
How to Sign up &
Create a Civic Rec
Account
(Mobile Version)



STEP 1 - To create an
account you must first sign
up. To do that, tap on
Menu.

STEP 2- Tap Log In/
Create Account.

STEP 3 - Tap Log In
With Email. 



STEP 4 - Tap Sign up. STEP 5 - There are two
options for creating an account:
Email or Use Another Service. If
you choose Email, fill out all fields.

STEP 6 - If you choose
Email, tap Create Account. If
you choose to use Another
Service, skip to step 9. 



STEP 7 -  You will be STEP 8 - Enter the OTP
code. Do not use the code from
the example. 

emailed a One Time Password
(OTP) to the email you entered



STEP 9 - Fill out the fields listed and tap Apply to save

Example of Apply button that
appears below entered info of
each field. 

the entered information that field. Only the primary phone
number is required. 

gtparks@gtcountymi.gov

1213 W Civic Center Dr.

Traverse City, MI 49686



STEP 10 - An emergency
contact is required for each
account member. Tap Manage

Emergency Contacts to enter
information.

STEP 11 - Fill out the   
required fields, marked
with an asterisk (*). 

STEP 12 -Once all 
required fields are filled, a
green button will appear at
the bottom to save the info,
tap Add New Contact.

Name

231-922-4818



STEP 13 - Your emergency
contact has been saved and
will appear at the top. Tap
Account Profile to continue. 

STEP 14 - To add 
additional account members,
tap the green/white plus

button. 

*If you have no additional
account members to add, then
your account is complete and
you may begin browsing our
catalog. Tap Catalog.

Name

231-922-4818

Traverse City, MI 49686

231-922-4818

gtparks@gtcountymi.gov



STEP 15 -Fill out the fields listed and tap Apply to save the entered
information that field. The following fields are not required: Middlename,
Suffix, Gender, or Pronouns. All others are required fields. After entering
an emergency contact, tap Create Account, to save that member. Repeat
this step as necessary.

1213 W Civic Center Dr.



STEP 16 -  Once you have created all of your necessary account 
members, tap Catalog to begin browsing. 


