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Make a Facility Reservation in OMS – How To 

 

1) Go to make a Reservation 

 

 

 

 

 

 

 

 

 

 

2) Navigate to the resource you wish to reserve, in this case the Event Center at Lewis and Clark 
Interpretive Center.  Select your arrival date to check availability. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Making a Facility Reservation in OMS  – How To  Page 2 
 
 

3) You will now see the times available to reserve the resource.  You will see 3 time frames and the 
availability of each.  You are able to reserve each block to a different customer if needed.  
Change the start and end times to reflect how long the current customer will require the 
resource.  Some resources have half day prices, reserving 2 or fewer blocks will count only as a 
half day.  Hit reserve now to continue with the reservation.

 



Making a Facility Reservation in OMS  – How To  Page 3 
 
 

4) Search for your customer, hit new customer if you cannot find them. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

5) You will now be prompted to fill out the facility use agreement which will take the customers 
information.
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Event details including alcohol use

 
Vehicle permit options and terms of use, click continue when you have completed filling out the 
information.

 
 

6) You will be taken to your shopping cart details where you can continue shopping and reserve 
multiple resources, or go to the invoice and accept payment. 
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7) You must get customers acknowledgement on the cancel and change fees of the reservation. 

 

 

 

 

 

 

 

8) You will then be taken to a form of payment, we recommend Online Credit Card
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9) Fill in customer billing information. 
Note: the screenshot shows credit card information that will work in test.

 
10) You will then see the payment confirmation page. Write down the reservation number to look 

up the facility use agreement
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11) If you need to print out the facility use agreement or make any changes go to Edit reservation

 
12) Search by the reservation number, or however else you need to find the reservation

 

Change will allow you to change the date and time of the event
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Cancel will allow you to cancel the reservation, keep in mind the fees the customer may pay for 
canceling a reservation too late. 

 View will allow you to look at the details of the facility use agreement.  Clicking generate agreement will 
take you to the filled in PDF of the event which the customer must sign.
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Hitting Edit will allow you to make changes to the PDF document.  Or to change when you have received 
their insurance document.
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13) Administrative information on the facility use agreement can be found in the miscellaneous 
menu 


