
 

 

Requesting a Meeting 

Room Online  

 
 

Community members wishing to reserve public meeting room space at the Glenview Public 
Library may submit online requests by following the steps below. 
 
Step 1 
 
Visit the Meeting Room Reservation Page. 
 
Please review Library’s Facilities Use Policy and Regulations prior to requesting a meeting space 
as they outline the Library’s stipulations, the user’s responsibilities, and the Fee Schedule with 
applicable costs for the use of public meeting rooms. Information about each room can be seen 
by clicking the blue INFO button next to the room name. 
 
STEP 2 
 
Choose the date for your meeting by using the Go To Date calendar tool or by clicking the 
forward or backward arrows to scroll through dates. Rooms can be requested up to 60 days in 
advance. The minimum lead time for room requests is 7 days. If no times are available for your 
chosen date, a Next Available button will appear that will jump the calendar to the earliest date 
and time that can be requested. Available start times are shown in green. Using the mouse to 
hover over a time will also show availability information. 
 

 
 
Choose a start time for your meeting. Start times are available in 30-minute increments. Click 
the box for your meeting’s start time in the row for the room you would like to request. 
 

https://glenviewpl.libcal.com/spaces?lid=15989&gid=33715


 

 

STEP 3 
 
Your booking request will appear in orange.  
 

 
 
Modify the ending time for the meeting using the drop-down selection menu.  
 
To choose a different start time, click the trash can icon.  
 
Total cost for your reservation will be displayed. Click Submit Times. 
 
STEP 4 
 
A login page will appear. 
 
Input your GPL library card number (the number below the bar code) and your library account 
password into the box. The default password is the last four digits of your phone number unless 
you have chosen something else. 
 
  



 

 

STEP 5 
 
Review your booking request. If you need to change your request, click the Remove link to go 
back to the available times. 
 

 
 
Read the Terms and Conditions, and click the Continue button to proceed. 
 
STEP 6 
 
Fill out the room booking application form, detailing the organization and purpose of the 
meeting, anticipated attendance, and room set up that you would like.  When you have filled 
out the form click the Submit my Booking Request button. 
 
  



 

 

STEP 7 
Once you have submitted your request, you will receive an email message confirming that it has 
been received. The message will come from this email address: alerts@mail.libcal.com. 
 

 
 
Library staff will review your request and contact you if more information is needed. When your 
request is approved, you will receive an email message confirming the reservation. If the 
request is denied, you will receive an email message letting you know that the request could 
not be accommodated. Contact the Library Business Office if you have any questions or would 
like additional information regarding public meeting room reservations. 

mailto:alerts@mail.libcal.com

