
Northern Door Sports and Recreation

HOW TO MAKE A FACILITY 
RESERVATION ONLINE

These instructions show you how to make a facility reservation online in the RecDesk portal. Before 
making a reservation you must have a RecDesk account. 

CREATE OR LOG IN TO YOUR ACCOUNT
A RecDesk member account allows individuals and families to create and manage a central household 
profile, where they can add family members, browse and register for programs like classes, camps, 
leagues, and activities, reserve facilities such as gyms, fields, courts, or pools, purchase or renew mem-
berships and passes, view activity and payment history, pay invoices online, complete digital forms and 
waivers and more.

1.	 Go to northerndoor.recdesk.com
2.	 Click Log In

3.  Sign In or Create New Account 4.  Complete Account Fields and Continue
(For new accounts)

https://northerndoor.recdesk.com/Community/Member/Signup


Northern Door Sports and Recreation

HOW TO MAKE A FACILITY 
RESERVATION ONLINE

RESERVE A FACILITY
Swimming lanes, tennis courts, pavilions and soccer fields are all defined as “facilities” in the RecDesk 
portal. Online reservation parameters (such as availability, lead time, max reservations) are set by the 
organizer or facility manager.

1.	 Click on Facilities
2.	 Find the Facility and click Reserve

3.  Select a Date (click the green Reserve button)

https://northerndoor.recdesk.com/Community/Member/Signup
https://northerndoor.recdesk.com/Community/Member/Signup


4.  Fill in Description of Use and Group Size
It is helpful to include your name in the description of use. When specifying group size keep in 
mind that certain facilities have limits. (i.e. swim lanes have a max capacity of 1). Refer to facility 
policies. 

5.  Select a time and “price” option
Select a time slot under the type of reservation you are making. Different types of reservations 
are defined by days and durations (i.e. 15 min try outs may be limited to morning hours and fam-
ily swim may only be available on weekends). Some facilities will have different fee schedules 
based on membership policies or type of use. 

6.  Add the reservation to your cart

https://northerndoor.recdesk.com/Community/Member/Signup
https://northerndoor.recdesk.com/Community/Member/Signup
https://northerndoor.recdesk.com/Community/Member/Signup


7.  Complete Check Out Process
During the checkout process you will be prompted to sign an electronic waiver and complete 
payment if balance is due. 

If you have a credit in your RecDesk 
account you will have the option 
to apply it if a balance is due. 

When you have completed the checkout 
you will see a green banner indicating 
your checkout has been successfully 
completed.

You can add a new facility reservation 
prior to checkout. Note that there may be 
limitations on the number of reservations 
that can be made at one time based on 
specific facility policies. 

https://northerndoor.recdesk.com/Community/Member/Signup

