Reserving the PDC Training Rooms

How to check the "PDC Training Rooms" calendar for availability

Go | Tools  Ackions  Help
1. Select Go > Calendar from Outlook’s menu bar. '
G Contacts  Chrl+3
ag [ Folder List  Chrl+6
2. Click on the blue "Open a Shared Calendar... "link inthe & e @
lower left of the window. \[o Shared Calend
The Open a Shared Calendar dialog will appear. -
3. Type: PDC Trai ni ng Roons  » Nore., | o< ranng roes
. K I Cancel
4. Click OK. l
The PDC Training Room calendar will appear beside the previously active

calendar.

5. Check to see if a room is available on the desired date/time.

How to reserve a PDC Training Room

1. Create meeting in your Outlook calendar.
NOTE: The following steps, a-e, are just one of many ways to create a
meeting.
a. Press [Ctrl] -[Shift] -[A].
The Appointment window will appear.
b. Enter the title of the meeting in the Subject field.
c. Enter the location (3144 or 3145) in the Location field.
(This is important!)
d. Enter the start and end dates and times.
(This is also important.)
e. Complete any other desired fields.
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Subject: IWellness Commitkes Meeting

Lacation: I3145 j Label: ID Mone j
Starttime;  |Mon 10/25/2010 j | 10:00 At j [~ allday event

End time: [Man 1072572010 =| Jisoam ~|

v Reminder: |15 minutes j \ﬂél Show time as: | Il Busy 'l

Agenda:

Call to order

Approve last meeting's minutes
Plan next month's meeting

Pot luck!

Twa-mile run argund campus

E
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2. Invite "PDC Training Rooms".
a. Click the Scheduling tab.
b. Click in the field reading "Click here to add a name
c. Type: PDC Trai ni ng Roons
d. Repeat steps b and c to invite any other employees.
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3. Send the invitation.
a. Click the Send button.

A confirmation email will be sent back to you within 1-2 work days.
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