
Group study rooms: FAQs 
 

Q:  I don’t know which room I’ve booked – how do I find out? 
A: See the member of staff on the Reception desk: your study room number will be 
assigned to you as soon as we have checked that your campus card to confirm you 
are the person who booked that timeslot.  
 

Q: I’ve forgotten my campus card – can I use the room I have already booked? 
A: Sorry - we need to check your campus card against the booking you made, before 
we assign one of the rooms to you. 
 

Q: I’ve got outstanding loans and/or fines on my library account: can I book a 
study room? 
A: Sorry – you need to clear those before you can use the online system.  Please see 
a member of staff on the issue desk or call 023 9284 3249 to sort this out. 
 

Q: I’ve already made a booking – why can’t I make another one for later this 
week? 
A: The online system is set up so that you can only make one booking at a time.  As 
soon as you have used your study room, you are free to make another booking online 
within the next 7 day period. 
 

Q: I’ve already made a booking – can I cancel it and book another time instead? 
A: Yes.  Go to the library catalogue and click on My Account. 

• Type in your library number when prompted, then click on Logon. 
• In your Account Summary, click on Bookings.  You are shown your current 

Booking, like this:  
• To cancel the Booking, click on the box to the left of the title, then click on 

Cancel Booking. 

• You can also cancel via the Reception team on 023 9284 3231 
 

We’d appreciate as much notice as possible, so your timeslot can be offered 
online to another student – so please cancel your booking online or via the 
Reception team as soon as you know you aren’t going to need it! 
 

Q: I’ve made a Booking but I’ve forgotten when – can I check? 
A: Yes.  Go the library catalogue and click on My Account. 

• Type in your library number when prompted, then click on Logon. 
• In your Account Summary, click on Bookings.  You are shown your current 

Booking here. 
 

Q: I’m a member of staff: can I book one of these rooms? 
A: Sorry – the study rooms are for student use.  There are alternative facilities for staff 
within the Library.  To book one of the pooled teaching rooms, contact  Space 
Management on 023 9284 3781; to book one of the Library’s seminar rooms, contact 
the Library Office on 023 9284 3222 

 

Group study rooms
 
There are six Group Study Rooms in the University Library.  Each 
room can be booked by a minimum of 3 and a maximum of 6 
people.   

• The rooms are intended to meet the needs of students who 
need to work together on projects.  They may not be used for 
individual study. 

• Each room can only be booked by a group for a period of 2 
hours per day, while the Library is open. 

• Bookings can be made up to one week in advance. 
• Timeslots start on odd hours for three rooms and on even 

hours for three rooms.  
• If a room is not claimed within 30 minutes of the booked time 

by the person who booked the room, it can be used by other 
people, once they have booked. 

• The person who booked the room should be present for the 
whole of the booking period and remains responsible for the 
group’s use of the room during the booking. 

• Rooms should not be left unattended: if unattended, your 
room will be offered to another group. 

• Rooms should be cleared 5 minutes prior to the end of the 
booking period.  If you finish early, please let the Reception 
team know. 

 
Conditions of use 
For the benefit of all users of the rooms and of the Library, please: 

• Only use the chairs and tables in the room 
• Keep noise to a minimum 
• Leave the room clean and tidy 
• Return all books to the trolleys or shelves 

 

Any abuse of the facilities will lead to the removal of your booking 
rights. 
 

If you would like this guide in a different format, please ask. 
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How to book 
 

Go to the library catalogue www.port.ac.uk/library/catalogue 
 or use the link to search the catalogue on our homepage www.port.ac.uk/library 
 

 
 
 
 
 
 

• In the ‘title’ box, type study room, then 
click on Search.   
 

 

• This brings up on screen a record for the six study rooms: 
 
 
 
 
 
 
 

 
• When prompted, type your library number (8-digit number printed on 

your campus card, under the barcode), then click on Logon. 
• Providing you have no fines or overdue loans and have not already 

booked a study room, the Place a booking button is automatically 
checked for you, like this: 

 
 
 
 
 

•  
 
 
 
 
 

• You then need to decide whether you want your booking to start on an 
odd hour (e.g. 11:00 – 12:55) or on an even hour (e.g. 14:00 – 15:55).  
There are two “booking charts” available to you, each with three rooms 
attached: 

 

 • Then click on List booking slots for your preferred start time: 
 
 

 

• Select the hour from which you want your future Booking to start. 
 

• Click on the [next] button to view future Booking slots: you can book a 
study room up to 7 days in advance. 

• If you don’t mind what time the booking slot starts, you will need to 
browse BOTH sets of booking slots to see all available times for all six 
rooms. 

• Please note that you cannot book the current timeslot online: you will 
need to check at the Reception Desk to see if there are any available 
rooms. 

 

• Then click on Place Booking. 
 

The next screen will show whether your Booking has been successful and 
confirms the date and time of  your Booking. 

 
 

• Make a note of the date & time of your Booking and don’t forget to log 
out! 

 

• You must ask at the Reception Desk in the Library for your room 
number for this Booking time.  Remember to take along your Campus 
Card on the day and advise staff of your Booking time so you can be 
assigned a room number. 

Click on the 
Place request 
button 

Click on the 
“reserve” 
button 
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