Reserving a Conference Room

Conference Rooms are being added in Outlook, as a resource, for any staff to reserve.

The public folder listings are going away and the rooms are only going to be in Outlook. Other rooms at
all locations will be added in the future.

This document shows how to reserve a room at the Tribal Center.

[ Calendar - Microsoft Outlook - 2 X
: File Edit View Go Tools Actions Outlook Connector Help Type aquestion far help |+ C t
: — reate a
: ENew - | X M) H9 ¢ a9 s Untitled - Meeting - = x
L e = .
Calendar vecting BT © [fo-Do.. » X meeting by
2] Al Calendar Items 2 [] calendar ﬁ =0 & %] = suw & Recurrence (5} | April 2011 | .
My Calendars ¥ Delete == 8, @ Time Zones  { £ 0 Tid U se ECtIng
8 Cancel \Appointment|Scheduling Meeting & 15 minutes - Spelling 1
People’s Calendars Invitation L2 Forward ~ Assistant || Warkspace @d” 85 categorize - § - 3 4 s[g 7 invite
Actions Show Attendees Options || Proofing 10 11 12 13 14 1
How to Share Calen 17 18 19 20 21 22
. 24 25 26 27 28 X%
Open a Shared Cale ‘ Invitations have not been sent for this meeting | attendees_
T,
Share My Calendar... [ ° ] ‘ |
send a Calendar via Subject: ‘ A
Publish My Calendar,

Location: ‘ (: [Rooms”. ] > (A COnf6f€nC8
A
Start time: | Thu 4/7/2011 v | [10:00 am v | Al day event \& a’vpupzﬁ'\(t‘:nrzlr:‘tg. room is like

Endtime: | Thu 4/7/2011 v | [1030 am v

Add Mew Group

an attendee.)

M\ Click the

Type a new task N
There are no items \
to show in this Rooms
view.
button.
() Mail Select Rooms: All Rooms
ﬁ Calendar Search: (®)Mame only (Mare columns  Address Book
82| contacts | | | G0 |AII Rooms “ |  Advanced Find
7] Tasks E | Mame Location Business Phone Capacity
_| mshareaFoer 2 =] Tr!bal Center Acco.u!ﬂtlng.(:onfer. " Tr!bal Center (218) 875-2685 g
Tribal Center Administrative Conf... Tribal Center (218) 875-2635 10
0 Ttems 1 D Tribal Center Executive Directar ... Tribal Center (218) 8758-2619 g # Exchange ~
m‘! [&] Tribal Center MIS Conference Ro... Tribal Center (218) §78-7491 g
i
% |2 Tribal Center Planning Conferenc... Tribal Center (218) 876-2642 1z

® Tribal Center Training Re 10 Tribal Center

< | >

Rooms -3 ] | ribal center Training Room 52500 |

The list of available conference rooms appears and you then select the room. Either double click on the
highlighted room, or single click and then click the Rooms button. (In this example the Tribal Center
Training Room has been selected.) Click OK.
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To determine if the room is available select Scheduling Assistant:
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Each room has an owner: To determine the owner or contact person-
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In the address book
select All Rooms.

Right click on the
room and select Properties.
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E Tribal Center Training Room 52500

)| (B Tribal Center Training Room 52500

The Phone/Notes
tab lists in the notes section
things like, what is available
in the room, seating, and
the actual ext. of the phone
in the room. (If it has a
phone.)
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Select the Organization tab and it
will list the Manager or Owner giving the
name and their phone number in case
you need to contact them.




