
Class Reservation Form Instructions 
 

1. Enter your e-mail address and click on Go 

 
 

2. Close the message indicating you must enter your e-mail address 

 

3. Click on Submit Request 

 
 

4. Enter the personal information necessary for us to know who your are and how to contact you – 

Be sure to include your name and e-mail address 

 
 

5. Enter information about the class for which you need a librarian 

 
a. Topics/Skills – you may choose multiple subjects 

b. Date Needed – indicate your 1
st
, 2

nd
, and 3

rd
 choices 

c. Number of Students in class 

 

6. Enter a description of the class needs – particular assignment, class level, specific databases, etc. 

 



 

7. Attach files – E.g. assignment document, syllabus, etc. 

 
 

8. Click on the Save button 

 


