
Creating a booking using the Time Slot Manager 

 
These instructions assume you have logged into htttp://libonline.scls.lib.wi.us/admin 

using your library’s username and password 

 
To Create a Booking using the Time Slot Manager 
 

1. From the admin site’s Bookings menu, select Time Slot Manager.  The 
Time Slot Search page appears. 

 

 
 
 

2. Enter the appropriate search start date, branch, and workstation type and 
click Search.  (workstation name is optional – select this if you wish to 

search only for a specific PC’s availability) 
 

 



 
3. Click on a time slot to view its details.  A Time Slot Detail page appears. 

 

 
 
4. Enter the patron’s card number. 

5. By default, the start time will be the current time. The end time will be 
the end time for a normal booking slot. 

6. Modify the times as needed.  

7. If you wish to create a booking that is longer than the normal time slot, 
check the box to “Ignore Time Slot Length Restriction”. 

8. If you wish to create a booking that is longer than the normal time or 
bookings that a patron has, check the box to “Automatically Extend 
Booking Limit Restriction”. 

9. Click on the “Create Booking” button. 
10.If the booking is successful, you will get a screen that shows the 

booking’s details. 
 

 


