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OMS Pending Payment Processing – How To 
 
Pending payment is a transaction for which payment has not yet been received.  Payment is due 
within 14 days of booking the resource. Upon receipt of payment, the reservation is confirmed.  
This may be used for government entities and non-profit organizations that do not have credit 
cards.  Park staff will enter this transaction(s) as payment pending and the customer will be billed 
for any applicable fees that may apply. 
 
Enter A 'Pending Payment' Reservation 
Process (Pay Off) a 'Pending Payment' Reservation 

 
 
Entering a Pending Payment Reservation: 
 

1)  Click on the ‘Make A Reservation’ link: 

 
 

2) Search for the site you want to reserve: 



OMS Pending Payment Processing – How To  Page 2 
 

 
 

3) Select the site you want to reserve by clicking on the ‘View Site’ link for that site. 

 
 

4) If the site is available and reservable for the dates you want, click on the ‘Reserve Now’ button. 
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This will take you to the ‘Customer Search’ page.  If your customer is already in the system, you can 
default their information into the reservation by clicking on their name.  If they are not already in the 
system, you will need to add them by clicking on the ‘New Customer’ button and entering their 
information. 

 
 
Enter the reservation as you would any reservation.  Confirm the name and address information.  Select 
the appropriate ‘Vehicle Permit’ choice.  Click ‘Continue’. 
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Verify the order information then click on ‘Invoice’. 

 
Clicking on ‘Invoice’ takes you to the ‘Payment Information’ screen.  Here you will have the option for 
‘Payment Pending’.  If you do not have this option, you do not have security rights to make a pending 
payment reservation.  Talk to your park manager. 
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Once you click on ‘Continue’ in the ‘Payment Information’ page you will be taken to the Invoice page.  
The reservation process is complete.   

 
 
 
Processing (Paying Off) a Pending Payment Reservation: 
 
All reservations that are in a ‘Pending Payment’ state will show on the ‘Pending Payments (##)’ page, 
and will show in the Pending Payment count on the ‘Main Menu’. 
 

 
 
 
 
Applying a Payment: 
Once you have the payment from the customer (or a credit card number), go to the ‘Pending Payments 
(##) link on the ‘Main Menu’.  In here select the ‘Process Payment’ link for the appropriate reservation 
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record.

 
 
This will take you to the ‘Payment Information’ page where you can choose the appropriate payment 
method. 

 
 
 
 
Payment Options:  
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Note:   You can choose ‘Payment Pending’ again here.  Selecting this option will have no affect on the 
reservation record.  If you click on the ‘Continue’ button with this selected, you will be taken to the 
invoice screen (with same info as in picture above).  The system does nothing with the reservation. 

 
 
Choosing ‘Online’ will take you to the same screen the user would see had they done the reservation 
online.  Here you can enter their credit card information and the system will charge their credit card.
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Choosing the ‘Cash/Check’ or ‘POS’ Options will take you to the invoice screen.  These and the ‘Online’ 
options will also clear the reservation out of the ‘Pending Payment’ screen (it will be marked as paid in 
the ‘Reservation Details History’ screen under the ‘Billing Information’ section). 

 
 
The ‘Reservation Details History’ screen under the ‘Billing Information’ section: 

 
 


