CIVICREC

/'_i FACILITY RESERVATIONS SYSTEM for
.Y DOUGLAS

COUNTY hOUGLAS COUNTY
MAINTENANCE

A —

Create a Facility Reservation



CIVICREC RESERVATIONS SYSTEM

The CivicRec reservations system allows the general public to reserve Douglas County
Fairgrounds and Lone Star Lake facilities and pay reservation fees and deposits online via a
standard web browser using a secure logged on account. Limited information may be accessed
without an account.

Access the CivicRec reservations system at https://secure.recl.com/KS/douglas-county-

ks/catalog.

f v @& in G+ N

D O U G LAS CO U N TY — "[-)eparlments | FAQ | Maps | Contact Us (8

B8 Catalog & Account  f Connect @ Internal |~ @ Policies @Help o Log Out
=) Cart
Empty
Clear Al Filters Lone Star Lake Open Ride: (1] Public Events () RV Electrical Hookup.
 Filter Douglas County KS Fairgrounds List | Fairgrounds
Keyword or code.. x
Click on 'Fairgrounds' at the right to see a map view of availability for all buildings.
¥ Location

To schedule Major Events more than 12 months in advance, please contact Fairgrounds Management 785-832-5296, or email

L] Douglas County KS... mitdept@douglascountyks.org.

Building 21 Multiple Rates
Building 21- North Multiple Rates
Building 21- South Multiple Rates
Community Indoor Arena Multiple Rates
Culinary Commons Comme... Multiple Rates
Entire Fairgrounds Multiple Rates
Flory Meeting Hall Multiple Rates
Flory Meeting Hall East Multiple Rates
Flory Meeting Hall West Multiple Rates
Grassy Area Multiple Rates
Open Pavilion Multiple Rates
Outdoor Event Arena Multiple Rates

Terms & Conditions

Without a CivicRec account, users can check facility availability and rental rates. With a
CivicRec account users can log into CivicRec to create and pay for facility reservations for the
Douglas County Fairgrounds and Lone Star Lake.
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CREATE A RESERVATION REQUEST

DOUGLAS
COUNTY

Get Started
. KANSAS
1) Open an Internet browser and navigate
to the CivicRec Catalog at
Log In/Create Account ~ | B8 Calalot
https://secure.recl.com/KS/douglas- bl '
county-ks/catalog.
2) Click the Log In/Create Account button. e ot
Filter Douglas County KS Fairgrounds

Keyword or code -
Lone Star Lake

v Location

Liry 1 Fal b WO

Enter your login Username and Password
@ Log In/Create Account ~ | 2& Catalog

3) Enter your username. This should be
the email address you used to create EmailiUsfi ==me
the account.

4) Enter your password. Password Pessword sta
5) Click the Log In button. ' Forgot Password? i
NOTE: FS
If you have forgotten your password, click 21
the Forgot Password link and follow the Powered by RECH

instructions for creating a new password. §

Browse and Select Location, Date, Time,

and Rate Type Lone Star Lake Open R

6) Click the tab at the top of the CivicRec
catalog where the facility you wish to
reserve is located.
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7) Locate the facility you wish to reserve
and click it.

Homaby | facos  f Comes ®roldes | @Hep o Lozou
W ca
o Erply
Clow 1 Fikers [rr—— Cpmioe @ PucErms (@) RV Seri oo
a . x
Fier Douglas County KS Fairgrounds Lst  Feirgrounds

4o o "

Giick o Fargrounds at the right s map vicw of avaalslity for ol buidings

© Location
s in advance, ok

- . . Management 756-832-6206, or emai
Douglas Geunty K= mireptiiidauslascountyks or.

Buiding 21 Multiple Rates

Buiking 21- North Wultple Rtes
Buiing 21- Sauh Multiple Rates

Gommurity Ingoar Arena Multple Rates

Gulnary Gammons Comme Nuitiple Rates
Enors Fargrounss Muitiple Rates
Ficry Msating bl Witipla Ratos
Flory Mesting il Exst Muttipls Rates
Flory Meeting Hail West Wultiple Rates
Grassy area Multiple Rates
‘open Pavison Wultiple Rates

Multiple Rates

Residents | B

e
Judicial and Law Enforces
Phane:

8) Read the information about the facility,
fee options, etc.

