Reservations Using Bookings

Step 1 . Onthe library website, Library.olivet.edu/, select the Reservations tab.

| 8B Bernes Library - Ofivet Nazaren X | + i =
c QO B hipsslisrsryalivetedu/ndssshp & v e s @ =
About = Contact Services Campus Links ~ Search Q ‘
Subject Guides Books & Media Journals & Articles Help

%enner Library

Nazarene University

M e &
= | ) L4

Step 2 On the Reservations page, click on any of the headers to make a reservation.

B | 88 Reservatons x | + < - 8 x
<« c O B hitpsi/ibrary.olivet.edu/reservations/indexphp. B % ®n @ =
About > Contact Services Reservations Campus Links ~ Search. ‘ Q]

L]

Subject Guides Books & Media Benner Library Journals & Articles Help
Olivet Nazarene University
Reservations
Click on the headers below to make a reservation. All bookings are in Central Time (Chicago). Schedule a reservation through Microsoft Bookings.
Study Rooms @ Upcoming Reservations
Benner library has 2 reservable study rooms cick one of the links to book a specific room. Pick a start date:  01/16/2025 &
o312

Pick a end date:| 01/16/2025

Select area: | All Reservation Areas v

Group Study Rooms @

The tended fc by 5+ peopl tion. Tip: If it to meet weekly, make individual tions for each date.
m:szorjoms are intended for use by 5+ people per reservation. Tip: If you want to meet weekly, make individual reservations for each date. B Lot Updatedt: :23:55 AM

*If a laptop is needed fill out the laptop request form. (This does not guarantee a laptop will be available. Faculty and classes will have top priority.)

Poster Printing Appointment &
Poster printing is by appointment only. For more information visit our poster printing page.
*Appointments limited to 5 fles per session. If this is the case, please book multiple times. Questions? Contact &

Meet with Library Staff @
Choose a date and time to meet with a Library Staff member for help with library services like research projects or off campus access issues. Call or email our team with
questions or if times offered don't work for you.

University Archives Documents and Materials Appointment @

Choose a date and time to meet with the University Archivist. Call or email him with questions or if times offered don't work for you.

Green Screen Reservation @ )
Benner Library has a green screen which is used to key out a background, whether for photography or videography. Book a time to reserve a time slot. More
inf

Faculty: Library Instruction & Workdays @

Request library instruction or space for research day in the library.

Step 3. Select the date and time available and scroll down to fill out details as needed.

Each type of reservation may ask for different information such as name, email, and the
details of the reservation
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Add your details

Notes

You will get a confirmation email after booking. If you would like to change times, click on
“Change your Appointment” from the email. This will bring you to another page with
options to reschedule, cancel, or make a new appointment.

Reservations are for 2 hours, 1 hour, or 30 minutes, depending on the service. Reservation
times are set relative to when they will be unavailable to the public. For example, if you take
the final time available for a reservation, assume that you only have the amount of time
reserved for that service.

Most reservations must be made at least one day before the appointment.

Step 4 To check for Reservation times, on the Reservations page of the library website,

select the start and end dates and selected area — it defaults to all areas- under Upcoming
Reservations. Click Search.



Upcoming Reservations

Pick a start date: | 01 /16 /2025 (=)
Pick a end date:| 01/17 /2025 (=)

Select area: | All Reservation Areas v

Search | Last Updated: 10:47:38 AM

Area

Start (CST)

End (CST)

Lower Level Study Room
(017)

1/17/2025, 10:00:00
AM

1/17/2025, 12:00:00
PM

Third Floor Study Room (312)

1/16/2025, 1:00:00 PM

1/16/2025, 3:00:00 PM

Third Floor Study Room (312)

1/16/2025, 8:00:00 PM

1/16/2025, 10:00:00
PM

Group Study Room (014)

1/17/2025, 2:00:00 PM

1/17/2025, 4:.00:00 PM

Questions?
Visit the Lower Level Service Desk or call this number 815-928-5778.




