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Purpose 
 
The purpose of this booklet is two-fold: to introduce RivCoParks’ venues to staff members and 
volunteers who might be unfamiliar with them and to provide those same staff members and 
volunteers with the processes, policies and procedures associated with making reservations for 
RivCoParks venues. This booklet is intended to ensure consistency, efficiency and communication 
when using the Camava Reservation System (Camava) to make camping reservations. All efforts 
have been made to ensure the information contained in this booklet is correct at the date of 
publication. Notwithstanding the legislation, regulations, policies, procedures and municipal by-
laws addressed in the appropriate sections, staff and volunteers are reminded that they are 
responsible for compliance with all applicable Federal, State, County and Municipal legislation as 
well as District policies, regulations and procedures. If at any time you have questions regarding 
use of the reservation system or any laws, policies and/or procedures please contact your 
supervisor immediately or the Volunteer Services Program Manager. 
 

Riverside County Regional Park and Open-Space District (RivCoParks) 
RivCoParks is a special district operating in Riverside County, California. The District’s focus 
encompasses providing high-quality recreational opportunities and preserving important features 
of the County’s Natural, Cultural and Historical heritage. 
 

RivCoParks was originally founded in July 1926 when the Riverside County Board of Supervisors 
created a Board of Forestry to oversee what little open space the County had acquired up to that 
date. In 1959, the Board of Supervisors created a parks department and appointed a Parks 
Superintendent. In 1990, the parks department became a district during a general election, formed 
under the California Public Resources Code 5506.7(a).  
 
The parks and facilities administered by RivCoParks vary greatly in size and character. Current 
inventory includes 71,669 acres of land, 160 miles of regional trail, 11 regional parks, 6 
archeological sites, 4 nature centers, 4 historic sites, and 14 wildlife reserves. Some of the parks are 
wilderness areas, while others include a variety of recreation attractions with opportunities for 
swimming, angling, boating, camping, biking, hiking, and horse riding.  
 
The work of the District is supported by 3 commissions, 1 committee and 6 support groups, which 
raise funds for the improvement of the parks and programs. The District is a member of the 
National Association of Regional Parks and Open Space Officers (NACPRO), the California 
Association of Regional Parks and Open Space Administrators (CARPOSA), the National Recreation 
and Park Association (NRPA) and the California Parks and Recreation Society (CPRS). 
 

RivCoParks Camping Venues 

Rancho Jurupa Regional Park  

A favorite destination of campers and anglers from all over the country as well as local residents, 
beautiful Rancho Jurupa Park is situated along the Santa Ana River and located behind Mt. 
Rubidoux just west of charming historic downtown Riverside. This popular award-winning regional 
park boasts a natural semi-rural setting of shady cottonwood trees, graceful meadows, and two 
lovely 3-acre lakes, while still providing easy access to the entertainment opportunities and urban 
conveniences of the city. 
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Figure 3.01 – Special Event at RJU               Figure 3.02 – Camping at RJU 

 
Visitors to Rancho Jurupa Park enjoy a gorgeous 200-acre recreational area with many amenities. 
Activities include a thrilling splash pad for water play, a rock climbing playground, miniature golf 
surrounded by spectacular waterfalls, and a disc golf course. Rancho Jurupa’s lakes, regularly 
stocked with trout during the colder seasons and catfish in the warmer months, provide excellent 
fishing opportunities, including a popular annual trout fishing derby held in January. Magnificent 
trails lead to countless hiking and biking adventures, including access to the Santa Ana River Trail 
and a 1-mile trek to the Louis Robidoux Nature Center. 
 
For overnight or extended stays, guests can choose from two great campgrounds that suit the needs 
of tent and RV campers alike. Lakeview Campground, nearest the lakes and a popular camping spot 
for both RV and tent campers, features mature shade trees and all the charms of a classic family 
campground. Cottonwood Campground is a state-of-the-art RV campground designed to meet the 
more sophisticated needs of RV-lifestyle campers, providing all the modern conveniences such as 
laundry facilities, cable and Wi-Fi access. In addition, our luxurious new rental cabins offer 
effortless comfort and convenience while still providing access to the great outdoors. 
 

Rancho Jurupa Regional Park 
4800 Crestmore Road 

Jurupa Valley, CA  92509 
Kiosk Phone Number: (951) 684-7032 

Lake Skinner Recreation Area 

Nestled in the rolling hills of Winchester, CA, beautiful Lake Skinner Recreational Area offers 
visitors expansive natural vistas and invigorating recreational opportunities, including camping, 
picnicking, hiking, horseback riding, sailing, and fishing. This popular regional park is located just a 
few short miles east of the Temecula Wineries, close to the bustling communities of Murrieta and 
Menifee, and within easy access of Interstates 15 and 215. 
 
Created in 1973, Lake Skinner has 1400 surface acres of water and is operated by the Metropolitan 
Water District of Southern California. Supplied by the Colorado River through the Colorado River 
Aqueduct and the State Water Project, the lake feeds the Robert A. Skinner filtration plant and, in 
turn, supplies water to many residents of Southern California. While the park is popular for all its 
recreational activities, fishing is undoubtedly one of its biggest attractions. Lake Skinner is home to 
Striped Bass, Largemouth Bass, Carp, and Bluegill year round. The District also stocks Catfish in the 
summer and Trout in the winter, keeping the fishing active all year long. 
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Figure 3.03 – Boating at Lake Skinner                                          Figure 3.04 – Splashpad Picnic Area at Lake Skinner 

 
Lake Skinner is host each May to the nation’s largest solar boat program, the annual MWD 
sponsored Solar Cup. Boating is allowed on the lake with a few restrictions and the park offers boat 
rentals at the marina. All boating activities must be non-body contact (no swimming, skiing, etc.) 
 
For day trips, Lake Skinner offers two shade shelters and picnic benches and barbecues throughout 
the park for picnics and other gatherings. A stroll on the mile and a half groomed walking path that 
circles the park affords spectacular views in all directions. The park also offers a brand new 
amphitheater alongside a newly installed Splash Pad for those hot days when the family just needs 
to cool off. Visitors regularly spot a wide variety of birds, such as heron, owls, and hawks. Other 
inhabitants of the park include rabbits, squirrels, and on cold mornings, one might even spot a deer 
or two. 
 

