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Park Shelter Reservation Guide 

1. Sign into your Harrisonburg Parks & Recreation account at webtrac.harrisonburgva.gov. 

2. Need an account? Follow the steps on the website to request your account. Forgot your 

password? Follow the steps on the website to request a new password. Still having issues logging 

on? Contact the front desk at 540-433-2474.  

 

3. Once you are logged in, you will see the main online registration page. Under Quick Links, select 

Shelter Reservations.  
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4. From here, you will select the Date and Park Location you are looking to reserve under the 

Facility Search Criteria. Once you’ve done that select Search.  

 

 

 

5. Once you’ve selected Search, your search results will appear. If there are multiple shelters at a 

Park Location, they will be listed under the search results.   
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6. You can now book the shelter for your specific date. To do this, you will select the box that says, 

‘10:00am-6:00pm Book Now’.  

* Shelter permits are only issued for the entire day from 10:00am-6:00pm. The time cannot be 

adjusted on the shelter permit. * 

 

7. After this is selected, a box will appear at the bottom of the screen. If you are using a phone, 

you may have to scroll down to the bottom of the page. When the box appears, select Add to 

Cart. 

 

8. After Add to Cart is selected, you will be asked to provide a Facility Headcount. This is where 

you will type in an estimate of how many people will be at the shelter. Once you type this 

number in, select Continue. 
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9. After Continue is selected, a list of family members in your account will appear. This is 

where you check the park shelter box under your name. Once you’ve checked the box, 

select Continue.  

 

10.  After selecting Continue, a park shelter reservation Questions, Waivers, and Rules and 

Regulations will appear. From here, you must first fill out the Reservation Purpose and 

Reservation Comments under the Questions box.  
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11.  After you’ve completed the Reservation Purpose and Reservation Comments, you must 

read the Park Rules and Regulations, Cancellations/Refunds Policy, and the Facility Use 

Policy Agreement. 

Once you have read over those rules, regulations, and policies, you will select your 

signing method, type your name, and sign using your mouse.  

From here, you will select Continue.  
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12.  After selecting Continue, you will be brought to your Shopping Cart. The shopping cart 

will have the description of your reservation and the $35 fee associated with the 

reservation. If everything looks correct, select Proceed To Checkout.  

*Please double check that your reservation is correct. You can double check the date 

and shelter in your shopping cart before processing your payment.* 
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13.  After selecting, Proceed To Checkout, the Summary of Charges and Billing Information 

will appear. Everything highlighted in the red boxes should auto populate. If you need to 

change anything in those red boxes, you can do so by typing in the new information.  

After looking over the summary of charges and billing information you can select 

‘Continue’. 
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14.  After selecting Continue, the Payment Page will pop up. This is where you will enter in 

your credit card information. Please check that your billing information is correct and 

that the email address you have on file with us is updated.  

 

Having issues paying? Do not use the auto filled feature and enter your card in 

manually. You can also try clearing your cache.  

 

15.  After entering in your credit card information can will select Submit Payment at the 

bottom left-hand corner of the page. Once you select Submit Payment, your receipt will 

be sent to you.  

Park Shelter Reservation signs are posted on the park shelters by Harrisonburg Parks & 

Recreation staff. We do ask that you keep a copy of your receipt and have this on hand 

the day of your reservation should any issues arise.  

 


