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City of Boulder Open Space and Mountain Parks  
On-line Facility Use Agreement and Permit Instructions 

 
 
Step 1: 
 

• Read the information listed on the “Renting Picnic Shelters and Facilities” page. 
 
• Select “Book a Facility Now” when you are ready to begin the on-line process. 

 
 

 
 
 
Step 1: 
 
• Select the “Apply for a facility use permit” link to begin a new permit. 
 
• Select the “Modify an existing permit” link to make changes to an existing permit. 
 
• If you require administrative staff assistance during the on-line process, you will be charged a $25 
administrative fee. 
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Step 2: 
 
• Select the facility, date, and time.   
 
• Check availability by clicking on the small calendar icon.  
  
• The time remaining is shown in red at the top of the screen. 
 
• The “View Pricing” link in red shows the prices of each facility. 
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• The chart below shows the capacity limit for each facility.  The “X” indicates a facility is at 

maximum capacity and not available for reservations during the time listed.  “Closed” indicates a 
facility is closed for the time frame given. 

 
• Click “Add Facility to Reservation” to continue with the permit process. 
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• The Reservation Summary Chart shows the facility, date, and time you selected.   
 
• Click “Continue” to proceed to applicant information or “Quit/Exit Queue” to logout. 
 
• The trash can icon on the left of the chart deletes the reservation. 
 
• The pencil allows you to modify your reservation. 
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Step 3: 
 
• Fill in the applicant information. 
• The * are required fields. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
• Select “Save and Go Back” to make changes to facility, date, or time. 
• Select “Continue” to move to Step 4. 
• Select “Quit/Exit Queue” to terminate the reservation process. 
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Step 4: 
 
• Select the number of parking permits you require for your event. 
 
• Select “Save and Go Back” to make changes to facility, date, or time. 
 
• Select “Continue” to move to Step 4. 
 
• Select “Quit/Exit Queue” to terminate the reservation process. 
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Step 4: 
 
• Read the Applicant Terms and type initials in the box. 
 
• Verify that the applicant and facility information is correct or make any necessary changes. 
 
• Select “Go back & edit” to make changes. 
 
• Select “Pay Online with Credit Card” to pay with VISA, MasterCard, Discover, or American 

Express. 
 
• Select “Quit/Exit Queue” to terminate the reservation process. 
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Step 5: 
 
 
• Enter in credit card type, number, expiration date, CVV code, cardholder name, and billing 

address. 
 
• Select “I authorize this transaction” to continue with reservation process. 
 
• Select “Save & Go Back” to make a change to your permit. 
 
• Select “Quit/Exit Queue” to terminate the reservation process. 
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Step 6: 
 
• The permit is complete once you get to the “Thank You” page. 
 
• Write down the permit and confirmation number for your records. 
 
• You can print a copy of the permit by selecting the “View Permit” link 
 
• The “Print Page” link prints the “Thank You” page. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