               
Figure 3.05 – Balloon & Wine Festival at Skinner                 Figure 3.06 – Balloon & Wine Festival at Skinner 

 
With 241 campsites, Lake Skinner’s campgrounds provide plenty of space for overnight or extended 
stays. Sites offers picnic benches and fire rings. Most away-from-home needs can be met with a visit 
to the well-stocked camp store. 
 
Lake Skinner Recreation Area is well known for hosting the award-winning annual Temecula 
Balloon and Wine Festival each June. Throughout the summer, RivCoParks offers fun and relaxing 
events at Lake Skinner that include outdoor concerts, family movies, and star-gazing night. 
 

Lake Skinner Recreation Area 
37701 Warren Road 

Winchester, CA  92596 
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Kiosk Phone Number: (951) 926-1541 

Lake Cahuilla 

Lake Cahuilla Recreation Area is a stunning 710-acre park situated at the base of the Santa Rosa 
Mountains. It is located 6 miles South East of Old Town La Quinta and offers a delightful experience 
in the Coachella Valley. Lake Cahuilla is set in the midst of expansive lawns and picturesque 
mountaintops making it a spectacular destination. 
 

    
Figure 3.07 – Special Event at Lake Cahuilla             Figure 3.08 – Special Event at Lake Cahuilla 
 
Lake Cahuilla is the ideal nature getaway with 91 individual and group campsites near the gorgeous 
Santa Rosa Mountains. It is an easy destination for anyone looking to quickly escape the city life and 
become immersed in unparalleled views and all the outdoor activities available. Fun-filled fishing in 
the 135 acre lake, hiking and horseback trails nearby, and a cooling swimming pool are just a few of 
the great adventures campers can experience. Open grass areas with picnic tables and barbeques 
are splendid for special events from company gatherings to birthday parties. 
 

Lake Cahuilla 
58075 Jefferson Street 
La Quinta, CA  92253 

Kiosk Phone Number: (760) 564-4712 

Hurkey Creek Park 

Beautiful Hurkey Creek Park, located off of Hwy 74 in the San Jacinto Mountains just 4 miles 
southeast of Mountain Center, is the perfect locale for reconnecting with nature and our local 
mountain ecology. This idyllic getaway boasts a seasonal creek, majestic pine trees, awe-inspiring 
mountain views, and all the charms and tranquility of a classic woodland recreation area. 
 
Hurkey Creek is a popular destination for hiking and mountain biking enthusiasts and hosts two 
well-known mountain biking competitions each year. Though trails are limited within the park, 
Hurkey Creek Trail leads out the back of the park into USFS public land and other trails are a short 
ride or drive away. Many trails enter National Forest Wilderness, where a permit is required. 
Though horses are not allowed on the trails within Hurkey Creek, an equestrian trail that runs 
along the perimeter of the park connects with McCall Equestrian Campground less than 5 miles 
away. 
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Figure 3.09 – Picnic Area at Hurkey Creek                          Figure 3.10 – Playground at Hurkey Creek 
 
The park’s rustic but well maintained campground offers 130 individual campsites for overnight or 
extended stays of up to 14 days, as well as large group camping areas in 5 separate loops that can 
accommodate 80-100 campers each. Popular activities for both campers and day-use guests include 
picnicking, BBQ, hiking, biking and bird-watching. The meadow offers a large area for outdoor 
games or group gatherings. For the younger set, there is a fun modern playground. 
 
Hurkey Creek now accepts camping reservations year round. In summer, the park is a great place to 
escape the heat of the valley, but is equally enjoyable in autumn, winter, and spring for experiencing 
the glory of the changing mountain seasons. Both avid and casual anglers will find ample fishing 
opportunities at nearby Lake Hemet, approximately 1 mile away, where a small general store is also 
located. Access to the village of Idyllwild is an easy, scenic 7-mile drive. 
 

Hurkey Creek Park 
56375 Highway 74 

Mountain Center, CA  92561 
Kiosk Phone Number: (951) 659-2050 

Idyllwild Park 

Popular Idyllwild Park, located on the perimeter of the eclectic mountain village of Idyllwild, boasts 
202 acres of beautiful open space, mature forest, breathtaking hiking trails, and a fascinating Nature 
Center. Recognized as one of America’s cleanest forests, Idyllwild is a perfect venue for 
reconnecting with family, friends, nature, and the slower pace of small town mountain life. 
 

                            
Figure 3.11 – Rear Campsites at Idyllwild Park                                 Figure 3.12 – Kiosk at Idyllwild Park 
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Idyllwild Park’s day use area offers a shaded meadow for picnicking and group outings, serving as a 
pleasant base for hikers, climbers, and explorers. Guests may hike any of the five trails that offer 
breathtaking scenery and panoramic views, some providing direct access to the Idyllwild Nature 
Center. For more adventurous outdoor enthusiasts, enormous granite boulders offer some of the 
best rock climbing challenges around. Nearby Lake Fulmor or Lake Hemet offer fishing 
opportunities for both casual and dedicated anglers. In winter, snow sledding is a popular activity 
when weather permits. The park’s rustic but well-tended campground has 88 lovely forested 
campsites, each with fire ring and picnic table as well as close proximity to restrooms and showers. 
 
A short walk into town offers spectacular dining, leisurely shopping, and a variety of entertainment 
experiences served up with a small town vibe. Idyllwild was recently named among the “100 Best 
Small Art Towns in America” and every August for nearly two decades has hosted the acclaimed 
“Jazz in the Pines” festival which raises funds for local art programs. The Idyllwild area certainly 
lives up to its name: an idyllic destination set amid the truly beautiful wilderness of the San Jacinto 
Mountains. With so many different attractions, the only challenge is deciding whether to try to find 
time for everything or simply do nothing at all! 
 

Idyllwild Park 
54000 Riverside County Playground Road 

Idyllwild, CA  92549 
Kiosk Phone Number: (951) 659-2656 

Bogart Park 

Tucked away in the foothills beneath beautiful Mt. San Gorgonio, Bogart Park is located just 5 miles 
north of Beaumont at the northern end of Cherry Valley. With over 400 acres of shady oak forests, 
luscious green meadows, a picturesque fishing pond, and amazing mountain views, Bogart Park is a 
hidden gem of authentic outdoor and natural recreational opportunities. 
 

