How to Reserve a Meeting Room
‘(ORANGE COUNTY LIBRARY SYSTEM

20170 Florida Library of the Year Crlande, Florida

After accessing the

Library’s
homepage,
www.ocls.info
click “Book a
Meeting Room”
(A) at the left side
of the webpage.

A

i@ Log in to My Account

> Renew Titles

+ Reguest Ttkems

> 2-Mail Motices

» Bocok: @ Meeting Room

My Class Calendar

Mobile-Friendly
Resources

Library Catalog
Innovations @ OCLS
Virtual Library
Classes & Programs
Downloadable Media
Databases
KidsConnect
Informed Teens

Press Room

HO &

Fill ¥Your Mew iPad 2 with FREE Books and Music

r_ N Florida Book Award
4 e |5k Meet Florida Bocock Avard-winning authors

at the Orlandeo Public Library.

Mother's Day is May 8th!

Don't forget to thank your mother this
Mother's Day! Find great resources for
Mother's Day celebrations.

All Rise

Meet the first African-American woman to
sit on the Florida Supreme Cowurt, Justice
FPeggy A. Quince.

Celebrate Your Pat!

Celebrate your pet by visiting our Virtual
Gallery and get to know your furry,
feathered, or floppy-=ared friends better
than aver.

1 R55 | Read All Hews Stories =

Most Popular Online Videos

-

Meet the How to Get Step Off1 2011
Author: Jaclyn Your Kids Off
Stapp the Bully Radar

Meore online videos



http://www.ocls.info/�

Click on (A)

“View the schedule
of Meeting Room
Fees” to view fees for
different rooms.

Click on (B) “Meeting
Room Policy” to
read our guidelines.

Click on (C) “Book a
Meeting Room at
this location.”
Please be sure to
select the correct
library branch.

This link will take you
to our Room Reserve
Software.

Meeting Room Info

The Orange County Library System provides meeting rooms at several
locations for use by the public when not being used for Library purposes.
Please note that the Library is charging for meeting room use at all OCLS
locations, and a zero balance on your library card account is required in
order to book a meeting room. View the schedule of Meeting Room Fees.

Meeting Room charges mu paid within 72 hours of placing a reservation
and may be paid onlin a Credit Card (Visa or MasterCard ONLY) or
payments can be |A In person with cash, money order or a certified bank
check. Personal or'Company checks are not acceptable forms of payment

for Meeting Room Charges. Groups may book meetings up to three months

Access OCLS

from vour
iGoogle account!

Learn More ==

in advance. When requesting a meeting rcom times slot, please factor in
any set-up needs. Early entry into our meeting rooms is not permitted for this purpose.

To learn more about our meeting rooms view our Meeting Room Policy or "How to Reserve 3

Meeting Room" tutorial. You can also cont

at 407.835.7323 with any questions you may

have. B
Location Capadcity Meeting Room Hours
ALAFAYA BRANCH Monday-Thursday
12000 East Colonial Drive 10:15 a.m.- 8:30 p.m.
orlando. FL 32826 1 room Friday-Saturday
‘ 50 10:15 a.m. - 4:30 p.m.
: : : Sunday
45001{ a meeting room at this location 1:15 p.m. - 5:30 p.m
>4
d EATONVILLE BRANCH Mondav-Thursd
200 E. Kennedy Blvd. onday= thursday
orlando. EL 32751 1 room 10:15 a.m. - 7:20 p.m.
‘ 60 Friday-Saturday
: : : 10:15 a.m. - 4:30 p.m.
Book a meeting room at this location -




Select desired
branch location
and meeting

room.

A list of meeting
rooms will appear.
Moving your mouse
over these rooms,
highlights their
standard fixtures and
equipment.

Select month
and day on
calendar to see
availability.

Select
appropriate
meeting room
times

Click on
“Continue”
when finished.

Room Request Text Size
Date, Time, and Room Selection LTIT
Day2 Language: | English '+
4 November 2008 v / _ _
B [Flease include set up and take down times.]
1 Albertson Room on 11/24/2008
2 |3 4 |5 6 |7 |8 " ”
g |10 [11 |12 [13 |14|15 9:15 AM-9:30 AM OPEN -
16 (17 |18 |19 (20 |21|22 9:30 AM-9:45 AM OPEM
23 124 |25 |26 |27 |28|29 9:45 AM-10:00 AM OPEM
30 10:00 imm 15 OPEN
10:15 AM-10:30
Expand All | Collapse all A OPEN
10:30 AM-10:45
[ - 1 Alafaya Branch \ AM OPEN
Alafaya - Meeting Room 1 \%E im-ﬂ:ﬂﬂ OPEN
[ + 1 Eatonville Branch
11: 08 AM-11:15 OPEN
[ + 1 Edgewater Branc M
[ + 1Herndon Bra 11:15%-11:3[1 oPEN
[ + 1 Hiawass
11:30 AN 1:45
[ - 1 orlando Public Library 11:45 ;;F:qﬂ&ﬂ OPEN
Albertson Room
Cypress Foom OPEN hat

