
  
  

  

  

How to Request a Facility Reservation (Organization)  
1. Sign into your online account or open one using a personal email address. 

 
 
 
 
 

 
  
 
 
 
 

 
2. Click on Facility Use Request at the top menu bar. 

 
  

 
 
 
 
 
 
3. Under Popular Events click on the “Ice Rental General” category/tile to submit a request. 

 
 
 
 

  
 
 
 
 
 
 
 
 
 
 
 
 
If the ice rental general category/tile is not displayed on the first page, click on the 2nd or 3rd dot here, then click on 
the appropriate tile. 
 



  
  

  

4. The system will display the list of locations available to rent under the category/tile selected. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 

 
5. The reservation system will display a calendar set to the current month by default. Click the arrow in the top-right 

corner to move to the next month. 
 

 
 

 
 
   
 

Hover the mouse pointer over the word 
“more” (in blue) to view the additional 
times available.  
Example: on June 19, the hours between 
9:45am and 12:00pm are open, but only 
available to rent until 11:45am. The 
system reserves the last 15 min for an ice 
clean at the end of the booking. 
 

 



  
  

  

To proceed with the reservation, click in the box located on the right-hand side of the screen under “Date,”  
 to display the “Event Dates selection box.” Then, under “Time Range,” input the start and ending times -  
these hours will be the rental’s duration. Then click on “Apply.” 
 
  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
   

If permit holder is part of an organization, please click on 
the drop down under “who are you reserving for?” and 
select the organization or leave it as an “Individual” add 
the number of attendees and then click on “proceed.”  
 



  
  

  

6. In the Reservation Form screen, input the event’s details or add another booking.  
 

 
 
 
 
 
 
 
 
 
 

 
 

Scroll down and answer the custom questions. Once all custom questions are answered, it is required to initial the 
acknowledgments. 

 
 
 
 
 
 

 
 
 

a. Click on the green Reserve/Finish button near the top of the screen to complete the reservation and then 
click Finish. This step will submit the reservation request.  

 
 

  
 

  
  
 
 
 
 
 

b. Once the rentals office receives the online request, a staff member will review it and email the permit holder 
a request for a certificate of insurance. The rental fees will be added to the permit after the insurance is 
received. 