      
Figure 3.13 – Playground at Bogart Park                Figure 3.14 – Picnic and Restrooms at Bogart Park 
 
Beautiful natural scenery, greenery, and open skies offer a setting that feels far removed from the 
city. Bogart Park’s day use area is located on an expansive green meadow that houses a fun 
playground with separate play areas for ages 2-5 and 5-12, sure to generate enthusiasm from the 
kids. Two covered patios are ideal settings for group picnics or a special birthday party. Trails that 
meander through the hills surrounding Bogart Park are perfect for hiking, bike riding, horseback 
riding and leisurely dog walks. The fishing pond, stocked with catfish during the summer months, 
provides a serene environment for an idyllic day with rod and reel. Twenty-six spacious campsites 
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– with fire rings, picnic areas, and access to restrooms – provide the perfect setting for a family or 
group camping trip. 
 
In addition, Bogart Park’s equestrian campground area has 11 corrals that can accommodate up to 
2 horses each. There is room for up to 20 rigs (horse or camping trailers) or tents. The equestrian 
campground has a watering trough, available water, fire rings and portable toilets. 
 

Bogart Park 
9600 Cherry Avenue 

Cherry Valley, CA  92223 
Kiosk Phone Number: (951) 845-3818 

Mayflower Park 

The stunning Mayflower Park is situated alongside the remarkable Colorado River in Blythe, 
California, only 25 miles west of Quartzsite Arizona. The clear blue of the river mimics the beautiful 
blue skyline with spacious green grass nestled in between. With numerous water and land 
activities, finding something to do is never a problem. 
 

                                           
Figure 3.15 – Day Use Shelters at Mayflower                   Figure 3.16 – Picnic Area at Mayflower 
 
Mayflower Park is extremely accommodating with fishing, picnic and barbecue areas. The Park also 
has magnificent day and overnight use with 152 roomy RV sites with water and utilities, as well as 
27 additional lovely dry camping sites. 
 
Mayflower Park is a one of a kind park with breathtaking open fields and gorgeous willowing trees 
perfectly placed along the dazzling Colorado River. The view alone is worth the visit, but the 
endless activities create lasting memories. 
 

Mayflower Park 
4980 Colorado River Road  

Blythe, CA  92225 
Kiosk Phone Number: (760) 922-4665 

McCall Park / Equestrian Campground 

McCall Memorial Equestrian Park, located 4 miles south of Idyllwild, CA, and one-quarter mile west 
of Mountain Center off Highway 74, is a a unique 88-acre mountain park designated specifically for 
equestrian camping and trail riding. Originally known as Mountain Center Park, it was renamed in 
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1964 to McCall Memorial Park in honor of former 5th District Supervisor, Fred McCall, who was an 
avid equestrian throughout his life and relentlessly supported local equestrian groups and culture. 
 

       
Figure 3.17 – Equestrian Campground at McCall Park          Figure 3.18 – Picnic Area at McCall Park 
 
Situated at an elevation of 4,400 feet and surrounded by the San Bernardino National Forest, McCall 
Park provides access to several excellent trails that meander through tall pine trees, open 
meadows, and past seasonal streams, affording breathtaking views of the San Jacinto Mountains, 
gentle flatlands and rolling hills as well as the rock-strewn peaks that tower above Idyllwild. A 
short trailer ride will take you to Humber Park and the gateway to the San Jacinto High Country. 
Trails from McCall Park and Idyllwild also connect to the Pacific Crest Trails, although several trails 
are more challenging for horse and rider. The subalpine fir and pine forests of the higher elevations 
present riders with a stark contrast to the manzanita and chapparral in the valley below. 
 
This park provides opportunities for small parties or large groups to meet for day rides or 
overnight events, with excellent accommodations for horses and riders including 53 sturdy pipe 
corrals, barbecue and picnic facilities, and plenty of space for camping. Clean modern restrooms 
with hot showers (April – November) assure comfort and relaxation upon returning from the trail. 
While McCall is open year round for equestrians who wish to enjoy the changing seasons or ride in 
the snow, park facilities are non-operational during the winter – self-contained camping only, 
December through March – as water is only available at a single spigot near the office. 
 

McCall Park / Equestrian Campground 
28500 McCall Park Road 

Mountain Center, CA  92561 
Kiosk Phone Number: (951) 659-2311 

Lawler Lodge & Lawler Alpine 

Lawler Lodge & Lawler Alpine Cabins, situated 8 miles north of Idyllwild on Highway 243, is a 
reservation-only group camping facility ideal for hosting any group camping retreat or event. Open 
year-round, the lodge and cabins can accommodate up to 126 people – in one large group or two 
separate groups – at the same time. 
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Figure 3.19 – Lawler Lodge                                                           Figure 3.20 – Lawler Lodge Main Area and Bunks 
 
The lodge was designed and constructed by the same contractor who built Yosemite Lodge in 
Yosemite National Park in 1916. In 1954, the lodge was donated to the county by U.S. Attorney 
General, Oscar Lawler, to be used primarily by youth groups to “..have an opportunity to experience 
an outdoor life, with recreational and educational features…” Shortly thereafter, 80 acres of the 
surrounding area was developed to create the adjoining Lawler Alpine Cabins. 
 
Set amid the beautiful San Jacinto mountain landscape, Lawler Lodge has an annex with bunk 
rooms, restrooms, fireplace, commercial kitchen and a large deck overlooking the creek. Lawler 
Alpine has six cabins that can house up to 10 people each. The compound has a commercial kitchen, 
community room, and stand-alone restrooms and showers. A modest sized field is located nearby, 
where outdoor activities or games can be conducted. 
 

         
Figure 3.21 – Lawler Alpine Main Hall                                    Figure 3.22 – Lawler Alpine Cabins 
 
The Idyllwild Nature Center, just 7 miles down the highway, is free to Lawler patrons. The town of 
Idyllwild itself has movies, dining, art galleries, and various tourist attractions. Many great hiking 
trails are nearby, but campers should check with United States Forest Service at 951-659-2117, as 
most trails in the Idyllwild area enter state or Forest Service wilderness areas where permits may 
be required. 
 

