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Internet Browser 

Please note that the new Online Recreation Management System runs best in Google Chrome. 

 

Why create a new account? 

Existing Family Accounts will not work in the new Registration System. In the new system, all 

User ID’s are email addresses, so in order to interact with us online, your email needs to be 

updated and correct with your new account before you can access our Online Registration. 

*If you do not have an email address, you can call 311 to register over the phone or visit a 

recreation facility or any Citizen Service Centre. 

 

1. Click on the “Create an Account” button  

at the bottom of the Log In Box: 

 

 

 

 

 

 

 

 

 

 

 

2. Fill out the “Not a Member Yet? page. Once all  

the fields have been completed, click the Submit 

button at the bottom. 

 

This will “auto-generate” an email with a  

temporary password. 
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3. After clicking the submit Button, a new screen opens where you can edit your account 

and add family members.  At this time, please add all family member information so 

your account is up-to-date.  Family members must be listed under your account for 

you to register them for programs. 

 

Once everyone is updated, click on your name in the top right corner, log out and 

exit the web browser. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

4. Check your email and look for an email from The City of Greater Sudbury. Click on the 

link in the email, and use the username and password provided in that email to log in. 
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5. When you log in using the username and password emailed to you, it will ask you to 

reset your password. Choose a password that is familiar to you so you will remember 

next time you log in. 

 

Once you click save, a notification will appear that your password has been successfully 

changed. Then log in using your username and updated password. 

 

 

Finding Programs 

 

1. Along the top of the page, you will see five different options: My Profile, 

Membership Passes, Activities, Facility Booking and Launch Website. Click on 

Activities for a list of programs. 

 
 

2. Programs are organized into categories such as Adult Programs, Ski Hill Programs, 

Aquatics etc. Each category has program types beneath it, such as Adult Fitness, 

Youth Fitness etc. (see diagram above). 

 

3. Click on the program that you are interested in. This will then open a new page (see 

example below) that shows all the courses listed within that program type. Use the 

scroll bar on the right side to scroll down for more programs, or filter using the 

check –boxes in the black sidebar on the left. If you don’t see the program you’re 

looking for, click on the blue activities button to go back to the main “Select an 

Activity” page. 
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4. Once you find a program you are interested in, click “Register”. 

Please note that if the blue box says “More Info” it means that this particular 

program is not yet open for registration. If you click on “More Info” you can view the 

registration dates. “Waitlist” indicates that the program is full, but you can choose to 

go on the waitlist. “Call 311 for assistance” means that the program has already 

begun and registration is closed. 

 

                  
 

5. A new tab will open that provides detailed information about that program, such as 

dates, a course description, fees, age restrictions, etc. Click the blue REGISTER 
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button on the top right to register for the program, or click “Back to Event” to go 

back to the course listings for that program type. 

 
 

6. After clicking the REGISTER button, if you have not already logged in, the log in page 

will appear. If you have not created a log in before, please review the steps for 

“Creating an Account”. Once logged in, Step 1 of the registration process, called 

“Attendees” opens under “who would you like to book”. Choose which of your 

family members you would like registered for this program by checking off the box 

beside their name. You will see a yellow “1 spot held” box at the top. Your spot is 

held for 10 minutes. 
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7. After choosing the family member to attend, Step 2 is the Questionnaire. You will 

see a Program Waiver/Consent. Please read through and check off the “I Agree”/ “I 

Disagree” or “Not Applicable” boxes, and then click the blue “Next” button at the 

bottom of the page. Step 3 is the Fees & Extras page which will allow you to select 

any add on’s that might be required for the program. Step 4 will show you what you 

are registering for and allow you to process your payment. 

 
 

At this step, if you’d like to register for another program, or register another family 

member for another program, click the “Continue Shopping” link underneath the 

payment information box, on the right. (See example in picture above). This will 

bring you back to the main page, and will keep your current program in your cart 

until checkout. Follow the steps above. The next time you get to the review page, it 

should show more programs listed. Once you have chosen all of your programs, click 

on the “Place My Order” button in blue at the bottom. Remember the spots are held 

for 10 minutes only so complete your shopping in a timely manner.  
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8. Should you not want to proceed with the order simply click “clear cart” at the top of 

your order summary. 

 

9. At the checkout page, please enter your credit card number and all of the required 

fields. Once you press the Place my Order button, the transaction will go through. 

 

 
 

10. Once you have paid for the course or courses, transactions will appear on your 

account that you can review or print.  The programs will appear in your own custom 

calendar.  To view this Go to My Profile, My Info, click on the person’s schedule you 

want to view, scroll down to Schedules. 


