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On the Front Desk tab, under Membership/Leisure Card:

Click on Sell Membership/Leisure Card

After clicking this, it will take you to the following page: 

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." 



Click Search, which will take you to:

Click the hyperlink:
Columbus Recreation and Parks Leisure Card

Search or add customer obtaining the Leisure Card:

After the customer is found or added on the next page click submit:

Same with the next page, click submit:



Same with the next page, click submit:

On the next screen click finish:



On the next screen, click the "Pass #":

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



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