Lawler Lodge and Alpine Cabins 
19751 Highway 243 
Idyllwild, CA  92549 

Reservations Phone Number: (800) 234-7275 
 



 

14 
 

Logging-In & The Home Page: Getting Started With Reservations 
 
Camava is the reservations software that RivCoParks uses for camping and facility reservations at 
most of its sites (mainly those that offer camping or field and structure rentals). It is a web-based 
software and can be accessed with any device that has access to the internet – including a smart 
phone or tablet. Follow these steps to open the program and get started making reservations: 
1. Open Internet Explorer (double-click on the Internet Explorer icon on the desktop). 

 

 
Figure 4.01 

(You can also click on the  icon at the bottom right of the screen and choose the Internet Explorer 
icon in the Start Menu) 
 

 
Figure 4.02 
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2. Enter the following address into the URL at the top of the internet browser window – 
www.rivcoparksreservations.org/intranet . 

 

 
Figure 4.03 

 
3. Enter your Username and Password (provided to you by your supervisor and in the case of 

volunteers, by the Volunteer Services Program Manager). 
 

 
Figure 4.04 

http://www.rivcoparksreservations.org/intranet
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4. Once logged into Camava you will see the following screen. This screen provides a snapshot of 
how many arrivals, how many departures, how many closures, how many sites are available 
and how many guests are currently staying with us at each site in the system. 
 

 
Figure 4.05 

 
5. Once at this window click on the ALL Parks drop-down menu in the Camping Module and 

choose your park or the location you would like to make a reservation for (for this example 
Rancho Jurupa Regional Park was selected) 
 

 
Figure 4.06 
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6. Once a specific location is chosen the following screen will be displayed. Also, this will become 
the default location until another one is chosen. This screen will provide a snapshot of who 
should be check-in “today,” who was a no-show and who should be departing along with their 
name, the dates of their stay and their reservation number. 
 

 
Figure 4.07 

 

Creating a Reservation: Thank You for Choosing RivCoParks! 
 
Now that you have chosen the park you are at or would like to make a reservation for, it is time to 
create a reservation and there are two ways to do that – Reservation List or Reservation Grid: 

Reservation List 

The list screens provide an alternative means of locating available sites when building a 
reservation. The list version provides more information about each site. 
 
1. To begin – from the Dashboard page click on the Reservation List button. 

 

  
Figure 5.01 
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2. Once clicking on the Reservation List button, the following “Availability Search” will appear on 
the screen 
 

 
Figure 5.02 

 
3. Begin by ensuring that the park you wish to check availability at is selected in the drop-down 

menu in the upper right corner of the screen and by selecting night use, as well as Arrival Date. 
Then either set a depart date (this is the day the camper will be leaving) or simply choose the 
number of nights the camper will be staying and the depart date will set itself. You can also 
filter on the site type so that list will only show available units of one type. Once you have made 
your selections click the SHOW AVAILABLE button to generate the list of available units. (for 
this example Rancho Jurupa Regional Park was selected between July 1, 2013 and July 7, 2013 and 
for a full hook-up site)  
 

 
Figure 5.03 

 
4. The list generated is only sites that are available for the given date range. You can add a single 

site to your reservation by clicking the Reserve button to the right of each site in then list. Or 
you can check several sites and use the Reserve Checked Sites button at top left of the page. 
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Figure 5.04 

 

Reservation Grid 
Using the grid (as opposed to the list mode) is the more graphical way to identify suitable items for 
your customer. 
 

1. To begin – from the Dashboard page click on the Reservation Grid button. 
 

 
Figure 5.05 

 
2. Set the drop-down menus to your desired park, site type, and date range – then click Build Grid 

button. 
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Figure 5.06 

 
3. The reservation grid will load indicating current reservations (gold bars), walk-up sites (in 

purple) and closed/held sites (in gray – not pictured here). 
 

 
Figure 5.07 

 
4. Begin your reservation by clicking on any empty (light green) cell to select an arrival date. The 

cell will turn light blue. Next select the LAST NIGHT of the reservation (If your camper will be 
staying from Monday and leaving on Thursday you would click on Mondays’ cell and then 
Wednesday’s cell, because our check-out time is 1:00pm and check-in time is 2:00pm). If you’re 
building a Day-Use reservation (shade structure or amphitheater) simply double-click a cell. 
Once you choose the last night of the reservation the date range will turn a darker blue and at 
this point you can continue to add multiple reservations to this screen (if the customer is 
booking multiple sites at the same park during the same date range). When you’ve completed 
your selections click the Book Reservation button. 
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Figure 5.08 

 

Customers Information and Notes: Have You Stayed With Us Before? 
 
Once on the reservation screen you’ll see your reservation selection(s) at the top followed by the 
customer information area – and below that reservation notes on the left and payment information 
on the right. 
 

 
Figure 6.01 
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Customer Selection 

 

1. To search for an existing customer, simply enter ALL or PARTIAL of any of the following into 
the fields provided: Past Reservation Number; Telephone number; Last Name; and/or Email 
Address. After entering the information in the desired fields click the Customer Search button. 
 

 
Figure 6.02 

 

Existing Customer Selection 
1. Select your customer from the listing by clicking the Select button next to their name. If you do 

not see your customer in the list you can either try new search criteria from the form at the top 
of the page – or click the New Customer button if you want to enter them as a new customer 
(creating a new customer will be covered in the next subsection of this section titled “New 
Customer Creation”). 
 

 
Figure 6.03 
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2. Once a customer is chosen (for this example “Test Test” with a phone number of (123) 123-1233 
was chosen) you will be returned to the reservation that was created. The reservation should 
now have the customer’s information in the customer information block. 
 

 
Figure 6.04 

 

New Customer Creation 
1. If you have selected the New Customer button from the reservation page or the customer 

listing page the following page will open allowing you to enter a new customer. When finished 
hit the Save button. The window will close and your customer information will appear in the 
customer information block on the reservation page. 
 

 
Figure 6.05 
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Processing Payment: Show Me The Money…Please 
 
The final step is to process a payment for the reservation. To do so, click the +Process Payment / 
Redeem Voucher button at bottom right of the reservation screen. 
 

