Spacefinder Guide, Spring 2017
Booking a Library Study Room
Haggerty Library

First, login.
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Log in using your normal Mount Mary nelwork username (not your email
address) and password (same as logging in to a computer on campus) to
access Space Finder.
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Welcome, Guest.

Click Book Now to get started, or Browse Events if you want to see what’s happening around campus.
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Choose a time and date. IMPORTANT: you need to choose at least 2 people to see available rooms. Click

a + sign to add a room.
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Once you’re done here, “booking added” will flash briefly at the top of the screen. Just click Add Room
in the next pop-up box. At this point, if you want to delete, you need to click My Cart.
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Choose to automatically add to your Outlook calendar, or scroll down to complete your reservation.
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Attach File

Sedect your files Drag and drop your files here
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Enter your name as a contact. Spacefinder should fill in your email address.

To avoid extra steps, make SURE you click the final check box! You will receive an email confirmation of
your reservation in your Mount Mary email.



