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Overview

e You will learn the 6 steps for
scheduling and cancellinNFl\/l
Conference/Meeting Room.
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The 6 Steps:

L o A

Booking Conference/Meeting Room
Inviting Attendees

Checking Availability

Booking and Confirmation

Canceling a Conference/Meeting Room
Changing/Amending an Appointment
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icrosoft Outlook Requirements

working offline.

Note: You must be connected to Microsoft Exchange (Figure 1)

room. If your computer is offline, you will not be able to reserve a c
room (Figure 2). Please either contact the Helpdesk for assistance or

computer.

(v Inbox - Microsoft Outlook

You must be using Microsoft Office Outlook.

You must be connected to Microsoft Exchange and not be

eserve a conference
ence/meeting
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Microsoft Outlook Requirements (continued)

e You must customize your toolbar
— Click on Tools
— Click on Customize

This diagram screen will appear

(See Figure 3)
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STEP 1

Booking a Conference Room/Meeting Room:

e (o tothe calendar (Figure 4). Make sure you have customized your toolbar
as shown on Figure 3. Click on New (redarrow) and the screen (Figure 5)
will appear. IMPORTANT — From this screen;you may type your meeting
subject, select the date (start time and end time), aQd type any additional
Information you wish to communicate to the atten the red arrows _
Indicate these positions). Also, add the contact person'amd a phone number in
the box as shown (the black arrow indicates this positio

e Proceed to Step 2
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STEP 2
laviting Attendees

From the toolbar click on Appointment (
The screen will appear (Figure 7).

From the toolbar click on Invite Attendees
(as indicated by the red arrow)

) H92 O 4+ 9+ )= AFM's Conference Rooms - Appointment = X
Apmalggment  Insert  Format Text @
Subject: | AFM's Conferenm ]
Location: | - ~|
7 N
Start time: | 5at 12/20/2008 v/ [5:0 am — FI ure 6
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Contact Person:
John Doe
0GC
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PS Please arrive a few minutes earlier |
-

In Shared Folder: [] GWCC-Conf Room-3-1292-Capl0,
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Figure 7
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Inviting Attendees (Continued)

» The screen will appear (Figure 8).
~ Click on To (indicated by red ar
~ (Figure 9) screen will appear

Figure 9

Figure 8
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Inviting Attendees (Continued):

In the Select Attendees and Resources dialog box, in the Search box, enter the
name of a person(s) that you're inviting. Select the name from the results list and
click Required (as indicated by red arrow) at the bottom of the screen.

To add the desired conference room (s), in the Select Attendees and Resources
dialog box, in the Search box, enter the name of the desired conference room (All

AFM conference rooms are listed as ) ) that you're
inviting. Select the conference room from the resultglist and click Resources (as

indicated by the black arrow) at the bottom of screen

FYI: You can check the availability on one or more peo
them to the appropriate areas.

Then Select at bottom of screen (indicated by purple a

resource by adding

Spelling

Figure 9
(continued)
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nviting Attendees (Continued):

The screen will appear (Figure 10).

* Click on Scheduling (indicated by blue arrow).

Proceed to Step 3

N
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STEP 3
Checking Availability

e The screen will aBpear (EiPure 11). The attendee (s) and resource (s) you added
from the address book will show under the All Attendees column (indicated by
red arrow). The Day view area is where you check to see the availability for
the attendee (s) and resource (S) you added.

e The shaded marks at the bottom of the screen (see the
points to the shaded marks): Blue (busy), Blue w/ slash
of-Office), White and Black Slashes (no information), an

t bulb —1it’s red arrow
tative), Purple (Out-
outside of

dee (s) and
nol,red vertical

working hours). The shaded marks would indicate if the ad

resource (s) are busy (unavailable) or available between the g
lines in the Day View area.

spelling

Figure 11
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Checking Availability (Continued):

Here are two examples demonstrating attendee (s) and resources unavailable and available,

Example 1:

It appears the attendees and resource selected are available at 8:00 AM —

12:00 Noon on December 20" because between the green and red vertical lines there’s no

information (free for an appointment — indicated by red arr

Example 2: Note: It appears the attendee and resources selected a
on December 19t because between the green and red vertical lines the

(busy — indicated by red arrow).

