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Existing Clients
If you have registered for programs or purchased 
memberships with the CVRD Sports & Aquatic 
Centres - you already have an account. Click on the 
‘Register for Activities & Programs’ button, then select 
the button that says ‘Create Online Registration 
Account.’  Log in with your current email address, 
and select ‘Forgot Password’ and you will receive a 
program generated temporary password to access your 
account. 

Not sure if you have an email address on file?  Please 
contact Customer Service for assistance.  

New Clients
Please note that the account Primary Contact must 
be the first person added to the account. 
Click on the ‘Register for Activities & Programs’ 
button,  then select the button that says ‘Create Online 
Registration Account.’ At the login screen, select 
‘Create An Account’ - fill in the required information 
and click ‘Submit’.  Once created, the program will 
email you a temporary password to access your 
account.

Do you need to add a family member?  While in your 
account, select ‘Add Family Member’ and fill in the 
required information.

Is your information correct?  While in your account, 
click on the little arrow (>) corresponding to your name 
on the right hand side of the screen to bring up your 
account details.  If you need to change anything, click 
on the green ‘EDIT’ button.  Please note you will need 
to change the contact information (i.e. phone number, 
email address) for each family member.  

LET’S GET STARTED - SET UP YOUR ONLINE REGISTRATION ACCOUNT!

Once your account has been created, you are ready to 
register for courses or programs.  Browse the menu to 
find your course or activity, then click on the ‘Register’ 
button and follow the onscreen instructions. 

ONLINE REGISTRATION INSTRUCTIONS

Once your account is set up, you can register for any 
of our programs.  
•	 From your account page click on the ‘Program 

Registration’ to navigate to the program menu
•	 From the CVRD Recreation page, click on the 

‘Register for Programs & Activities’ button to 
navigate to the program menu (you will be prompted 
to login when registering for a program)

Navigating the Menu
•	 Do you know what class you want?  Before you 

start searching, it is helpful to know what you need.  
Have a look at the recreation guide online to see 
what may be available to you.  

•	 There are menu options to assist you in filtering 
your selection results.  For example, are you looking 
for Level 1 swimming lesson on Saturdays only?  
You can select Saturday from the list on the left 
hand side of your menu screen, then select Red 
Cross Lessons, then Level 1.  

•	 When you find the session that works for you, 
click on the Register button and proceed with the 
registration.

Do you need assistance?
•	 Please check out our FAQs link to answer many of 

your questions
•	 Personal assistance is available during operating 

hours by contacting our CVRD Sports & Aquatic 
Centres Customer Service Representatives:

Sports Centre, 3001 Vanier Drive, Courtenay
250-334-9622 ext. 2

Aquatic Centre, 377 Lerwick Road, Courtenay
250-334-2527 ext. 0
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Navigating the Menu
•	 If you’re not sure what you’re looking for, the menu 

is divided into categories:  Aquatics, Camps/Pro 
Days, Fitness and Ice Programs.  Each category 
has sub categories - which lead you into specific 
programs.  At any time you can click on the Back 
button to return to the main menu.

•	 As you navigate into each activity, you will see 
options you may select on the left side of the 
screen.  For example, if you want a Camp/Pro-D 
day activity in the pool, you would select ‘Aquatic’ 
under that heading.  On the left of the screen you 
are able to choose which camp you want (in this 
case Red Cross Swim Camp) and only that event 
will appear in your results.  

•	 You can see on this screen all 
the program information.  The 
session starting Aug 6 is full, but 
you can be added to the waitlist.

•	 The camp starting Mar 16 has 
space, and you can register.  
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Advanced Searching
•	 On the top right hand corner of your menu screen, there 

is a search function.  In this example we have searched 
for Level 1 swimming lessons.  

•	 The second screen will provide you with ALL the Level 1 
swimming lessons available for registration - these have 
been filtered by selecting the Saturday check box, so 
only those classes running on Saturdays appear.  

•	 The search function may be helpful to see what options 
regarding dates and times.  Hint: if the list is long you 
can click on the blue ‘Event Date’ column heading on 
the second screen and it will sort them in date order.  

•	 Do you want to search for more than one event at the 
same time?  See where the “Level 1” has shown up on 
the top left side of the screen?  See next page to see a 
search for multiple classes.  
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Searching for Multiple Events
•	 In the search bar at the top left of the screen 

“Sunfish” and “Level 4” have been added.  When 
you use this function, the event names must 
be enclosed in start and end quotation marks 
(“course name”).  

•	 Saturday has been checked, and the column 
heading Event Date has been clicked to sort them 
by date.

•	 You can clearly see what options may be available 
to register 3 children in their respective levels in 
Saturday lessons!  

•	 You can click on the ‘View Details’ button to the 
right of your screen to check for space available, 
and/or REGISTER from that screen.

•	 Click on the back button to return to this screen - 
but you will have to re-select the day, and re-sort 
the Event Date when you navigate back.  

Program Registration
•	 When you select ‘Register’ from any screen, it will 

navigate to that class information.  You will see the 
dates, times, classes, course description and fees 
for that event.  

•	 Click on the REGISTER button near the top of the 
screen to register for that event.  If you are logged 
in to your account, it will put the item in your cart.

•	 You will then have an option to ‘checkout’ at the 
bottom right of your screen - or ‘continue shopping’ 
to the bottom left of your screen.

•	 Note that items will stay in your cart for 15 minutes.
•	 If you change your mind, you can go to your cart 

and click on the X beside the item to cancel the 
registration.  

•	 When you have finished shopping, click on checkout 
and follow directions for payment.  

Do you need assistance?
•	 Please check out our FAQs link to answer many of 

your questions
•	 Personal assistance is available during operating 

hours by contacting our CVRD Sports & Aquatic 
Centres Customer Service Representatives:

Sports Centre, 3001 Vanier Drive, Courtenay
250-334-9622 ext. 2

Aquatic Centre, 377 Lerwick Road, Courtenay
250-334-2527 ext. 0


