ENTERING MEETING ROOM RESERVATION
(EVANCED PATRON INTERFACE)

1. Go to:http://mcfl.evanced.info/spaces/
2. Select the date that you would like to reserve a meeting room
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There is a drop down calendar thali allow you to select da&s up to 3 months in
the future
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3. Select desired time
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4. Click Search for Space
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5. The system will then tell you which spaces are available for selected date
and time Date and time can be adjusted on this page as well
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6. Select the meeting room you would like to book by clicking on the pick me
button
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7. Select your Organization. *If it is your first time usitige system you will
need to join an organization. Click
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Select your Organization dhe drop down menu. If your Organization does not
appear on thedt please contact Library Staff
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8. Type notes about the meeting into the space provided , then check the box
stating that you have read and wil |l
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9. Click Submit Request button
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10. Enter your library card number and pin number
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*If you receive an error message because there is no email address linked to your
account please contact library staff




