
Reserving a Meeting Room

Opening Page

Fill in basic information, then click Search for a Space



Meeting Rooms

The Second Page



More about the Second Page

The patron or 
organization can then 
select which branch 
they want 

They can also select 
an equipment 
package



Even More about the Second Page
As requested information is completed, the right side of the page will show 
available rooms. If none are available, location and equipment needs can be 
changed.

The date and time can be changed as 
well.

Click here to see unavailable rooms

To select a room click “Pick Me!”



Meeting Rooms

The patron or organization must log into their account before continuing.

If they have yet to 
create an account, 
there are two links 
on this page



Create an Account

The patron will fill out basic information



Account Confirmation

The patron will get a notice that instructions have sent to their email.

The patron will receive notice that the account has been approved.

The patron will need to access their email to confirm the account.



Reservations Redux

After signing in, the following will display.



Organizations

● If you would like to create a request for an 
organization 
○ The organization must be setup in the system by local management 

prior to making the request 
● Once your organization is in the system and your 

email is associated with it you will be able to reserve 
space in its name



Reservations Deposit

A page that shows the deposit total will display



Reservation Pending

The patron will see that their reservation is pending.


