Scheduling a Shared Conference Room

The following document describes the process for scheduling a shared conference room using the

Outlook 2010 client. If you do not currently have Outlook 2010 installed please contact your unit IT
provider or the AIT FirstCall help desk (first-call@tamu.edu).

Quick Instruction Guide:
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In the lower left corner of the main Outlook screen select the “CALENDAR” button.

Select “New Meeting” in the upper left corner of the Calendar view screen.

In the “TO” Field add those who are being invited to the meeting.

In the “SUBJECT” Field type in description for the meeting as appropriate.

Click the “ROOMS” button and then select the appropriate room you would like to reserve.
Select the appropriate DATE and TIME period for your meeting.

Type in any comments or agenda you would like to send to the meeting attendees.

Click the “SEND” Button to send in your request.

If the room is setup with Auto-Attendant you will receive a response verifying your reservation
has been accepted or not. For those rooms not in auto attendant mode you will receive a
manual response from the room manager.

Detailed Instruction Guide:

1.

In the lower left corner of the main Outlook screen select the “CALENDAR” button.
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2. Select “New Meeting” in the upper left corner of the Calendar view screen.

__File_ | Home | Send/Receive Folder Vi

mEEB B NS

New New New New Online Today Next7
Appointment Meeting Items ~ Meeting Days
New Online Meeting GoTo .

3. Inthe “TO” Field add those who are being invited to the meeting.

To... ' Fred Fiintstone
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—‘—J Subject: Meeting to Discuss Production Quotal
Send : .
Location: I [k Rooms...

4. Inthe “SUBJECT” Field type in description for the meeting as appropriate.

To... | Fred Fintstone

=1 Subject: '_Meeting to Discuss Production Quotd' ]

Location: v Rooms...
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NOTE: The “Room Finder” will display a color coded availability status for the room you’ve
selected. Suggested times are also presented for when the room is most available. This can help
to determine alternative times and dates when the particular room selected is available.

Room Finder v X Suggested times:

4 May, 2011 4 11:30 AM - 12:00 PM
Su Mo Tu We Th Fr Sa 1 available room
12:00 PM - 12:30 PM

18 F23 ES 1 S48 850 (67 &Y 1 available room

8 9 10 1.1 12 13 14

15 16 17 (18]/19 20 21 12:30 PM - 1:00 PM

22 23 24 25 26 27 28 1 available room

29 300 31 ; .

1:00 PM - 1:30 PM

. 1Good TFair .!;,oor 1 available room
Choose an available room: 1:30 PM - 2:00 PM
None 1 available room

Wells Fargo - Room 610

6. Select the appropriate DATE and TIME period for your meeting.

To.. | | FredFlintstone;  AGC - 213A.Dominik Location
- :d. Subject: -Meeting to Discuss Production Quota
en x .
Location: AGC - 213A.Dominik Location - Rooms...
Start time: | Wed 5/18/2011 -] [10:00aM |- | [7] All day event
Endtime: | Wed 5/18/2011 - [11:00 AM E

7. Type in any comments or agenda you would like to send to the meeting attendees.

To... Fred Flintstone; ' ' AGC - 213A.Dominik Location
S_I Subject: .Meeting to Discuss Production Quota
end = v

Location: AGC - 213A.Dominik Location > Rooms...

Start time: | Wed 5/18/2011 ~| |10:00 AM ~ | [] An day event

Endtime: | Wed 5/18/2011 « | [11:00 AM [~
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Agenda: p

1. Review past production quotas
2. Assess current pl'OdUCﬁOI'I quota status
3. Discuss remediation steps.




8. Click the “SEND” Button to send in your request.

© Invitations have not been sent for this meeting.
Conflicts with another appointment on your Calendar.

To... * Fred Flintstone;  AGC - 213A.Dominik Location
Sij Subject: -Meeting to Discuss Production Quota
en -
Location: AGC - 213A.Dominik Location - Rooms...
Starttime: | Wed 5/18/2011 | [10:00aM |- | [[] Al day event
Endtime: | Wed 5/18/2011 - [11:00 AM .
Agenda:
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1. Review past production quotas

2. Assess current production quota status
2 DNisrnss remediatinn stens

9. Ifthe room is setup with Auto-Attendant you will receive a response verifying your reservation

has been accepted or not. For those rooms not in auto attendant mode you will receive a
manual response from the room manager.

Accepted: Meeting to Discuss Production Quota
AGC - 213A.Dominik Location

© AGC - 213A.Dominik Location has accepted this meeting.

Wednesday, May 18, 2011 10:00 AM-11:00 AM (UTC-06:00) Central Time (US & Canada).
AGC - 213A.Dominik Location

Your request was accepted.
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