 
Figure 7.01 

 
**NOTE: If you are taking a group reservation or a reservation for a group site, please collect the 
following information from the customer and place it into the Confidential Notes section followed by 
clicking the Save Notes button – circled on the previous page: 
 
FORMAT 
DATE @ TIME – 
Purpose of Rental: 
Group Name: 
Legitimate, organized youth group (Lawler): 
Contact: 
Contact Cell Phone: 
People: 
Jumper / Lazer Tag / Obstacle Course: 
Insurance Explained: 
Electricity: 
Amplified Music / PA – Not allowed, disclaimer: 
Catering: 
Catering Disclaimer: 
Explained Park Entry Prices: 
Quiet Hours (10:00pm – 6:00am) Explained: 
Notes: 
-INITIALS OF AGENT 
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Transaction Window 

Clicking on the +Process Payment / Redeem Voucher button will open the smaller transaction 
window. Here you’ll make your selection of a payment type, amount to be paid, amount tendered 
and change given (cash payments). 
 

 
Figure 7.02 

 
If you are taking payments using a County of Riverside Receipt, there is a place in the transaction 
window for that information to be entered. The following options (once they are chosen) will ask for 
different information to be input.  

Credit Card Payment 

If the customer is interested in paying with a credit card (as of January 2013 RivCoParks only accepts 

Visa, MasterCard or Discover; however, check with your supervisor regarding which payment option is 

available and/or preferred) make sure that the Credit option is selected and click on the Process 

button in the bottom right of the transaction screen. Once you have clicked the Process button the 

Virtual Merchant payment screen should automatically appear. Make sure to enter the customer’s 

information correctly that corresponds with the credit card they are using – the following fields are 

required: 

- Credit Card Number (NO DASHES) 

- Expiration Date (MMYY) (NO DASHES) 

- Amount (automatically generated) 

- Security Code (three digit code on the back of the card) 

- Transaction Number (automatically generated) 

- First and Last Name 

- Address (including City, State and Postal/Zip Code) 
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Figure 7.03 

 
Once all of the customer’s information has been inputted, click the Process button at the bottom of 
the Virtual Merchant payment screen.  

Cash Payment 

If the customer is interested in paying with cash make sure that the Cash option is selected and 
click on the Process button in the bottom right of the transaction screen. You will also be able to 
determine how much change to provide the customer by entering the amount received and clicking 
on the Calculate button prior to pressing the Process button. 
 

 
Figure 7.04 
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Check Payment 

If the customer is interested in paying with a check make sure that the Check option is selected, 
enter all the correct information requested and then click on the Process button in the bottom right 
of the transaction screen. 
 

 
Figure 7.05 

 

Manual Credit Card Payment 
If the customer is interested in paying with a credit card (and the only way to take the payment is 
manually) make sure that the Manual C/C option is selected, enter all the correct information 
requested and then click on the Process button in the bottom right of the transaction screen. 
 

 
Figure 7.06 
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Taking a Partial Payment  
In order to take a partial payment make sure to accurately enter the amounts in the transaction 
screen. Begin by placing zeros in the top payment line item and click the Blue Arrow button – this 
will enter “0’s” in all site fields in the transaction screen. Now place a zero in the top fee line item 
and click the Red Arrow button – this will enter “0’s” in all fee fields in the transaction screen.  

 
Figure 7.07 

 
Once you see zeros to the right, place the partial payment into the line you would like to add the 
partial payment to. In the case of this example, we are taking a credit payment for the amount of 
$57 ($50 toward the reservation and $7 towards the reservation fee). 
 

 
Figure 7.08 
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After filling-in the accurate amount that the customer is paying, click on the Process button in the 
bottom right of the transaction screen and you will be taken to the reservation page with the partial 
payment of $57 being shown along with the remaining $100 balance owed. 
 

 
Figure 7.09 

 

Completing the Reservation: How Did You Hear About Us? 
 

Adding POS Items to a Reservation 
Adding a POS item can either be done while making a reservation or afterwards. POS items are 
added to each item (site) in the reservation. Once you are looking at the Reservation Details page, 
click on the View/Edit button for a selected site. 
 

 
Figure 8.01 
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Once at the reservation detail page for the specific site you are adding the POS items to, choose 
from the drop-down menu which item the customer is requesting and click the Add Item button. 
Ensure that the price is accurate and then click the Save Fees button in the bottom right of the 
screen. 
 

 
Figure 8.02 

 

Customer Survey 
It is very important to determine where our customers heard about us, whether or not it is their 
first time staying with us and where they live. In order to collect this information a survey has been 
crafted for staff and/or volunteers making reservations to easily and efficiently collect this 
information. Just click on the Open Survey button at the bottom left of the screen. Also, don’t forget 
to remind the customer what they can expect when coming to the park (e.g. splash pad, fishing, 
camp store, etc.). 
 

 
Figure 8.03 
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Once completely done with making the reservation, don’t forget to click the Done button in either 
the bottom left of the screen or the top right. 
 

Changing a Reservation: Can’t Make It? Need to Add a Site? – I Can Help. 

Transferring A Reservation 

All transfers are subject to a transfer fee – check with your supervisor for the correct amount to 
charge – this fee covers the cost incurred by the District associated with the transfer (e.g. staff, 
administrative, IT, etc.). Once on the reservation screen – select the View/Edit button next to the 
reservation you wish to transfer. 
 

 
Figure 9.01 

 
This will open the Reservation Detail screen. Locate and click the Transfer Reservation button at 
the bottom right of the page. 
 

 
Figure 9.02 
 
This will open the availability list – which will default to the park and date range of the original 
reservation. You can modify both date range and park during your transfer. For this example we 
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will transfer the reservation from Rancho Jurupa Regional Park on July 8 – 13, 2013 to Idyllwild 
Park on August 8 – 14, 2013. 
 

 
Figure 9.03 
 
Once you choose the park as well as the arriving and departing date (this can also be done by 
choosing how many nights the customer would like to stay combined with the arrival date) click on 
the Show Available button at the top right of the screen. Now the sites that are available at the 
park the customer would like to stay at within the date range specified should be displayed. Select 
which site the customer would like and click the Select button to the right of that site. 
 

 
Figure 9.04 
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After clicking on the Select button, you will be asked to verify that your selection is accurate – if it is 
click on Okay and if it is not, click on Cancel.  
 

