Harford County Office on Aging
Senior Center Division

FOR SENIOR CENTER MEMBERS — How to Create a CivicRec Account and Renew
your Senior Center Membership Online (Mobile device - tablet or cell phone)

Note: CivicRec works best with Chrome, Microsoft Edge or Firefox as web browsers. Please be
aware that you will need to scroll up and down to see the full screens during some steps of the
process. This document will guide you through with screenshots and instructions.

Part 1. Create your online account
Step 1. To create your account, go to:

https://secure.recl.com/MD/office-on-aging-harford-county/catalog

First you will see the green CivicRec screen, then the catalog screen will appear. Click on Account in the
dark blue box (highlighted in yellow below).
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https://secure.rec1.com/MD/office-on-aging-harford-county/catalog

Step 2. On the RED screen, enter Click on [KeIel\NRWAR I N= Y A\(R
ON THE Sign IN screen, if you are setting up a new account, Click on “Don’t have an account? Sign up”.

If you already have an account, enter your email, then click on [@@INIIIN[8}3 to enter password.
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NOTE: The mobile version is designed to present the information in the best format for a small mobile
screen. However, if you prefer, on the Menu, you can change the view to Desktop Version, which takes
you to the view you would see from a computer. If you prefer to continue in MOBILE view, skip to Step 3.
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Touch the Mobile button on the Catalog Home screen to return to the mobile view.
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Step 3. In the Create User screen, complete the account information fields as shown. You will use your
email address as your user ID for logging in to CivicRec. Create a password using the guidelines
provided. Be sure to make note of it, as this will be the password you use to get online and register for

classes.

Next you will be taken to the MOBILE view of the Harford County Senior Center Catalog.
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Once all fields are completed, touch the blue CREATE ACCOUNT button.

You will then be directed to Enter Emergency Contact information. (Note that an email address is
required; if you do not have one for your contact, enter your own email address as a placeholder. We
will NOT use email in an emergency!)

You have completed creating your online registration account! Now it is time to renew your annual
Senior Center Membership. See steps below to continue.
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Part 2. Renew your Senior Center Membership — mobile device

Step 1. To log in or create your account, go to:

https://secure.recl.com/MD/office-on-aging-harford-county/catalog

Step 2. On the RED screen, enter Click on [KeIc{[NRWARNzN3\/V:\
ON THE Sign IN screen, if you are setting up a new account, Click on “Don’t have an account? Sign up”

If you already have an account, enter your email, then click on [@@INIIIN[8}3 to enter password.
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Step 3. Once you are logged in, you will see the catalog page (on the left below). To renew your Senior
Center Membership, select All Activities, then select Senior Center Membership.
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Step 4. Once you have selected the Senior Center Membership, Select the Individual Membership.
Check the box next to the eligible member or members whose membership you will renew (yourself, a
household member or both). In this example, we are renewing for James Fake. Select ADD TO CART.
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Step 5. On the Attachments screen, that you will be sent a copy of the Senior Center Policies and
Guidelines with your Membership receipt. You can download them here, or move on to the next step by
selecting CONFIRM ATTACHMENTS.
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Step 6. On the Prompts screens, check off your responses to the questions asked. These are all the same
guestions we ask on our paper Senior Center Membership form. Keep scrolling and answering questions
until you get to the last screen, where you will select SUBMIT RESPONSES.
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Step 7. This will bring you to the Waivers screen that shows you the complete Senior Center Membership
Agreement (this will be emailed to you with your receipt). Review, and scroll down to the bottom, and
check the “1 agree on behalf of...” box. The Signature line will now appear for you to add your signature
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(sign with a stylus or your finger via the touch screen). Once you have completed your Signature, select
CONFIRM WAIVER AGREEMENT.
L] ® R FUE420%23:01 PM (/] 3 RI 7Y% .4 20%03:.01 PM

€ Waivers < Waivers
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Harford County Government operates

senior activity centers and programs
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physical, mental, and social well-being of its
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opportunities through classes, workshops

and events, Members can gain knowledge

and skills, overcome isclation, gain access

to essential services, and enhance their CONFIRM WAIVER AGREEMENT

Step 8. This will take you to the Payment screen. There is no payment for the membership renewal.
NOTE: If you were to make a purchase, you would be directed to the payment screens and prompted to
provide your credit or debit card information here.

Select REVIEW TRANSACTION to proceed.
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On the Confirm screen, select COMPLETE TRANSACTION.

Bek Payment < Confirm
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Catalog Attachments Prompts Payment Receipt Catalog Attachments Prompts Review & Receipt
Confirm

Sally FakeSenior for Senior Center

Membership Individual Sally FakeSenior for Senior Center

Membership Membership Individual
Delete Membership
Total Charges $0.00 Total Charges $0.00
Net Charges $0.00 Net Charges $0.00

PAYMENT SUMMARY
REVIEW TRANSACTION 6 6
COMPLETE TRANSACTION

Step 9. Your annual Senior Center Membership is renewed! Your receipt will be emailed to the email
address on your account. Click on the green Catalog button to return to the catalog page.
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Catalog Payment Receipt

This transaction receipt has been emailed
to sallysenior123@gmail.com.

office on Aging - Harford Coun
145 N Hickory AvenL

Bel Air, MD 2101

. 410-638-302
seniorcentersi@harfordcountymd.ge
www.harfordcountymd.gc

Registration/Payment Receipt ﬁ
31461549

08/09/2021 03:02 PM

Account Information

Sally FakeSenior

123 Main St

Bel Alr, MD 21014

123-456-7890

Amount

nata

Item
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