Magnolia Room
Palm Room

[ + 1 Ssouth Creek Branch
[ + 1 South Trail Branch

12:00 PI-12- 1\
mera




Room Request
Contact Information

Room Mame: |Cypress Foom

Date(s): |3/4/2011 2
& walid library card numberis required, Flease enterthe ass ed
infermatien and click the Legin buttan,

7~
*Library Card: *Library Card Mumber: | /\/
*Last Name: <§]

Meeting Room reservation charges will need to be paid within 72 1. Enter Library
hours of receiving notice. Meeting Room reservations will not be Card Number
processed until payment confirmation is received. Failure to (“P” followed by 9 numbers)
submit payment will result in the cancellation of the Meeting
Room reqguest Meeting Room charges are nonrefundable, should
you need to cancel this request. you will need to do 5o 2. Enter Last Name.
immediately. Meeting Room charges can be made with Credit 3 Click “L A
Card or with cash, certified bank check or money order in person . IC ogin.

by visiting any OCLS library location

MOTE:
: : : : - *Review disclaimer
View the Library 's Meeting Room Policies. .. .
summarizing our policy and
Food and Beverages and/or Catering in the Albertson Room procedures.
reguire a $150.00 fee and a 560.00 fee for all other meeting
rooms. The fee for Food and Bewverages,/Catering applies to each
date reguested. is nonrefundable and can be paid in full with ) )
Credit Card or with cash, certified bank check or money order in *Pay special attention to our
person by visiting any OCLS library focation. food and beverage
* = Required Field accommodation fees.

By wverifying your request, you are indicating that you have reviewed and understand the
meeting room policy. Meeting Room and Food and Beverage fees are nonrefundable,

*All fees are nonrefundable.



Fill in and select all
pertinent information.

items with an *asterisk
denote a required field.

Click “Verify Request.”

Room Request
Contact Information

Room Mame:

Cypress Room

Date(s):

10/1,/2007

*Library Card:

A walid library card number is required. Please enter the associated
information and click the Login button.

#Library Card Number: jss

*Last Name: Doe

MNOTE:

An adult cardholder (18 years or older) may reserve the meeting
room. The cardholder making the reservation assumes full
responsibility for taking care of the meeting room, ensuring that
all altendees adhere to the Library Meeting Room Policy and
Rules of Conduct during the meeting, and, if necessary, making a
cancellation. Cancellations must be made at least 24 hours in
advance of a scheduled meeting to avoid being charged a non-
refundabie $10 “No Show" fee. Food and Beverages and/or
Catering in the Afbertson Room require a $150.00 fee and a
$60.00 fee for aff other meeting rooms. The fee for Food and
Beverages /Catering applies to each date requested, is
nonrefundable and must be paid in full by cash or check to the
Cormmunity Relations office.

Reservation || Meeting || Meeting || Reservation

Meeting Times: Start Time Start Time End Time End Time

9:15 AM 9158 Akd v 9:45 Akd W Q: 45 AM
*MNumber of Attendees:
*0Organization:
*Purpose:
*Name of Card Holder: John Do
*Primary Phone: (407 yLES] - 7481 Extension:
*#*Mame of Card Holder: John Doe
*Primary Phone: (407 |y |835 |-|7431 Extension:
Alternate Phone: ( )] | Extension:
Alternate Contact Name:
Alternate Contact Phone: 14 5 =
Email: comrel@ocls.info

O YES ONO [If ¥ES, a nonrefundable fee is required.]

*select the org
category type:

OPTIOMNAL ITEMS:
The following are items t
quarantee that the reques

reserve the requested item

t are available upon request for the selected room. This does not
d item({s) will be available. We will make every attempt to

[Eeasel
[ Televison and vCR

guipment for the Hearing Impaired [ Padium
[ Tr3Qsparancies overhead Projector

* = Required Field

A




Review your
request.

Select “Continue

to Payment
Options” or
“Cancel.”

If you opt to

cancel, you will
need start the

reservation

process over.

