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SHOW TO REGISTER ONLINE : Out of Pocket & DDA 
 

Go to  

https://rec.cityoffederalway.com 

Select “Inclusive Recreation”    

 

OR select this direct link 

Federal Way Parks and Recreation - Activity Search (cityoffederalway.com) 

SIGN IN 

1. Select  “My Account” Sign in/Register 

(Upper right-hand corner) 

THE PAGE WILL LOOK LIKE THIS 

2. Enter username and password 

 

 

IF YOU HAVE NEVER LOGGED INTO YOUR ACCOUNT PLEASE SELECT FORGOT USERNAME  

DO NOT CREATE NEW ACCOUT: YOUR ACCOUNT HAS ALREADY BEEN CREATED BY SABRINA 

IT IS RECOMMENDED TO DO THIS PRIOR TO REGISTRATION DAY 

 

 

  

https://rec.cityoffederalway.com/
https://rec.cityoffederalway.com/wbwsc/webtrac.wsc/search.html?module=AR&Type=Inclusion
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ACTIVITY SEARCH and SELECTION 

All active programs will be located in Inclusive Recreation.  

*Note there are multiple pages* See bottom of page, highlighted blue box. 

• Summer Programs are codes starting with “25” 
• Winter Programs are codes starting with “15” 
• Fall Programs are codes starting with “35” 

 

THE PAGE WILL LOOK LIKE THIS 
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3. Select the programs you are interested in to expand the drop-down menu 
 

4. Select programs by checking the box on the left-hand side under (add to cart) 
• A blue checkmark will signify “selected” 

*Note you can do this for multiple activities/programs/athletics* 

 

THE PAGE WILL LOOK LIKE THIS 

 

 

All programs selected will appear at the bottom of the page under “Selected Items” 

5. Check the blue box “Add to Cart” 

 

THE PAGE WILL LOOK LIKE THIS  
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FAMILY MEMBER SELECTION 

 6. Select your participants name for all programs you are registering for 

 7. Scroll to the bottom of the page and select the blue box “continue” 

 

 

 

 

 

 

  



5 
 

WAIVER 

*Not all programs will require a waiver 

1. Select signing method, type name and electronically sign  
2. Select the blue box “Continue” 

 

THE PAGE WILL LOOK LIKE THIS 

 

 

SHOPPING CART 

All programs you have selected will be located in your cart 

1. Select the blue box “Proceed to checkout” 

THE PAGE WILL LOOK LIKE THIS
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CHECKOUT 

Review summary of charges 

1. Enter in customer and credit card information 

THE PAGES WILL LOOK LIKE THIS 

 

 

2. Scroll down and click “continue”  
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CHECKOUT CONFIRMATION  

You will receive a confirmation email with purchases 

If you forgot anything, click “continue shopping” to go back to the home screen 

THE PAGE WILL LOOK LIKE THIS 
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CHECKOUT FOR DDA PAYING CLIENTS ONLY 

You will notice a minimum amount due today is $0.00 

If it does not say that, please contact Sabrina at (253)835.6927 

You will also notice under “Amount to be paid today” will have a total Dollar Amount 

 

 

**THIS IS THE MOST IMPORTANT PART** 

1. Manually delete the outstanding amount and type $0.00 

IF YOU DO NOT ZERO OUT YOUR AMOUNT, IT WILL ASK FOR CREDIT CARD INFORMATION AND YOU WILL PAY OUT OF 
POCKET 

*Only specific registered DDA client accounts will have the ability to zero their balance, if it does not let you, contact 
Sabrina* 

THE PAGE WILL LOOK LIKE THIS 

 

 
 

2. Scroll down and click the blue box “continue”  
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CHECKOUT CONFIRMATION  

Receive a confirmation email with purchases 

“continue shopping” if you forgot anything 

THE PAGE WILL LOOK LIKE THIS 

 

 

NOTES ON TRIP ELIGIBILITY 

The system will not let you enroll in more than 6 trips.  

To waitlist for any additional trips past your quota of 6, please email Sabrina separately with any additional trips your 
participant would like to attend.  You will be notified by Sabrina if a spot is available and if you would like to be moved 
off the Waitlist and attend the Trip.  
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Adding to Waitlists 
 

To add your participant to the waitlist for any activity (except trips if already enrolled in 6): 

 

1. Select programs by checking the box on the left-hand side under (add to cart) 
• A blue checkmark will signify “selected” 

 

THE PAGE WILL LOOK LIKE THIS: 

 

 

2. When you are done selecting, click the blue “add to cart” box at the bottom 

 

 

 

FAMILY MEMBER SELECTION 

3. Choose your Participant on the Family Member Selection Page and click the blue “continue” box 
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You will see the following page for each activity you waitlist for, but YOU ARE NOT DONE YET: 
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4. All programs you have selected will be located in your cart. Click “Proceed to checkout” 

 

CHECKOUT 

If you are only waitlisting for programs, the Amount To Be Paid Today should be $0.00. 

5. Click the blue “continue” box 

**If there is an “Amount To Be Paid Today” follow the steps to checkout starting on page 6 (page 7 for DDA). 

 

 



13 
 

 

CHECKOUT CONFIRMATION  

Receive a confirmation email with purchases 

If you forgot anything, click “continue shopping” to go back to the home screen 

THE PAGE WILL LOOK LIKE THIS 
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