
1. Click the “Meeting Rooms” link on http://sclibs.net.  
2. Read the Meeting Room Policy. 
3. Click “Room Request.” 
4. Choose your preferred library and room. 
5. Today’s date displays automatically. Choose  
your meeting date from the small calendar or see  
available dates by changing your view from Day  
to Week or Month. 

Month View - This view displays the current 
month’s schedule for your selected room. 
Week View - This view displays the week’s  
schedule for your selected room.  

How to  Request  a  Room 
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10. Complete the form and click “Verify Request.”  
11. Review the information on the Room Request 
Summary page. If correct, click “Submit Request.” 
 
 
12. Print out or write down the confirmation number for 
the request. 
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6. Choose the date you would like to request 
for your meeting. If you are not in the day 
view, click the number for the date.  
7. Verify that you have selected the correct 
library and room.  
8. Select the time for your meeting by placing 
checks in the boxes. (Please consider set up 
and clean up times in your request.) 
9. Click “Continue” to go to the Room  
Request Contact Information Form. 

Please note this is a request. You will be contacted 
when your request has been confirmed and at that 
time you may continue planning your meeting. 

___________________________ 
 
To cancel a room request, visit the Meeting Rooms 
page on http://sclibs.net, look for the link to cancel 
and have your confirmation number ready. 


