
How to Reserve a Meeting Room

After accessing the 
Library’s 
homepage, 
www.ocls.info
click “Book a 
Meeting Room” 
(A) at the left side 
of the webpage. 
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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.
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1. 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.

2. Select month 
and day on 
calendar to see 
availability.

3. Select 
appropriate 
meeting room 
times

4. Click on 
“Continue”
when finished.
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1. Enter Library 
Card Number
(“P” followed by 9 numbers)

2. Enter Last Name.

3. Click “Login.”

*Review disclaimer 
summarizing our policy and 
procedures.  

*Pay special attention to our 
food and beverage 
accommodation fees. 

*All fees are nonrefundable.
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• Fill in and select all 
pertinent information.

items with an *asterisk 
denote a required field. 

• Click “Verify Request.”



• 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.



 You have two 
payment options.

 The first option 
“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.



• If “Pay at 
Library within 
72 hours” is 
pick your 
request will 
appear.

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

• Note that all 
requests will be 
in Approval 
Pending status 
until denied, or 
confirmed until 
payment has 
been received.

• Click  on 
“Home,” or 
“Another 
Request” for 
additional room 
reservations. 



• If “Credit Card”
payment is chosen. 

• Correctly fill out the 
Billing address for 
the Visa or 
MasterCard that you 
wish to use.

• Then click the 
“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.

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