
Study Rooms Patron Guide 
05.2026 
 

 
 

Reserving a study room using the library website or app 
 
 

1. Navigate to : http://www.orangepubliclibrary.org/visit/study-rooms  
a. The link on the app will also direct you to the same page 

2. Select your desired location 
3. On the study rooms landing page for your chosen location, search by time or by space by switching tabs.  

a. Searching by time does a direct search for the specified date and time. Only available rooms will 
show 

b. Searching by space gives you an availability calendar to show all available dates and times for all 
spaces 
 

 
 

4. Click on “Book Now” or “Show Availability” for the desired study room 
5. Enter your library card number and PIN 
6. Double check the date and time and submit your booking. 
7. You will receive a confirmation email with your door code and check-in link and code.  

 
Reserving a study room using a self-service kiosk 
 
1. Click on Reserve and choose Study Rooms from the drop down menu  

 
2. On the study rooms landing page for your desired location, search by time or by space by switching tabs.  

a. Searching by time does a direct search for the specified date and time. Only available rooms will 
show 

http://www.orangepubliclibrary.org/visit/study-rooms
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b. Searching by space gives you an availability calendar to show all available dates and times for all 
spaces 
 

 
 

8. Click on “Book Now” or “Show Availability” for the desired study room 
9. Scan your library card using the barcode scanner or enter your library card number and PIN 
10. Double check the date and time and submit your booking. 
11. You will receive a confirmation email with your door code and check-in link and code.   

 
Checking in and Checking Out 
 

1. Check in to your study room 5 minutes prior to booking start time or up to 15 minutes after your booking 
start time. Checking in will activate the door code that you will use to enter the room.   

a. Check in using the link sent to your email. Sample below. 

 
b. Check in using one of the self-service kiosks on site using your check-in code 
c. Please note that reservations are canceled and the room is released if you are unable to check in 

within 15 minutes of your reservation start time. Check-in is only allowed when you are close to or 
when you are already on library premises.   
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2. Use the 4-digit code sent to your email to enter the room. Sample below.  

 
3. Check out of your study room after use – this ensures your name is cleared from the room booking and 

updates availability for those who may be waiting for an open space 
 

 
 

a. Check out using the same check-in link sent to your email 
b. Check out using one of the self-service kiosks on site 
c. Please note that reservations are automatically checked out at the end of your time and the door 

code will immediately stop working. Please take all your belongings as you exit the room.  
 