[ —
Douglas County KS Fairgrounds ust | Fairgrounds ¥
Glick on 'Fairgrounds’ at the right to see a map view of availability for all buildings.
To schedule Major Events more than 12 months in advance, please contact Fairgrounds Management 785-832-5296, or email
mtdept@douglascountyks.org
Building 21 Multiple Rates

Building 21 on the Douglas County Fairgrounds is a great space for auctions, club activities, family reunions, and so much morel This is a
9,544 sq ft building with a rental occupancy of 535. Reserving Building 21 includes access to the North and South sides of the building but
does not include access to the Culinary Commens (commercial kitchen) in Building 21. The Culinary Commons kitchen can be rented for an

additional fee.
Amenities include:

- Option to parition building

Stage (with additional fee)
+ *Podium

= *WiFi

Access to Culinary Commons kitchen (with additional fee)

9) Select the date when you wish to
reserve the facility.

Building 21
Location Douglas County KS F
Email midept@douglascountyks.org

Make a Reservation

1. SELECT DATE

View Facility Rules o o AVAILABLE TIMES:

2019

S Mo T we T F s
HEE :En
I3 Y T L

Click to view more images

SELECT RATE

Hourly/All-Day Rate Sunday - Thursday ($90/Hour ($306 Max)) ~

. SELECT TIME

04129/2019: Please contact Fairgrounds Management at
mtdept@douglascountyks org or 785-832-5296 for assistance with this

reservation.

W Add To Cart
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10) Note the available times and rate
types that are available for the
selected date.

Make a Reservation

1. SELECT DATE

o 2019 °
S5u Mo Tu We Th Fr 35a

[ ] o] s <] <
[ 7[ e[ o] ol 11 3]

AVAILABLE TIME5:

07:00 AM to 10:00 PM
Hourly/&ll-Day Rate Sunday - Thursday

07:00 AM to 03:00 PM
Six hour Block Special- Sunday - Thursday]

04:00 PM to 10:00 PM
Six hour Block Special- Sunday - Thursday]

2. SELECT RATE

Hourly/All-Day Rate Sunday - Thursday (390/Hour (3306 Max)) =

3. SELECT TIME

From: 07:00 AM ~ To: 08:00 AM ~

11) Click the drop-down arrow to view
available rates.

Make a Reservation

1. SELECT DATE

Q u [V s °
50 Mo Tu We Th Fr 5a

EEE ED
E R EEEEE

AVAILABLE TIMES:

07:00 AM to 10:00 PM
Hourly/All-Day Rate Sunday - Thursday

07:00 AM to 03:00 PM
Six hour Block Special- Sunday - Thursday

04:00 PM to 10:00 PM
Six hour Block Special- Sunday - Thursday
2. SELECT RATE

Hourly/All-Day Rate Sunday - Thursday ($90/Hour (3306 MaxD

3. SELECT TIME

From: 07:00 AM ~ To: 08:00 AM ~
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12) Click the desired rate.

Make a Reservation

1. SELECT DATE

O [v]z20 °

S5u Mo Tu We Th Fr 35a

EEE EBEh
| 7[ el ol o] 11z

2. SELECT RATE

AVAILABLE TIME 5:

07:00 AM to 10:00 PM
Hourly/All-Day Rate Sunday - Thursday

07:00 AM to 03:00 PM
Six hour Elock Special- Sunday - Thursday

04:00 PM to 10:00 PM
Six hour Block Special- Sunday - Thursday

Hourly/All-Day Rate Sunday - Thursday ($90/Hour ($306 Max)) =

Hourly/All-Day Rate Sunday - Thursday ($90/Hour ($306 Max)} ~

Six hour Block Special- Sunday - Thursday ($225 - Flat Fee)

13) Select a beginning time and an ending
time. If you selected the Six Hour
Block rate type you must indicate six
hours of time.

