Directions for private swim lesson registration - Erie Community Center
Private Swim Lessons Online Registration 

1. Log into your ActiveNet account at https://apm.activecommunities.com/townoferie 
2. Click on Register for Activities 
a. Under Account Options – Other Services
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3. Search for your activity
a. Type “Private” or “6347” under the Search by keyword OR number.  The current month or season of private lesson will show up.  Click on Private/Semi Private Swim Lesson
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4. Add Private/Semi Private Swim Lesson to your cart
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5. Select the name of the participant from the drop down and click Continue
[image: ]

6. This takes you to the Private Lesson Booking’s page
a. There are a few ways to utilize this page and an outline of them can be found below.
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Option 1 - You know the name of the instructor you would like to work with:
· Under select all instructors to search for:
· Find the instructor you want to use under Available
· For this example we used Cody Carson

[image: ]Click on Cody Carson and the name highlights in blue
Next click on the >> 
This places Cody Carson in the selected are:
[image: ]
· Once selected you can determine Cody Carson’s schedule by selecting each day of the week, all times of the day and for an entire month.  
1. Fill in the spaces marked in red and click on search:
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· This will generate a list of the days, times and dates that you put in your search frame.  
· Now you will see the instructor you chose  
· X indicates the instructor is not available and       indicates the instructor is available.  


[image: ] Refer to page 9 for next steps for booking your lesson
Option 2 – You have no preference on instructor but would like a specific day and/or time:
· Under select all instructors to search for:
· Highlight all of the instructors under Available (they will all turn blue)

[image: ] 
Next click on the >> 
This places all of the available instructors into the Selected are:
[image: ]
· Once all instructors are selected you can define your dates and times under Select dates and times to search for:
1. Under 1st date and last date - you can:
· Search the entire month by inputting the first and last date of the month 
· Search a specific “window” by inputting the dates you are available for
[image: ]
2. Define when you are available under Time Range:
[image: ]
3. Next pick the Days of Week: 
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Option 2 – continued 
4. Now click Search to begin 
a. This will generate a list of your preferred days and dates for all instructors.  X indicates the instructor is not available and       indicates an instructor is available.  


You can sort By Date:[image: ]
Or you can sort By Instructor:
[image: ]
Refer to page 9 for next steps for booking your lesson
Option 3 – Narrowing your search
· In options 1 and 2 you created large search windows that generate a lot of information.  To help narrow your results you can become more specific:
· Below are the search results from Option 2
· You may have noted that there are only two instructors that match your specific day and/or time preference during your search. 
[image: ]
· You can go back to Select all instructors to search for and unselect the instructors that do not meet your preferences. (In this example you will keep Michael P. and Cody C.)
· Highlight those who do not match your preference and click <<
[image: ]
· This moves the instructors back to the Available column and keeps the instructors that match your preference in the Selected column
[image: ]
Option 3 – continued 
After you have only the instructors that match your preference selected you will want to check your date and time preferences.  They should be saved but if not you will want to redefine this area (pg. 5):
[image: ][image: ]
Now
This will provide you with a more defined search window:
[image: ]
Refer to page 9 for next steps for booking your lesson






Next step booking your lessons:
After defining your availability and clicking Search a grid with your preferences will appear:
· Click on the       that matches your preferred instructor, date and time.    


· [image: C:\Users\amays\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.IE5\TLZLP2O5\check-303494_640[1].png]A       will appear in the selected box 
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· Once you have selected all desired classes submit by clicking Add to List
· This will generate a list of the classes you have booked:
[image: ]
· If everything looks correct click Continue




· Clicking Continue will take you to the Enrollment Detail page
· Here you can –
· Change who will be participating in the lesson
· Select if this is a private or a semi-private lessons (required)
· If you are requesting a semi-private (2 students) you will be prompted to fill in the name of the second student. 
· Finally the price will be tallied for you at the bottom of the Enrollment detail box.  The price is automatically tallied based on the number of lessons you enroll in.
· Private lesson Cost Per class: $25.00 for resident $29.00 for non-resident
[image: ]
· If everything is correct click Continue and you will be taken to your Shopping Cart
· [image: ]Click on 

· Initial the wavier and click that you agree with the consent waiver then click [image: ]
· Fill out your Billing Information and click [image: ]and you are all set
Considerations:
· Program details:
· Private lessons can be booked online by logging into your ActiveNet account, at http://erieco.gov/169/Parks-Recreation, by calling the swim lesson hot line 303.926.2562 or with guest service.
· Days and times are based on instructor availability 
· Private lessons can be booked monthly with registration opening one week prior to the start of each month
· All lessons must be booked 48 hours in advance
· Fall activity numbers and registration dates:
[bookmark: _GoBack][image: ]
· Private lessons cost: $25.00 per 30 minute class for residents and  $29.00 for non-residents
· Registration details:
· Although not a requirement it is suggest that you stick with the same instructors, day and time.  Consistency will help with the progression and development of swimming skills.  
· Did you select your instructor but didn’t see any availability? Try this: 
· Click on your instructors name and their Hours of Availability will appear
[image: ]
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· Default hours will always state “closed”

· Exceptions will show that specific instructors availability  
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