
All library spaces are booked using Google

Calendar. Please make sure to label your space

reservation with how it will be used.

book your spacebook your space



Open a new tab. Click the grid/
“waffle” of dots in the upper
right corner, near your profile.

Log into your school account.
1. Open Google Calendar.

Click the Google Calendar icon. 



Choose “Event,” the first option
in the drop-down menu.

On the upper left, click

the “+ Create” button.
2a. Create a new event.



Name your event after
yourself, your class, or what
the space will be used for.

2b. Create a new event.

Make sure to double-check

the date and the time-slot

you are signing up for.



3a. Reserve your space. Click “Add rooms or location.”

There will be two separate
fields. Make sure your cursor
is in the “Rooms” field.



3b. Reserve your space.

Spaces that are crossed out
have already been reserved. 

Type in “LRC” to see a list
of library spaces, including
study rooms.



Each space lists the capacity.
Hover for a detail view.

Click on the space you want.

3c. Reserve your space.



4. Save your event. Double-check that your date,

time, and space are correct.

Click the blue “Save” button,
bottom right. You’re all set!



Room already booked? Ask us.
We can override student
reservations for teachers.

If a space is crossed out, it
has already been reserved.

Other questions? Email Julia
Furukawa or Jen Don!
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