 
Figure 9.05 
 
Once you have finished the transfer and are back at the reservation page, you can take payment or 
proper steps to refund any money owed to the customer. As you can see in Figure 9.05, the 
customer’s stay (in our example) at Idyllwild Park August 8-14, 2013, is going to cost $127. This is 
$30 less than their original reservation at Rancho Jurupa Regional Park. Also, the $57 that was 
applied towards their stay at Rancho Jurupa Regional Park has carried over and they will owe a 
remaining $70.  
 
It is extremely important to remember that when increasing/decreasing/transferring a customer’s 
stay, to place notes in the confidential note section of the reservation as this will make it easier for 
RivCoParks staff and/or volunteers who might have future contacts with this customer regarding 
this reservation. 
 

Extending a Customer’s Stay 
 
To begin, open the camper's reservation. Next locate and click the small "+" button next to the 
reservation you want to extend: 
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Figure 9.06 

 
At this point the extend reservation screen should appear providing the option to extend the 
customer’s stay. To do this click on the light green box underneath the date prior to the date the 
customer would like to check-out on (remember: check-in time is 1:00pm and check-out time is 
2:00pm at all parks). In the case of our example, the customer would like to check-out on Monday 
and in order to accommodate this check-out we would click on the box underneath the “August 
Sun-11” date.  
 

 
Figure 9.07 
 
A message will appear ensuring that you only want to add a specific number of dates (in this case 
two nights) and you will have the opportunity to click the Ok or Cancel buttons. After clicking on 
the Ok button,  
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Figure 9.08 
 
Instead you should user the Add Site buttons to add a new site and reservation to this camper’s 
itinerary. The system will display a notice indicating that a different reservation prohibits the 
ability to extend this stay. Note: when extending a stay, all of the additional nights must be 
continuous - starting with the camper's existing departure date. You can only add additional nights 
up to the next reservation coming in. 
 
It is extremely important to remember that when increasing/decreasing/transferring a customer’s 
stay, to place notes in the confidential note section of the reservation as this will make it easier for 
RivCoParks staff and/or volunteers who might have future contacts with this customer regarding 
this reservation. 
 

Transferring a Customer’s Site during Their Stay 
 
All transfers are subject to a transfer fee – check with your supervisor for the correct amount to 
charge – this fee covers the cost incurred by the District associated with the transfer (e.g. staff, 
administrative, IT, etc.). In Camava, a "Transfer" completely replaces the customer's reservation 
with a new one; however there are times when you'll want to change only part of the customer's 
reservation half way through their stay, thereby replacing only the second half of the reservation. 
Note: it is important to remember that this direction on transferring a customer’s stay ONLY relates to 
mid-stay changes to the reservation. 
 
Begin by using the Reduce Stay button next to View/Edit (the Minus Sign Button) to shorten their 
existing stay in the current site they're in. 
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Figure 9.09 

 
At this point the nights the customer would like to transfer are selected in the “Reduce Reservation” 
page. Once the correct sites are chosen click the Done button and then Ok when prompted. 
 

 
Figure 9.10 

 
The next step is to setup the customer’s stay in their new site. The From Grid and From List 
buttons can be used to add the different site. 
 

 
Figure 9.11 

 
In this example we will transfer the customer to site IDY-002 for the remainder of their stay. Once 
we click on the From Grid button, the screen represented in figure 9.12 will appear. This provides 
the opportunity to extend the customer’s stay in whichever site the customer or staff prefers. 
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Figure 9.12 

 
The final result should look something like the image below (figure 9.13). 
 

 
Figure 9.13 

 
It is extremely important to remember that when increasing/decreasing/transferring a customer’s 
stay, to place notes in the confidential note section of the reservation as this will make it easier for 
RivCoParks staff and/or volunteers who might have future contacts with this customer regarding 
this reservation. 
 

Decreasing a Customer’s Stay 
 
To begin, open the camper's reservation. Next locate and click the small "+" button next to the 
reservation you want to decrease. 
 
Once the reservation is open, use the Reduce Stay button next to View/Edit (the Minus Sign 
Button) to shorten their existing stay in the current site they're in. 
 

 
Figure 9.14 

 
At this point the nights the customer would like to transfer are selected in the “Reduce Reservation” 
page. Once the correct sites are chosen click the Done button and then Ok when prompted. 
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Figure 9.15 

 
It is extremely important to remember that when increasing/decreasing/transferring a customer’s 
stay, to place notes in the confidential note section of the reservation as this will make it easier for 
RivCoParks staff and/or volunteers who might have future contacts with this customer regarding 
this reservation. 
 

Checking-In (and Out) a Customer: May I Show You to Your Room? 
 
Once the reservation is made and our customer is ready to enjoy the great outdoors – only to 
realize that parks really do make life better – we need to check them in. This is a simple process 
that provides us with information that will help us, as staff, provide our customers with excellent 
customer service.  
 
To begin this process, ensure that in the camping module that the correct park is chosen that the 
customer will be checking into. In the example below we will be using RJU. Once the park is chosen, 
the current day’s check-ins and check-outs should show in the right section of the screen. Once the 
customer that is checking-in is found (in this case our customer’s name is “Adminj Test”) there are 
several different scenarios that could play out: 
 

1) If the customer has paid in-full and their reservation is not “Pending” you will be able to 
click on the In/Out button to the far right. 

2) If the customer’s reservation is pending you will be able to click on the Details button 
which will bring-up the customer’s reservation and within the reservation there will either 
be notes explaining why the customer’s reservation is in a “Pending” status, or it will show 
that the customer still needs to pay for their stay (this will appear in the “Receipt” column of 
the check-in page). It is important to note that if a customer’s reservation is still “Pending” the 
system will not allow them to be checked-in until whatever outstanding issue is solved or a 
supervisor with proper permissions overrides the system. 
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Figure 10.01 

 
After clicking on the In/Out button, the screen in Figure 10.02 will appear. At this screen there are 
several different items that can be taken care of: 
 

1) Simply checking the person in 
2) Transfer Reservation (to a different site or different day) – don’t forget there will be a 

transfer fee applied to all transfers. 
3) Edit Sale 
4) Edit Reservation 
5) Update how many People, Tents, Pets, Vehicles and Trailers the customer has 
6) Print their parking pass or T-Card 
7) Review notes – review BOTH notes seen by the customer and confidential notes 
8) Cancel or Save the check-in 

 

 
Figure 10.02 

 

Check-In Button 
 
Once at the customer’s check-in screen you will have multiple options and one of those is to check 
that customer in. This can be accomplished by clicking the Check-In button, which will bring you 
back to the main screen for RJU and will show the customer as checked-in. 
 

