
MyRec Field 
Requests 

Instructions



Step 1: Home Page

2. On the home 
page click the 
icon that says 
“Rent Field”

1. Click the 
person icon to 
login



Step 2: Facility List

1. Select the field you 
would like to request 
and click “Request” 



Step 3: Filling out the request

1. Enter all the 
information for 
dates and times of 
your request

Note: If you are 
requesting a 
season please 
check off 
“Recurring” and 
select which days 
of the week will 
be recurring”  

2. Click “Next” 

Note: Only 1 field 
can be requested 
at a time. For 
example, I would 
fully submit my 
request for 
Galvani 1, then 
go back and do 
the same process 
for Galvani 2. 



Step 3: 
Continued

Note: If there is 
a date you 
want to 
exclude from 
your recurring 
request, select 
the date and 
hit “Remove 
Selected” 



Step 3: 
Continued

Additional Info is 
for any other 
details about 
your request you 
think we should 
know about. 

Purpose of 
Reservation is 
where you enter 
the type of sport 
being played. 

Note: DO 
NOT HIT 
SUBMIT
until you 
have 
submitted 
both a game 
schedule 
and a roster 
(Next Slide). 



Step 4: Uploading Documents 

1. Click the link to upload 
documents. (Next Slide)



Note: All user 
groups EXCEPT 
Framingham 
Schools and 
Framingham 
Youth 
Organizations, 
must submit a 
complete roster.

2. Upload Game 
Schedules here

Step 4: Continued



Step 5: Submitting Your Request

*Once you’ve uploaded the 
required documents, you 
may now hit submit. 

CONGRATS! If you see this message, you have 
successfully submitted a Reservation Request! 

If you have any 
questions 
please call me 
at 508-532-
5960 and I will 
gladly help you 
out!