W
Make a Reservation
1. SELECT DATE
[ Jul 2015 ('] AVAILABLE TIMES:
07:00 AM to 10:00 PM

Su Mo Tu We Th Fr S5a

[ [ 2] S o] el
[ 7[ &[] o] ro] 11]12] s3]

2. SELECT RATE

Hourly/All-Day Rate Sunday - Thursday

07:00 AM to 03:00 PM
Six hour Block Special- Sunday - Thursday

04:00 PM to 10:00 PM
Six hour Block Special- Sunday - Thursday

Hourly/All-Day Rate Sunday - Thursday ($90/Hour ($306 Max)) =

3.

S 0700 AM - Th: 08:00 AM ~
.
07:30 AM
08:00 AM
08:30 AM
09:00 AM
09:30 AM
10:00 AM
10:30 AM
11:00 AM
11:30 AM
12:00 PM
12:30 PM
01:00 PM W

Multiple Rates
Multiple Rates
Multiple Rates
Multiple Rates
Multiple Rates
Multiple Rates

Multiple Rates

Multinla Ratas
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14) Click the Add To Cart button.

Make a Reservation

1. SELECT DATE

2019 o
S5u Mo Tu We Th Fr 35a

EEE - EE
[ 7[s[ o[ ol 1i]z] os]

(4] Jul AVAILAELE TIMES:

07:00 AM to 10:00 PM
Hourly/All-Day Rate Sunday - Thursday

07:00 AN to 03:00 PM
Six hour Block Special- Sunday - Thursday

04:00 PM to 10:00 PM
Six hour Block Special- Sunday - Thursday
2. SELECT RATE
Hourly/All-Day Rate Sunday - Thursday ($90/Hour (3306 Max)) =
3. SELECT TIME

From: 07:00 AM ~ To: 11:00 AM ~

15) To add additional dates and/or
facilities click the Close link and repeat
the process.

1

#  ltem Total
Rental of Douglas County K5 Fairgrounds Building 21 07/11/2019... $306.00
TOTAL $306.00

NOTE:

If you wish to remove an item from your
cart click the X to the right of the item to be
removed.

#

1.

Item Total
Rental of Douglas County KS Fairgrounds Building 21 07/11/2019... $306.00
TOTAL $306.00

Close W Checkout
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NOTE:

At any time you may return to the Catalog
to add items to your reservation.

am Catalog

1 Account f Connect

Forms

Form

1 Alcohol Permit Applicatiol

Applicati

on for an Alcohol Permit

Complete the Reservation Request

16) After adding the last facility click the
Checkout button.

If the cart window is closed click the Cart
button at the top of the CivicRec window
and then click the Checkout button.

#

1.

Item

Rental of Douglas County KS Fairgrounds Building 21 07/11/2019...

TOTAL

Total

$306.00

$306.00

Closg

its

& Policies

© Help | of' Log Out

B $306.00

X0 1 item

) RV Electrical Hookup...~

List | Fairgrounds

T785-832-5296, or email
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Forms

17) Click the View/Print button next any
of the forms that are relevant to your
reservation.

Forms

Form

1= Alcohol Permit Application

Application for an Alcohol Permit

2 Example Insurance Form

For high impact events or events including large animals proof of liabilty insurance is required.
Click View for an example.

W $646.00
e
CHECKOUT FOR AMY BARNES

W Browse Catalog

2] Forms

[2) Prompts
[2] Waivers

@ Payment

18) Click the Confirm Forms button.

L

r & Confirm

Confirm Forms ¥

€ Browse Catalog

Prompts

19) Answer the prompts.

Prompts

Prompt

General Promet:

Response

1. Please briefly describe your event. (Examples: Birthday
Party, Horse Show. Auction, Wedding)

2. Appro;
event?

ely how many people vil be attending your

3. Would you like to add the kitchen to your rental of
ing #21 (additional $25/day fee)?

IS

Will your event have any of the following: five music,
food trucks, bounce houses, security, andor small
animals (Examples include birds, repiles, felines,
andor canines)? Tier 1 - Low-Impact Event Refundable
deposit of $500 will be added.

Will your event be open to the public? If yes, we will
post your event on our public calendar. Please include
the event contact name and number

6. Do you have any additional comments or requests
Tivestock VE A

500 characte(s) emaining

Select an option... ~

Yes ONo ®

Yes ONo ®

W $646.00

2items.