Transfer Reservation 
 
Once at the customer’s check-in screen you will have multiple options and one of those is to 
transfer the customer’s reservation. This can be accomplished by clicking the Transfer button, 
which will bring you to the transfer using the grid screen (Figure 10.03). If you have any questions 
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regarding the process to transfer a site, please see the transfer a reservation section of this manual. 
IMPORTANT: A transfer fee should be applied to all transfers regardless of where they are made. 
 

 
Figure 10.03 

 

Edit Sale (Alter Reservation) 
 
Once at the customer’s check-in screen you will have multiple options and one of those is to alter 
information in the reservation. This can be accomplished by clicking the Edit Sale button, which 
will bring you to the reservation screen (Figure 10.04). This will be beneficial if you need to alter 
any information on the customer’s reservation like the customer’s information, print-out a 
confirmation, etc. 
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Figure 10.03 

 

Edit Reservation (Alter Fees) 
 
Once at the customer’s check-in screen you will have multiple options and one of those is to edit the 
fees that the customer needs to pay. This can be accomplished by clicking the Edit Reservation 
button, which will bring you to the reservation details screen (Figure 10.04). This will provide an 
opportunity to add POS items, like firewood, mini-golf tickets, etc.). 
 

 
Figure 10.04 

 



 

42 
 

Update Customer’s Information 
 
Once at the customer’s check-in screen you will have multiple options and one of those is to update 
the customer’s information. This can be accomplished by clicking any of the drop-down menus 
halfway through the check-in screen, you will be able to keep track of how many people, tents, 
animals, vehicles and trailers the customer will have at their site (don’t forget to reference park 
policies regarding how many of each a customer is allowed before updating how many they have). 
 

Print Customer’s Parking Pass or T-Card 
 
Once at the customer’s check-in screen you will have multiple options and one of those is to print-
out the customer’s T-Card/receipt. You can choose what date their parking pass will expire 
(automatically set for the last day of their stay in the reservation). Once a date is chosen, clicking 
the T-Card button, it will bring you to the reservation screen (Figure 10.05). 
 

 
Figure 10.05 

 

Review/Add Notes 
 
Once at the customer’s check-in screen you will have multiple options and one of those is to check 
or add notes to the reservation. You can choose to add notes that will be visible to the customer on 
any confirmations sent to that customer moving forward, or you can add notes to the confidential 
notes section of the reservation – the latter section should be where inter-departmental notes and 
communication between staff members/volunteers goes. These notes should include, but not be 
limited to, conversation that occurred between staff and the customer during the reservation, 
transfer, cancellation, check-in, refund, etc.  
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Save and/or Cancel 
 
Once at the customer’s check-in screen you will have multiple options and two of those are to save 
the information modified in the customer’s reservation, or to cancel the check-in. After entering all 
the pertinent information into the customer’s reservation you can choose to save the check-in 
which will complete the check-in process, or to cancel the check-in which will bring you back to 
your site’s daily activity page. 
 

Checking Customers Out 
 
On the final day of the customer’s stay they will show-up on your site’s daily activity page and their 
status will be Departing. 
 

 
Figure 10.06 

 
In order to check-out the customer, click on the In/Out button on the right side of the screen. After 
clicking this you will have several options including updating the notes section of the customer’s 
reservation (this may be helpful if the customer needed special accommodations during their stay 
or needed to be asked to follow park rules/policies/procedures). Once you are ready to check them 
out, click on the Check Out button located in the middle left portion of the screen (see figure 
10.07). 
 

  
Figure 10.07 
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Point of Sale: Firewood, Fishing, Candy and More! 

Making a Sale Outside of a Reservation 

You can easily sell items either outside OR inside a customer’s reservation. When a customer would 

like to purchase any number of items that have been added to the product library in Camava and 

activated at your site, you can use the Point of Sale module in order to sell that/those item(s). The 

Point of Sale module is located on the left side of the Daily Activity screen (see figure 11.01). 

 
Figure 11.01 

 
Once you have clicked on the New Sale button, the Sale Details screen will appear. The first step 
will be to choose the site you are at from the drop-down menu (**Note: double-check that the Park 
that is chosen, is the site you are currently at and selling items from).  
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Figure 11.02 

 
Figure 11.03 

 
Once the park has been chosen you can now choose the item(s) the customer is purchasing from the 
drop-down menu as well as the quantity of items the customer would like to purchase. After 
choosing the park you can also use a barcode scanner to scan the item and it should automatically 
add the item to the sale. For the purpose of this example the customer wanted one (1) Mr. Goodbar 
which at RJU costs $1.00. Once an item is placed in the sale is can also be modified and/or deleted 
from the sale.  

Modifying and/or Cancelling a Sale  

Once items have been added to the sale you have the ability to alter the quantity as well as 
removing a selected item from the sale. In order to change the quantity, merely place the cursor in 
the box under quantity, click and change the number. Once this is completed click the Update 
Qty/Nights/Price button and it will update the quantity desired. If you’re using a barcode scanner, 
the quantity can be entered prior to scanning the item in the top left of the Sale Details screen.  
 
If the customer decides that they don’t want the item(s) in the sale you can either: change the 
quantity of certain items, delete one item from the sale or delete the entire sale. In order to change 
the quantity of items, merely change the number under the quantity column and click the Update 
Qty/Nights/Price button (e.g. changing from 2 items of candy to 1). In order to delete an item 
entirely from the transaction, click in the box at the beginning of the item’s line-item and once that 
is selected, click on the –Remove Selected button. If all you want to do is delete the entire sale, 
click on the Delete Sale button.  
 

 
Figure 11.04 
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Annual Permits  

This will provide all RivCoParks staff/volunteers to check on the status of a customer’s pass (e.g. 
annual vehicle pass, annual day-use entry for an individual, annual boat launch pass, etc.). Begin by 
clicking on the Annual Permits button in the Point of Sale module. This will bring you to a page 
that will allow you to search for open permits by date issued or by the name of the customer.  
 