).

available at 9 AM - 11 AM
dark blue highlight

w
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ﬂ 3] Calendar G} Address Baok I showas: | Busy 1Y .Q EE (5} Private ABC ﬂ 3 calend G} Address Book 2 stows: | pusy RaY Q EE (5Y Private ABC
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74 start
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Checking Availability (Continued)

IMPORTANT: If you selected multiple resources to check the

a_vailabilitY, then you need to determine the resource you don’t want by
right double clicking on the conference room name (Figure 12). The pop

up
(Figure 12b) will appear.

Select Clear (see the heart symbol). Figure 12b

Repeat the function to clear all the resources you don’t want.

Proceed to Step 4

Figure 12
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STEP 4
Booking and Confirmation

e Once you have removed any unwanted resources, Click Send from the
toolbar (as indicated by red arrow)

\
0, d

test - Meeting
— Meeting Insert Format Text

L’:"' _EICaIendar

41

gfﬁ L Address Boak E Show A3 | Il Busy . O
X Delete 8 Check Mames
Cancel : Appointment |Scheduling keeting 4 Reminder: 15 minutes - Recurrence
Inwitation g Fonward = Wiorkspace JJ Responses = I
Actions Shionae Attendees Options
2:00 3:00 4:00 S:00 6:00 .an g:00 9:00 10:00
B Al Attendees . . '
£ SWCC-Conf Room 4-1255 ﬁ
&  Leupen, Cheryl
8 @ coodlos, Melissa
3 TEST-Conf Room 9-9999-1
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Booking and Confirmation (Continued)

Next you will receive a notification asking: Would you like to update your own
Calendar now? (Figure 14).

If you select YES — the meeting will post to your own

ndar and will not appear
In your in box.

Figure 14

eeeeeeeeeeee
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ARS - HO AFM _Secreta
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Booking and Confirmation (Continued)

e You will receive an email in your InQox, notifying you
that your appointment has been accep

i~ Inhox - Microsoft Cutlook

File Edit “iew Go Tools Adions Help Adobe PDF

2l Mewe - ,:;_I _"_'j }( &aPReply =f Reply to &Il (g Forward — '\?’ ;jSendIRegeiue - [ | [ T | e
gt | @Back @) | A FH (& 9 | B} | Messages =N .
= R T
Mail “ ]| Inbox Accepted: Test 1
Favorite Folders =
: E il TEST-Conf Room 9-9999-Cap25,
L] Inbiax i
) Urread Mait Arranged By: Date Mewest on top TEST-Canf Room 9-9993-Cap25, accepted.
_ Far Fatlaw Up 3 Toda Th_ursday, Februarne 12, 2009 11:30 PM to
_| Sent tems : ¥ : Friday, February 13, 2009 12:00 AM
Hail Folders | ] TEST-Conf Room 9-9999-Cap25,  10:50 AM TEST-Conf Room 9-9993-Cap 25,
o 3 1
] Accepted: Test -
2] All Mail Ite ms - &
S - Vour meeting request has been
=l B Mailbox - ARZOCIOTraining = tad
5] Deleted Items (19 | | AcCepted.
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STEP S

Canceling a Conference/Meeting Room Reservation.

To cancel a conference/meeting room:

mailing (patricia.burkins@ars.usda.gov) or ¢
301-504-1224.
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Step 6 |
Change/Amending an Appointme

Please contact the Facilities Division, Real Property
Management Branch to have a conference room reservation
changed/amened either via e-mailing
(patricia.burkins@ars.usda.gov) or calling on 301-504-1224.
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A list of AFM’'s Conference/Meeting Rooms
IS available on the RPMB website

If you experience any computer problems, please contact the Helpdesk
on 1-866-802-4877. Please call the Facilities Division, Real Property
Management Branch on 504-1224 with any co S regarding

scheduling an AFM Conference/Meeting
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