CHECKOUT FOR AMY BARNES

€

Browse Catalog

Forms.

<

Prompts.

—
<

Waivers

&

Paymen

& Confim

Submit Responses

< Forms.

20) Click the Submit Reponses button.

Prompts

Prompt

General Prompts

1. Please briefly describe your event. (Examples: Birthday
Party, Horse Show, Auction, Wedding)

imately how many people wil be attending your

Would you like to add the kitchen to your rental of
Building #21 (addiional S25/day fee)?

Will your event have any of the following: five music,
food trucks, bounce houses, securly, and/or small
animals (Examples include birds, reptiles, felines,
and/or canines)? Tier 1 - Low-Impact Event Refundable
deposit of $500 will be added

Will your event be open to the public? If yes, we will
post your event on our public calendar. Please include
the event contact name and number.

6. Do you have any additional comments or requests

AV Equipment, WFi password, etc)

Response

500 character(s) emaining

Select an option... ~

Yes ONo ®

Yes ONo ®

B sgde.00
b ters

CHECKOUT FOR AMY BARNES
w Browse Catalog
Forms

Prompts

Waivers

bmit Responses $

€ Forms

CivicRec: Create and Manage an Account
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Waivers

21) Read through the waivers. There will
be at least one and usually more than
one to sign. At the end of each waiver
is a checkbox indicating you agree to
the waiver.

[] | agree on behalf of Amy Barnes

Applies to:

22) Click the checkbox to display the
Waiver Signature box.

Waiver Signature

Please sign on the line:

Clear/Reset

Close

Save

23) Using your computer mouse or other
pointing device connected to your
computer sign the waiver and click the
Save button.

Waiver Signature

Please sign on the line:

Close]

Save

CivicRec: Create and Manage an Account
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B $671.00

2 items

CHECKOUT FOR AMY BARMNES

24) Scroll to the top of the page and click w Browse Catalog
the Confirm Waiver Agreement. .
[¢¥] Forms
NOTE: [¥] Prompts
If you have signed the waivers for a I || Waivers

previous reservation you might not have to
sign them again this time. Waivers will

need to be signed once each year before a Review & Confirm
reservation can be completed.

@ Payment

Receipt

Confirm Waiver Agreement b2

€ Prompts

Payment /
Item Price
T
1. Rental of Douglas County KS Fairgrounds Building 21 07/11/2019 7a-11a $306.00
. . (Hourly/All-Day Rate Sunday - Thursday) Paid Later W Browse Catalog
If you wish to remove anything from your
. . 4 2. Rental of Douglas County KS Fairgrounds Community Indoor Arena 07/12/2019 7a- $340.00 8 Promets
reservation click the X to the right of that
Total Charges $671.00 I ® Payment
1tem. oy Lot it P—
Net Charges $0.00 GE
< Waivers

CivicRec: Create and Manage an Account Page 10




Review and Complete the Reservation
Request

25) Click the Review Transaction button.

Payment

Item

1. Rental of Douglas
(Hourly/All-D:

County KS Fairgrounds Building 21 07/11/2019 7a-11a
Rate Sunday - Thursday)

Price

$306.00
Paid Later

the current screen.

Return to
previous screen

You will have the ability to make changes

. . Review Transaction
before completing the transaction. T

26) Click the Complete Transaction
button.
You will receive an email confirming your evion & Coni
reservation request. This email will have a _ I
Registration Receipt attached to it. . I
I"«‘;a:\(::::z-/::‘gi\;s.foR\::\:yF:iaFyagZ:?‘:::; Community Indoor Arena 07/12/2019 7a- 534?0 ‘U‘D : ::""::j
Total Charges $671.00 ® Payment
Once the reservation has been approved == = ==
an email will be sent to you indicating the Payment Summary
approval.
You will also receive an email giving you
the ability to pay for the reservation.
$25.00 |¥] Forms
- [#¥ Prompts
$340.00
NOTE Paid Later [ Waivers
o . . $671.00 I@ Payment
At any point in the process, if you wish to
. . 7] Review & Confirm

move back to a previous step click the £
previous step name beneath the button for $0.00 Receipt

Review Transaction ¥

CivicRec: Create and Manage an Account
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Departments | FAQ | Maps | Contact Us

14)DOUGLAS COUNTY

Paying for the Reservation

Once your reservation request has been
approved you may return to the CivicRec
site to submit your payment.

