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City of Livonia CivicRec Guide (Public) 
 

How to Create a User Account (Public View) 
1. Click into https://secure.rec1.com/MI/livonia-mi/catalog directly, or access the link via 

VaccinateLivonia.org or https://www.livonia.gov/1874/COVID-19-Vaccine-Information 

2. Click “Accounts” in the top left. 

 
3. Login if you have any account. Click “Create Your Livonia Parks & Rec. Account” if you do not. 

4. Input the your name, birthdate, phone number, address and email. Click “Save New User” in the 

bottom-right corner. User is now created. If you do not have an email, you will have to call to have an 

account created for you. 

 
 

How to Register for an Activity (Public View) 
1. On the main Catalog page, click the “COVID-19 Vaccine Clinic” tab at the end of the list. 

2. Click on the available time slot you are requesting. It will drop down to show additional details. 

https://secure.rec1.com/MI/livonia-mi/catalog
file:///C:/Users/cjackett/Desktop/CivicRecInstructions/VaccinateLivonia.org
https://www.livonia.gov/1874/COVID-19-Vaccine-Information
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3. Click the check box on the right that appears next to the user’s name. Once checked, hit the green 

“Add to Cart” button in the lower right corner. 

4. A pop-up will show the cart with a $0 item. Click the blue “Checkout” button in the bottom-right 

corner. 
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5. On the Prompts screen, accept and click the green "Submit Responses" button on the right.

 
6. On the Payment screen, check verify the price shows $0 and hit the green “Complete Transaction” 

button on the right. You are now registered. 

 
7. A PDF receipt will appear on the screen. Email yourself a PDF copy of your receipt. You will not need to 

present it at the appointment (we’ll have a roster list), but you will have it as verification. 
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