Once again all

fees are

nonrefundable.

By selecting
“Continue to

Payment Options”
patron agrees and

understands

Meeting Room

Policy.

Room Request
Summary

You have requested the following:

in

Pleasereviewyvourr
factorin any set-up
this purpassa

= | 1]

ervation infermation below

eeas rory

your meeting. Early

and continue te payvment options to finish, Please
Entry inte our Mesting roeoms is not permitted for

Room Name:

Cypress Room

Datel(s): |3/4/Z011
Reservation Meeating Meeating Resarvation
Meeting Times: Start Time Start Time End Time End Time
S:135 AM S:135 AM i0:15 AM i0:15 AM
Number of Attendees: |3
Contact Information
Library Card: | _________
Organization: |Test
Purpose: |Test

Mame of Card Holder:

Primary Phone:

COMMUNITY RELATIONS
(407)835-7481

cemrel@eocls.infe

Other Type of Organization

Fu&ill not be served

\ Room Cost:

N\

Paym E\Retei ved:

Z1YES MEb EN Check =

Slezaseverify thatthe INfermationis correct Usethe brow

erBackbuttonte go back and make changes

or click the Cogtinus to Payment Optiens button texgmplete the reservation pracess,

By wverifying your reqdest, you are indicating that you have
meating room policyyMeeting Room and Food and Beverag

viewed and understand the
ees are nanrefundahble,



You have two

Room Request Payment Details

payment options.

The first option

Grand Total

525.00

How would you like to pay?

“Pay at Library
within 72 hours”
can be made in
person at any of
our 15 branches
with cash or credit
card.

/

The second option
pay by “Credit
Card” will allow
you to instantly pay
for your meeting
room.

Please note if you
choose the “Pay at
Library” option
cash and credit
card are the
preferred methods
of payment. No
personal checks.

p{) Pay at library within 72 hours

Credit Card

/




If “Pay at
Library within
72 hours” is

Room Request

pick your

request will

appear. ﬁ

This outlines
the status of the
meeting room
reservation and
reiterates our
guidelines.

Note that all
requests will
in Approval
Pending status
until denied, or
confirmed until
payment has

been received.

be

\

Click on
“Home,”_or

“Another —_|

Request” for
additional Toom——

The request is complete for

Contact: COMMUNITY RELATIONS
FRoom: Cypress Room

Date(s): Thursday, October 01, 2009
Time: 10:00 AM to 12:00 PM

FLEASE NOTE THE STATUS OF THE REQUEST I5:_Approval Pending

Thank you for submitting a request to use geting room at the Orando Fublic Library
You have indicated that yo
be aware that the re
held for 72 hou

ill be paying your meeting room fee at one of our 15 Library locations. Please
t will stay in pending until payment has been received. Pending requests can only be
payment has not been received by that time, the request will be denied.

Totgl2mmount Due: $25.00

I =
fita

{ food is being served, the Food and Beverage Fee has been calculated into the

total amount due.

As the contact person for this meeting room request, please be available to sign in for your meeting. ensure that all
attendees follow the Meeting Room Paolicy and Library Rules of Conduct during the meeting. take care of the meeting
room and, if necessary, to make a cancellation. To cancel a meseting room reservation call 407 8357323, Meeting Room
charges are nonrefundable

Flease keep in mind that the Library and Friends of the Library have priority use of the meeting rooms and room
assignments are made at the discretion of the Library (Meeting Room Policy. Section Il A & B). In the event that a
change or cancellation to your request should occur, advance notice will be given when possible

onsiderations on the use of Library meeting rooms, please see the Meeting Room Policy in its entirsty at
http: /e info/About/BOT/PDFs/Folicies/MeetingRoomPolicy BOTApproved072008 pdf

~

reservations.

Flease call 407 ocls.info if you have any questions or concemns. Thank you!




If “Credit Card”
payment is chosen.

Correctly fill out the
Billing address fo

the Visa or \
MasterCard that you
wish to use.

Then click th
“Process
Payment” button.

When you are
finished, you will
receive a
confirmation
number, and if you
provided an e-mail
address, the
number will be sent
to you via e-mail.

Room Request Payment Details

Grand Total

525.00

How would you like to pay?

O Pay at library within 72 hours @' Credit Card

Card Holder Name

Country

Address

Cerher

Credit Card UEWME

Expiration Date

1-January ¥ |/ |2009 »

RS

If you have gquestions regarding how to
book a meeting room please contact the
Library’s Community Relations
Department at 407.835.7481.
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