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How to Make a Room Booking 

1. Select the date of your booking from the calendar. 
2. Decide which library media room you would like to book. 
3. Click on a 1 hour green block. Click on 1 to 2 blocks per booking. (You may book up to 2 

blocks in one day.) 

 

4. The selected blocks will turn orange. 
5. Click on the Continue button to proceed. 

 

6. Enter your first and last name. 
7. Enter your NorQuest email address. 
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8. You may enter a nickname for your group booking to be viewed publicly. 

 

9. You must check your email and click on the confirmation link within 30 minutes to 
ensure you keep your booking. 

 



May 28, 2014 SB 
 

 

10. The link will direct you to a page where you will click on the Yes to confirm. 

 

11. You will receive another email that confirms your booking and offers you another 
chance to cancel your booking. 

12. Confirmed bookings will appear on the right panel. 

 

13. Once your booking is confirmed, the blocks you booked will show up blue (unavailable) 
on the calendar. 


