | | U sounds Like Phone ([ [ ]

Family ID : Retired | Exclude Retired v |
Family Name ‘ ‘ Customer Source

Address | | Silver Sneakers :

Country | v
City, State, Zip Code | ‘
Skills |ARC: Level 1

Scan Card ‘ ‘ m
Customer ID : m
Pass Number | ‘m
Silver Sneakers : m

m Cancel

After the customer is found or added on the next page click submit:
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Pending Receipt #1 > eisure Card > Leisure Card Information
Membership/Leisure Card Information
1. Package Search 2. Customer Search 3 ip/Leisure Card ion 4 sisure Card 5 sisure Card Fees

Primary Customer: Benjamin Davis
Package: Columbus Recreation and Parks Leisure Card Find a different package
ax Uses: 0
Max Passes: 5
Standard Fee:

Effective Date (g1, 2025

Time Period: Period: Number of days from sale

Expiration Date [Jun 30, 2028

Renewal |Do not

Step 3of 5

Same with the next page, click submit:
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Pending Receipt #1 > iip/Leisure Card > eisure Card Assignment
MembershipiL eisure Card Assignment

1. Package Search 2. Customer Search 3. Membership/Leisure Card Inform:

a ip/Leisure Card

eisure Card Fees

Package: Columbus Recreation and Parks Leisure Card Find a different package
Max Passes:
Min Age: 3, Max Age: 0
Gender: Mixed

w Assign Members

——

T primary ember——imtomnation
1 [C] Benjamin Davis 11
- [TRemove')

Columbus, OH 43209
Male, age 15 years 3 months

Step 4 of &

Same with the next page, click submit:
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Pending Receipt #1 > Membership/Leisure Card > Membership/Leisure Card Fees

Primary Customer: Benjamin Davis Reassign members
111
E. Broad St.
Columbus, OH 43209
Resident: Yes
Age: 15 years 3 months

Enter coupon code ‘

Valid coupons
entered

Time Periods
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Sub-Total 0.00
Tax 0.00
Total 0.00

Step 5 0f5

On the next screen click finish:
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» Account Actions
» Refund/Withdraw Refund from Account
Refund/Withdraw Pay on Account

Adjust Balance
Transfer Balance

v Imansactions

Columbus Recreation and Parks Leisure Card Benjamin Davis $0.00 $0.00
Max Passes: 5

Totals 50.00 50.00

On the next screen, click the "Pass #":
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Receipt #3066984.043 ‘

Front Desk Home > Receipt #3066984.043

B et Events, and Rental Services (P00 (Senaemait) (NGWReeaipe) Non-Monetary Receipt #3066984.043

1111 E. Broad Street Jul 1, 2025 9:31 AM
Columbus, OH 43205

Phone: (614) 6453337 THE CITY OF *

FAX: (614) 645-0636

ek — COLUMBU
S==—==" RECREATION AND PARKS

?‘E'I‘IJAM\N DAVIS Prepared By: Thomas Davis

E.BROAD ST. Customer ID: 557589
COLUMBUS, OH 43209

. ~w Transactions

e ]

Benjamin Davis. Columbus Recreation and Parks Leisure Card
Action: Membership/Leisure Card Sale
- E Broad St Expires: Jun 30, 2028
Columbus, OH 43209 5 Passes Sold
Best Number phone: (614) 506.0881 Pass # 000362605: Benjamin Davis
Emai.
‘ThomasJDavis51@yahoo com
1D: 557589

Your membership card is required for all visits to the Organization. Reproduction of lost membership cards wil result in a duplication fee. Your membership entitles you andior your family use of the facility(s) and confirms you and all family members are compliant and in agreement
with all rules and regulations established within the facility.

On the next screen, update the "Pass Number" to the card number on the Leisure Card and click ”
Print Pass.”
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‘ Front Desk ‘ Front Desk

Front Desk Home > Receipt #3066984.043 > Membership/Leisure Card Pass Production

Membership/Leisure Card Pass Production
o

Customer Benjamin Davis
1M
E. Broad St
Columbus, OH, United States 43209
No picture on file Phone: (514) 506-0881
Age:15 years 3 months

Last Printed -

Layout Name Columbus Recreation and Parks Dept. Membershi




After clicking "Print Pass,” the number has been updated to the card number entered and you can
exit the tab.



