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Booking Calendar Use Instructions 
Are you confused about using the Booking Calendar in the Booking Form? It really is simple to use and a great 

time saver. Before using the booking form please check to see if your selection is available before sending the 

request.  

 

 

  

To find the date that you want your booking to 

begin, click on the scroll bar controls to the left 

of the date. Click until the month you want to 

book for is on the screen. 

To find the date that you want to book for, 

click on the scroll bar controls on the right 

of the calendar. 

By looking at the date you can see what is 

already booked for that week. 

Example: You want to book the Community 

Helpers 1 Programming Box from May 9-13, 

2019. By checking the May Calendar, you can 

see that it is being used by Hay Lakes Library 

for those dates. 

You can then select another date range for 

your request or ask for another available 

programming box. 

 

TIP: To make it easy to navigate the Booking Calendar 

change the calendar to only display the item you are 

looking to book. You can do this by using the  

drop-down arrow to the right of the ‘change calendar’ 

box.  



2 

 

 

Once you have selected your dates and item you 

wish to book (Equipment, Programming boxes, 

etc.) you can proceed to the PRL Item booking 

form, found below the Booking Calendar. 

Please make sure you have checked the 

Booking Calendar to ensure the item you wish 

to book is available before filling out the PRL 

Item booking form.  

 

TIP: When selecting the Arrival and Return 

date they should be dates that you receive a 

van run.  

 

Your request will be filled by Operations Department staff and sent to you on your van run 

for the dates you requested. 

 

Once your booking has been submitted you will receive an email from PRL Operations 

either confirming the booking for the dates requested, or if the item is unavailable, asking 

if there is another date that you would like to book the item for.  

 

This message will appear after you have 

submitted the PRL Item booking form.  

 

If you wish to book multiple items you will 

need to fill out a form for EACH item you 

would like to book.  

 


