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Online Citizen Portal Registration Instructions 

 

Welcome to the City of Woodland Recreation Citizen Portal, an online guide to all of the 

sports, activities and programs designed with you and your family in mind.  The following 

guide contains step by step instructions to make registering yourself and your family 

members as easy as one, two, three. 

Although you can browse classes and the activity guide at any time, to begin taking full 

advantage of the Online Citizen Portal, you are invited to register for a free user account, 

which will allow you to sign up for programs, sports and other activities right in the 

comfort of your own home, or on-the-go.  



Begin by registering for your user account; simply click the “Register” link in the upper 

right corner of the page.

 

Next, you’ll be prompted to fill out your basic contact information.  Begin with your 

account information first.  If you need to register your children or other family members 

you’ll be able to register their user accounts, linked to your account after you have first 

established your account.  For parents, this will give you the ability to register your children 

or other family members right from your user account. 



 

 

 

 

 

 

 

 



Clicking the ‘Next’ button will bring you to the Billing Address Page.  Fill out your address 

and click the Next button. 

 

Next you’ll be prompted for your email address.  This is a required field and will be used 

as your account username. 



 

The final confirmation page will give you a chance to review the information you’ve 

entered.  If you need to make changes, click the Back button.  If everything looks correct, 

click Save. 



 

 

 



After clicking the save button, an email will be sent to the email address you entered 

which will contain a temporary password and a link that says, “Complete Account 

Registration”.  Click on the link to return to the home page of the Portal where you can 

click on the Sign-In link to complete your registration. 

 

 



 

 

Enter your username (which is the email address you used in registration) and temporary 

password to sign into your new Parks and Recreation Portal account. 

 

The first time you log into your new user account you will be prompted to change the 

default, temporary password provided in the “Welcome” email (the temporary password is 

also referred to below as the ‘Old Password’).  The ‘New Password’ is the password you will 

be creating and once you create your ‘New Password you will no longer use the 

Temporary Password (Old Password), which was only needed to securely provide your 

initial login, so that you, and only you can access your account and set the New Password 

to one that is meaningful to you and that will be easier for you to remember. 



 

Once logged into the system you can add other dependents through your profile if you’d 

like. 

Adding Relationships/Dependents. 
 

When you add another user account, such as a child, spouse or other relationship, from 

the user account you are logged into the system from, the system will create the new user 

account in the system and it will be linked to your user account.  For example if a parent 

would like to register their child (or any other linked relationship) for an activity, the parent 

can do so right from their own user account. 

Once logged into your user account, click on the “Profile” button in the upper right hand 

corner of the screen. 

 



Once on the Profile page you will see all of your contact information.  Scroll down to the 

“Relationship/Dependents section and click the ADD button. 

 

 

 

 

 

 

 

On the Contact details page, enter your first relationship, such as a child, spouse or other 

relationship. 



 

 

 

 

 

 

 

 

 



On the Billing Address page, if the person you are registering lives in your household then 

you can check the box stating, ”Same as parent or guardian” and the system will pull in 

your address values into the contact you are creating.  If they have a separate address you 

can type it in the fields provided. 

  

On the Relationship page, indicate who the person is in relationship to you.  For example if 

the person you are adding is your “Child” then, select child.  If the person is your “Spouse”, 

then select spouse, etc.  You can also choose whether the person is an emergency contact 

or add them to the call priority list.  If the person is a child you may not wish to make 

them either. 



 

On the Confirm page, verify the information entered is correct, click back to adjust or if 

everything is correct, click the save button. 

 



Now the new Relationship shows up in your account and you can register them for classes 

or activities on the portal, in which they are age group compatible. 

 

Below is an example of how you will select the Registrant from a drop down menu when in 

the shopping cart. 

 

 



 