 
Figure 11.05 
 

There is another option – to create/sell a new Annual Pass. To begin this process, click on the New 
Annual Pass button in the top right corner of the Annual Passes page (see figure 11.06). This will 
bring you to a screen that is almost identical to the Sale Details page discussed in the previous 
subsection with a couple of changes. These changes include the ability to search for a customer that 
can be linked to the annual pass, or the ability to create a new customer. Also, the drop-down menu 
that holds the items for sale will by much shorter – limited to annual passes, only(see figure 11.07). 
To alter the sale or cancel it completely, the same steps should be taken that were laid-out in the 
previous subsection. 
 

 
Figure 11.06 
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Figure 11.07 

Sales Log  

This will provide all RivCoParks staff/volunteers the ability to check on the sales (created using the 
Point of Sale module) for a given date range and at a specific site. You will also be able to search 
sales by the customer’s name during a period of time.  
 

 
Figure 11.08 
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Figure 11.09 

 
For this example Central Reservations was chosen as the location where the POS Sale would have 
taken place and the date range chosen was 6/3/2013 – 06/28/2013. Once the Search button was 
clicked, the results depicted in figure 11.09 were generated. 
 

Making a Sale inside a Reservation  

If you have a customer that would like to purchase something and their reservation is easily 
accessible (e.g. you are on your site’s Daily Activity page and are about the check the person in) 
you can add a sale item to their reservation. This function will more than likely be used primarily 
for firewood, tokens and other necessities customers might want to purchase when arriving at a 
park. In order to begin the process you will need to open a customer’s reservation and click on the 
View/Edit button.  
 

Closeout Report: Now That They Showed You the Money, You Have to 
Count it! 

Closeout – Daily  

You will need to work with your site supervisor to determine who will be responsible for putting 
together your daily drop and will also need to be trained on RivCoParks’ cash-handling 
policies/procedures by the RivCoParks Finance Team. That being said, this tool will help with 
providing the necessary back-up for sales made throughout the day through Camava. 
 
From your site’s daily activity screen you will need to scroll down from the top to find the module 
labeled REPORTING. Within that little area, the first report is for the closeout. Click on the 
Closeout button and that will take you to the End Of Day Deposit / Reconciliation screen. 
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Figure 12.01 

 
Once at the End Of Day Deposit / Reconciliation screen you will have several choices: Date, 
Location and/or Operator. What you will see in those areas will depend on your level of access (e.g. 
if your site is RJU, only your location will populate and only you or operators at your site will 
populate).  
 

 
Figure 12.02 
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 To begin to pull the end of day deposit report, choose the appropriate date. In this case we are looking at RJU, 
on 06/3/2013 and all operators. As you can see below, on the date chosen, RJU staff collected $147 worth of 
revenue in the form of Visa payments and in order to balance the drawer we will need to type “147” into the 
box next to the current “147.” 
 

 
Figure 12.03 
 
 

 
Figure 12.04 

 
Once the correct amount is entered into the input fields under the Actual column, your total 
deposit/drop amount will be reflected to the right side of the screen. If for some reason the 
deposit/drop is off, there is a comment/explanation area for you to explain the shortage/overage. 
Make sure that if the deposit/drop is over/under that the proper RivCoParks Finance documents 
are also filled-out. Once this screen has been filled-out you can click the Save button in the top right 
of the screen which will save the amounts entered as well as the comments/explanations (if any) 
placed in the appropriate area. Finally, make sure to print a copy of this report – this can be done by 
clicking on the Print this page hyperlink at the bottom right of the page.  
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Closeout List – Long-term Closeout Report 

While the Closeout report will provide you the opportunity to balance the cash drawer for the day 
and prepare the deposit, the Closeout List will allow you to view daily closeouts during a specific 
date-range in order to gather data regarding the closeouts of a particular site. This data includes, 
but is not limited to: whether the drawer balanced (and if not, what notes, if any, were included), 
which operators worked a specific day, how much the continual cash drawer is over/under for the 
time period specified, who the staff member/volunteer was who entered the deposit, etc. 
 

 
Figure 12.05 

 
Make sure to click on the Closeout List button on the Daily Activity screen (in figure 12.05). This 
will bring you to the Daily Closeouts – Operators Closeouts screen where you can choose a date 
range and location to analyze. Once the date range and location are set (for this example we will be 
looking at Rancho Jurupa Park on June 3, 2013), click on the Submit button to run the report.  
 

 
Figure 11.06 

Transactions Report 

The transactions report will provide you with a list of the transactions that took place at a set 
location, during a specific date range. You can also choose to only show specific types of 
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transactions (e.g. Credit, Payment, Refund, Adjustment or All Types). To generate this report click 
on the Transactions Report button on the left side of the Daily Activity screen.  
 

 
Figure 12.07 
 
For the purpose of demonstrating we will be choosing Rancho Jurupa Park, all transactions types 
and the date range of 06/03/2013 (just one day). Once all of these choices have been made (see 
figure 12.08) and the Generate button is clicked, a list of transactions that meet the criteria set 
forth on the Transactions page will be generated below. Once the list has been generated you may 
click on the ID # to the far left in order to view the information from the transaction (see figure 
12.09). 
 

 
Figure 12.08 
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Figure 12.09 

Sales Report 

The sales report will provide you with the sales made at a location for any other location within 
RivCoParks using the Camava software. For this example we are going to run a report for sales 
made at Central Reservations for sites at Rancho Jurupa Regional Park made on June 3, 2013. 
 

 
Figure 12.10 
 

After choosing the location (Central Reservations), the Park (Rancho Jurupa Park) and the date 
range (06/03/2013) click on the Generate Report button. This will provide a list of sales that is 
broken into two separate sub-reports: Section A (Use Fees) & Section B (POS Items). Use fees 
include, but are not limited to: camping and rental fees; whereas POS Items include, but are not 
limited to: firewood, fishing passes, tickets, day-use passes, candy, bait, tackle, etc.  
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Figure 12.11 

Revenue Report 

The revenue report will provide you with the revenue created by sales made at a location for any 
other location within RivCoParks using the Camava software. For this example we are going to run 
a report for sales made at Central Reservations for sites at Rancho Jurupa Regional Park made on 
June 3, 2013. 
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Figure 12.12 

 

 
Figure 12.13 

 
Once all of the sites, dates, and operators that you are interested in viewing in the report have been 
chosen click on the Generate Report button. 
 

 
Figure 12.14 


