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Making a reservation 

In your library, you have the option to make reservations. Depending on the library’s offerings, this could be 

a workspace (with or without a computer) or, for example, a room. Please note that a reservation may 

involve costs. If you log in with your library account, you can pay these costs from your available credit. 

Login 

The sign-in options in your library may differ from the example. Choose how you want to sign in and enter 

your details. 

 

 

Once you are signed in, follow the steps in the left-hand column to make a reservation.  

You can always go back to a previous step by clicking on it. Some steps may not apply to your reservation; 

these will be automatically skipped. 
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Select a location 

Select the location for which you want to make a reservation from the 'Location' dropdown list. Not familiar 

with the location? Use Google Maps to see where it is. 

 

Click 'Next' to proceed to the next step. 

 

Select a date 

Select the date on which you want to make a reservation.

 

Click 'Next' to proceed to the next step. 
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Choose workstation type 

Select the type of workspace you want to reserve. The available options may vary in your library. 

 

Click 'Next' to proceed to the next step. 

 

Select a workstation 

Select the time slot for the workspace you want to reserve. You can select multiple slots. 

Click 'Next' to proceed to the next step. 
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Add extras  

Extras can be added to your reservation. You can select them here. 

 

Click 'Next' to proceed to the next step. 

 

Preferred functionality 

At this step, you can select the desired functionality for workspaces with a computer. Choose from the 

available profiles. Please note: the options may vary here as well. 

 

Click 'Next' to proceed to the next step. 
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Enter personal data 

In this step, the library may request additional information required for your reservation. Fields marked with 

an asterisk (*) are mandatory.

 

Click 'Next' to proceed to the next step. 

 

In this step, your reservation is summarized. If everything is correct, click on 'Place reservation'. 
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You will receive an email shortly. Click the 'Confirm' button in this email to proceed. 

 

 

As the final step, click the 'Confirm Reservation' button.
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A confirmation message will appear on the screen, and you will receive a confirmation email.

 

 

Reservation cancellation 

In the confirmation email of your reservation, you will find a 'Cancel Reservation' button. Please use this 

option if you cannot use your reservation; otherwise, it will be recorded as 'No Show'. If this happens 

repeatedly, the library may impose a sanction.
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Click the 'Cancel Reservation' button.

 

A message confirming your reservation has been canceled will appear on the screen, and you will receive a 

cancellation email. 

 

 

 


