
Learning Objectives 

Getting Started with LibCal webinar will cover the basic features of LibCal version 2, such as system settings and other administrative 

functions (statistics and hours), along with other features: calendar, room bookings, appointments, hours, and registration forms.  

By the end of this session users will be able to:  

 Describe available features on LibCal v2 (free) 

 Demonstrate awareness of how to create the following: calendar/events, room bookings, and appointments 

 Navigate the administrative functions, such as system settings, statistics and hours module 

Administration Functions  

System Settings  

System Name 

Institution Name 

Institution URL 

Access Rules & Privacy 

Admin Alert Boxes 

Date & Time Settings 

The administrator controls system 

settings and user accounts.  The free 

version of LibCal allows libraries to 

create one account per library that 

consists of THREE calendars, THREE room bookings, THREE My Scheduler and ONE Hours module.  More can be purchased 

separately directly from Springshare. Administrators can also create accounts, reset passwords, and promote/demote users. 



 

Calendar  

An easy way for you to share events 

with your patrons 

 

 

 

 

 

Adding Events to the Calendar 

 



Creating Registration Forms   

 

 

 

 

 

 

Room Booking   

Manage room 

reservations with 

ease, use custom 

registration forms 

and limit bookings 

to specific domain 

names. 

  



Appointments   

Schedule 

appointments, allows 

patrons to schedule 

research 

appointments and 

one-on-one 

consultations with 

librarians. 

 

 

 

 

Hours   

An easy way to tell 

your users when the 

library is open & 

closed  

 