After logging in do one of the following:

e click the Cart near the top right of
the Catalog screen, or

NOTE KANSAS
If you wish to view the items in your cart
again, click the Catalog button at the top of b‘ ﬁw $
most screens and then click the Cart. o o
& Policies | @Help o Log Out

$671.00

2 items

Public Events

List | Fairgrounds

Management 785-832-5296, or email

n Multiple Rates

Multiple Rates

e click the Pay button near the top left
of the Catalog screen.

Click the Add button to add the charge
to your cart.

mm Catalog & Account f Connect

Balance due soon: $340.08 | & pay~

Fairgrounds Buildings ﬁ

Clear All Filiers

2, Filter

Douglas County K

&8 Catalog & Account f Connect

Balance due soon: $340.00 | B Pay v
j Douglas County KS W Add
Clear Al Fifters el Fairgrounds Community Indoor
& Arena Jul 12, 2019 7:00 AM- I
- Filter Dou 11:00 AM - Hourly/All-Day Rate
Keyword or code... x Friday-Saturday: $85/Hour

Click ($520 Max) - PERMIT #2194 rai
¥ Location

Taschedule Mainr Fuants mare than 12 manths in aduancd
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Developer  Adobe PDF

Ignore ﬁ*(i@(i L:.i Emecting | ¥ Rules

> 5L Prnd

EP Actions~ B Related~
& Junk- Delete | Reply Reply Forward [ ppore~ | Move Mark Categorize Follow  Translate Zoom | Phish
Al - Uniead = Upr - Select~ Alert
Detete Respond Move Tags 5 Editing Zoom  Knowed ~

Thu 471872019 8:35 AM

Douglas County, KS <noreply@recl.com>
Douglas County, KS - Payment Due Soon - Invoice Date 4/18/2019

@ fthere are problems with how this message s displayed, click here to view it in a web browser.

Thank you for registering with Donglas County, KS.

Your balance of $200.00 is due by 03/30/2019. Click "Pay Now" below to complete your payment.

You can also pay by clicking the Pay Now
button in the email you receive from
Douglas County. g

031302019

Invoice
04/18/2019 09:34 AM

Account Information

TESTTEST

1 E 11th St

Lanrence, KS 66044 United Stales

item Amount Due
Douglas County KS Fairgrounds Flory Meeting Hall West Apr 29, 2019 7-00 AN-12:00 PM - Hourly/All-Day Rate Sunday-Thursday: $40/Hour (8336 Max) 5200.00

Total Due $200.00

Donuglas County, KS

111 E 11th Street
Unit 202
Lawrence, KS 66044

586

# Item Total

1. Payment on Balance Due: Douglas County K5 Fairgrounds Comm.._ $340.00
Your cart will open.
Click the Checkout button.

TOTAL $340.00
Payment
Item Price
CHECKOUT FOR AMY BARNES
1. Payment on Balance Due: Douglas County KS Fairgrounds Community Indoor $340.00

Avena Jul 12, 2019 7:00 AM-11:00 AM - Hourly/All-Day Rate Friday-Saturday:
§85/Hour (§520 Max) - PERMIT #2194 - DUE 06/12/2019

1 1 H . IQ Payment
Enter your credit card information and click -
the Review Tra nsaction button. Credit/Debit Card | (-

visa B B =g

s Review Transaction
Cardholder Name Ay Barnes -

Address 111 E11th st

 Browse Catalog

City, State, Zip Lswrence Ks ~| [es0as

Terms & Conditions.
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You may also pay by sending a check to the Douglas County Maintenance Office.

The check should be payable to Douglas County Board of County Commission and mailed
to:

Douglas County Maintenance Office
111 E 11 Street
Lawrence KS 66044

You may also make an appointment to stop by the office to pay by check or credit card in
person.
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