
0 
 

 
 
 
 
 
 
 

 
 
Spaces User Guide for Meeting Room 
Reservation Requests 
 
February, 2019 
 
 
 
 
 
 

 
 
 
 
 
 
 

  



1 
 

Table of Contents 
 

Welcome 
 

2 

Creating a Spaces Account 
 

2 

Logging into Your Spaces Account 
 

4 

Requesting a Meeting Room Reservation 
 

5 

Cancelling a Meeting Room Reservation 
 

8 

 
 
  



2 
 

Welcome! 
 
Scenic Regional Library meeting rooms are available for use free of charge by community groups and 
organizations whose membership is composed primarily of residents of the Scenic Regional Library 
District as well as educational and governmental institutions. 
 
Scenic Regional Library uses Spaces software to manage meeting room space.  In order to request 
meeting room space at a Scenic Regional Library branch, you will need to create a Spaces account. 
 
 

Creating a Spaces Account 
 
Please note that you must have an email address to create a Spaces account.  If you do not have an 
email address, then someone else in your organization that does have an email address will need to 
create and manage the Spaces account. 
 
Follow these steps to create a Spaces account. 
 

1. Go to www.scenicregional.org. 
2. Click on “Meeting Rooms.” 

 

 
 

3. Read the Meeting Room Policy. 
 

 
 
 

http://www.scenicregional.org/
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Creating a Spaces Account, continued 
 

4. Click “I Agree to the Meeting Room Policy.” 
 

 
 

5. Click “Create An Account.” 
 

 
 

6. Complete the fields. 
7. Click “Create Account.” 
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Logging into Your Spaces Account 
 
Each time you want to use your Spaces Account, you will need to log into it. 
 

1. Click “Login.” 
 

 
 

2. Enter the email and password. 
3. Click “Login.” 
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Requesting a Meeting Room Reservation 
 
Follow these steps to search for a meeting room. 
 

1. Select a date. 
 

 
 

2. Select a start time and end time. 
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Requesting a Meeting Room Reservation, continued 
 

3. Click “Search for a Space.” 
 

 
 

4. Click “Pick Me.” 
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Requesting a Meeting Room Reservation, continued 
 

5. Enter the purpose and choose “No Organization.” 
6. Click “Submit Request.” 

 

 
 
Notes 

 You will receive an email verifying that your meeting room request has been received. 

 Library staff will review your request to ensure it falls within the Meeting Room Policy 
guidelines. 

 You will receive an email letting you know if your request is approved.  
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Cancelling a Meeting Room Reservation 
 
If you no longer need your meeting room, please follow these steps to cancel your reservation. 
 

1. Click “My Account.” 
 

 
 

2. Click “Cancel” next to the reservation you want to cancel.  It will be listed under Approved 
Reservations. 

 

 
 

3. Click “Yes” to confirm the cancellation. 
 

 
 
 


