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Chapter 1
Request a Room
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Some Rooms require approval. You may »e Tentative: Time Clock Plus
receive an email that states “Tentative” H-Cafeteria Board Room <H-CafeteriaBoardRoom®@holmescec.edu>

And “Pending Approval” To: Kevin Baker
‘When: Wednesday, June 21, 2017 at 9:30 AM - 2:30 PM.
Location: H-Cafeteria Board Room

It means What it Says' It IS pendmg ? ia Board Room has tentatively accepted.
approval or denial. £\ This appointmen in the past.

Your request was

pending approval.

This is the message you want to see. Accepted: Kevin Baker
H-Cafeteria Board Room <H-CafeteriaBoardRoom@holmescc.edu> sent by

“" ”
ACCEptEd Ceressa Sims <csims®@holmescc.edu>

To: Kevin Baker
It is recommended to verify the date and Wheg; Wednesday, June 21, 2017 at 9:30 AM - 2:30 PM.
time. Location: H-Cafeteria Board Room

FT H-Cafeteria Board Room has accepted.
Done! /AL This appointment occurs in the past.

Chapter 2
Cancel a Room (Meeting)
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Chapter 3
Add a Calendar for viewing

You can add a calendar to view availability but it is not necessary for scheduling a room.
You will only need to add it once. From then on, you can view by selecting the calendar.

ﬂa .’-_||:_| 5 Inbox - g-vdi-test@holmescc.edu - Qutlook ?
Open your calendar FILE HOME  SEND/RECEIVE  FOLDER  VIEW
<
=1 New Email Search Current Mail... O |~
. All - Unread 4
4 Favorites
Inbox " folder on the server
Sent Items Click here to view more on
Microsoft Exchange
Dirafts

4 g-vdi-test@holmescc.edu

Inbox

Drafts

Sent Iterns
Deleted ltems

ALL FOLDERS ARE UP TO DATE, UPDATING ADDRESS BOOK,  COMNECTED TO: MICROSOFT EXCHAR

EB —|L| © = Calendar - g-vdi-test@holmescc.edu - Outlook
HOME SEND / RECEIVE FOLDER VIEW
mea ] af 1 | BB Week +1 = [ Share Calendar
“ ” e e € u e T 1ELA 13 i
Select “Open Calendar - me BE EE AT B 7 =T Empuuiich Online -
Mew New MNew  Today Mext?7 Day Work Open  Calendar  E-mail P
Appointment Meeting Items ~ Days Week [ Schedule View Calendar = Groups= Calendar & Calendar Permissions
New GoTo & Arrange [ E'-& From Address Book... hare
- <
. August 2017 v —3% From Room List... - s
“« ) B ) Calendar [CUi<E
— August UL/ arch Calendar (Ctrl <E)
Select “From Room List MG D i B g Bl L
(For Equipment like vehicles in Grenada 031203405 SUNDAY MONDAY TUESDA| Coste New Blank Calendar... ||
« ” R ] L Jul 30 31 Aug 1 - 4
—_ 2 s Open Shared Calendar.
Select “From Address Book”) SRS R 91 [Z OpenShared Cale
20 21 22 33 24 25 B 2
St A
= _
September 2017 3 14 15 16 17 18
SU MO TU WE TH FR SA =
12 &
= 21 22 23 24 25
3 4 5 6 7 8 9
10 11 12 13 14 15 16
27 28 29 30 3 Sepl
E Om o e
o 0 0



Search for a Room by Campus:
“H-“ will show Goodman Rooms
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Open Outlook 365/Webmail
Click Here

Open your Calendar

Select “New”

Chapter 4
Request a Room

Office 365 Outlook
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Some Rooms require approval. You may Tentative: Time Clock Plus
receive an email that states “Tentative” H-Cafeteria Board Room <H-CafeteriaBoardRoom®@holmescec.edu>

And “Pending Approval” To: Kevin Baker
When: Wednesday, June 21, 2017 at 9:30 AM - 2:30 PM.

Location: H-Cafeteria Board Room

It means What It Says' It Is pendlng 19 H- eria Board Room has tentatively accepted.
approval or denial. You will receive /£ This appointme
another email once a decision is made. Your request was received an

This is the message you want to see. Accepted: Kevin Baker
H-Cafeteria Board Room <H-CafeteriaBoardRoom@holmescc.edu> sent by

rs in the past.

pending approval.

”ACCEptEd" Ceressa Sims <csims@holmescc.edu>
To: Kevin Baker
It is recommended to verify the date and _Wheg: Wednesday, June 21, 2017 at 8:30 AM - 2:30 PM.
time. Location: H-Cafeteria Board Room
FT> H-Cafeteria Board Room has accepted.
Done! /AL This appointment occurs in the past.

Chapter 5
Cancel a Room

Qutlook
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Open your calendar
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Chapter 6
Add a Calendar for viewing

You can add a calendar to view availability but it is not necessary for scheduling a room.
You will only need to add it once. From then on, you can view by selecting the calendar.
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The room will be displayed here.

Open calendar

From directory:
Select “Open”
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