
Public Reservation Request Instructions 
1. In your public site, log in with a household or organizational account 

2. After logging in, go to Facilities navigation and select either the Reservation link 
(then Start Online Reservation Request if your department also allows the choice of 
public reservations) or the Facility List (from which you can select Request button next to 
eligible facility) 

3. Next, select the location for the reservation request from the dropdown (If the user 
started the request from the Facilities List, then the location will be populated) 

• To see availability of the facility, you can click View Calendar or View 
Availability if necessary 

• Any facilities that are available for public reservations request will be listed in the 
dropdown 

4. After selecting the location, you will select the dates and times 

• The scheduling for the reservation request is determined in settings for the facility 

o Enter the Start Date 

 If the reservation is for recurring dates, check Recurring and enter 
the end date and day/days of the week for the recurring reservation 
request 

 Click Save Dates button 

 For block scheduling: If the facility is set for block scheduling, the 
blocks will appear after selecting your location 

 Check off the desired block or blocks 

 Click Save Dates button or Next 

 
 



5. Enter the required Contact Information  

6. Enter the Purpose for the reservation, such as the name of the event 

7. Enter the head count, if required 

8. Click Submit 

 

9. The next screen will thank the user for the request and display information for the request 

• The user can Print Request at the bottom of the screen 
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