
HOW TO: Book a Community Garden Plot online at www.ParkPASS.org 

 

From your Internet Browser – access the ParkPASS website by entering:        www.parkPASS.org 

 You will receive the ParkPASS website homepage 

  

 

 First – You should access your ParkPASS Account 

NOTE:  If you do not already have a ParkPASS account you will need one created in order to 

book a Garden Plot - Please review the following document describing how to create an account 

online: 

 ParkPASS – How To Create an Account Online 

 

 Once you have your ParkPASS Login ID and Account Pin - Click on the My Account Button 

  

 

 

 

 

http://www.parkpass.org/


 You will receive the ParkPASS User Login window 

  

 Enter you ParkPASS Login ID and Account Pin info in the appropriate fields 

  

 Click on the Sign-In button 

 

 Receive the ParkPASS My Account page  

 At the top of the window – it will display that you are logged onto your account 

    



 This page will contain a listing of all clients on your account 

 You are now ready to proceed with Searching for and Booking a garden Plot 

 

From the ParkPASS My Account page – After you have accessed you account: 

 Click on the Rental Info & Booking Tab 

  

 

 Receive the ParkPASS – Rental Info& Booking window 

  

 From this window – you will proceed with: 

o Finding the Community Garden of your choice 

o Determine if there are any available Garden Plots at that Garden 

 

 

 

 

 

 

 

 

 

 



 Click on the Book facility by location option under the Book Facility listing 

  

 

 Receive a window listing the Complexes 

NOTE:  From this listing is where you will select the appropriate Community Garden for which 

you will want to select a Garden Plot 

  

 The names for the Five Community Gardens are as follows: 

o Bradley Local Park Community Garden 

o Briggs Chaney Community Garden 

o Maple Avenue Community Garden 

o Sligo Mill Overlook Community Garden 

o South Germantown Community Garden 

 

 

 

 

 

 

 



 Using the scroll bar on the right – scroll down to the Community Garden for which you wish to 

search for a garden plot 

NOTE: In our example we are using Briggs Chaney Community Gardens 

  

 Click on Briggs Chaney Community Garden 

 Click on the Next button 

 

 Receive a window for selecting the Function 

   

 Click on the Function Field and receive a listing – Internet – Community Gardens 

   



 Click on the Internet – Community Gardens listing and it will appear in the Function field 

      

                            

 Click on the Next button 

 

 

 Receive the Search Available Dates window 

  

 Enter a date range from Feb. 1, 2011 (Start of the 2011 Garden season) to Jan. 31, 2012 (End of 

the 2011 Garden Season) 

NOTE:  we are having our clients book only one date – that being the last date of the season when 

booking online. 

By doing so – it reflects you signing up for the entire 2011 season. 

 After setting the Search date range – Click on the Search button 

 

 This will submit a search of the Community Garden you selected (Brigs Chaney Community 

Garden) and determine which Garden Plots are still available for renting for the 2011 Garden 

season 

 



 Receive a listing of all the remaining available Garden Plots for the Community Garden you 

selected 

  

 

 

  

 The listing will show you the remaining Garden Plots that are still available for that Community 

Garden 

NOTE:  Each plot is numbered (or lettered) and has a square footage amount for that plot at the 

end of the plot name.  This could differ between plots in a particular Community Garden – fee 

would differ 

Example above – Plot #102 is 625 feet,  plot #31 is 300 feet 



 Click on the Book checkbox for the Garden Plot you wish to Book 

 Click on the Add button 

 

  

 Receive the ParkPASS: My Shopping Basket reflecting your Garden Plot choice 

  

 You can either proceed to checkout 

o Click on the Go to Checkout button 

OR 

 Select another Garden Plot from this Garden or Go to another Community Garden 

o Click on the Continue Shopping button 

OR 

 You can clear your basket by Clicking on the Clear Basket button 

When you are finished, proceed to Go to Checkout where you will need a Credit Card to pay for the 

Garden Plot(s) you wish to Book. 

Be sure to print off your confirmation after paying for your Garden Plot(s). 


