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Create a calendar entry

1) Select “Calendar” from the list of available Apps
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2) Expand “New” and then select “Calendar event”
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3) The appointment form will appear, complete as needed. Note the option “add room”. This
option is used to reserve a time slot in a public room that certain departments have requested
be made available to specific people. If the room is available, and the appropriate permissions
have been granted to your account to permit reserving the room, select this option and the
room(s) will be listed and will indicate their availability. When reserving a room, the
appointment details are not kept on the room calendar, only the information needed to indicate
who has reserved the room and the time for which the room is reserved. The room is “invited”
automatically as any other individual. Select “Save” when completed.

Note, if the department you are associated with would like to have a public meeting room
created, simply place a request with the IS&T Help Desk at ext. 5050. When make a request
please provide the following information: the room number, who will be the manager of the
room and who is permitted to reserve time in the room.
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