Uconn SON
Outlook Resource Availability and Reservations

Resource Permissions

One of the features of the University Exchange Email Server is the ability to use resource
accounts. These resources can include rooms, laptops, projectors, etc. — in general nearly
everything that can be used by more than one employee during work days.

Each faculty member has the ability to see the on-line resources available for SON through the
Exchange server. You can book rooms, laptops, and projectors. You can change your own
bookings but cannot edit or delete another’s bookings.

Room Designations

The rooms are labeled with their general designation and capacity seating. Advising rooms
are small rooms with a PC. Conference rooms will have a dry erase board, but no PC. Keep
this in mind when booking rooms. If you need a laptop and projector for a conference room,
you can book them the same way you will book the room.

Conference calling can be done from rooms 218 (Widmer Room), 314, 312, 303, and 114 but
prior arrangements must be made to ensure that a speakerphone will be available and to have
any long distance calls made.

View Room Availability-Outlook Desktop Client

1. In the Outlook Desktop Client, navigate to File=0Open>Other User’s Folder.

Sent ltems - Microsoft Outlook

| File | Edit Wiew Go Tools  Actions Help  Adobe POF

| Mew 4 @Reply to All i Forward | ﬁﬁendiReg&ive - ||_?
- Cpen 2 | I Selected Items el
= Close All Ikems (cher Uset's Folder, j
l Save As... Cutlook Data File. ..
| Save Attachments 4 1 ~30M - Conf Widmer Room (Calendar)
Eolder b 2 ~30MN - Loaner Laptops (Calendar)
3 ~+S0ON - Administrative Calendar (Calendar)

Diata File Management. ..

Import and Export. .. g ~+S0N - Advising Space Annex & (Calendar)

B Archive. . g ~S0N - Advising Space 5T 107 (Calendar)

Fere Sehm - g ~S0M - Laptop C (Calendar)

Print Preview 7 ~S0M - STA - 20 (with laptop) | Calendar)

g ~S0M - 5T - 118 (with laptop) (Calendar)

e Print... Chrl+P
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2. To select resource from the address book, click Name or type the resource name in
the Name box. All SON resources will begin with ~SON in the Global Address Book. Click
Ok to view the list of SON resources.

Open Other User's Folder E'

[ Marme. .. ]|~5|:|n |

Folder type: |Calendar w |

[ Ok ][ Cancel ]

3. You can scroll up and down to select the desired resource. Once it is highlighted, click Ok.

Check Names @

Microsoft Office Cutlook Found more than one “~son',

Select the address to use:

| Marme Business Phone Office

~S0N - External Relations

~50MN - Loaner Laptops

~S0MN - Loaner Prajectars

~5i0M - SH 001 {Sim Lab)

~300 - SH 002 (Sim Lab) SH o0z
~S0M - SH 011 {Sim Lab)

~SON - 5H 1024 (Conf-8)

~S0M - SH 111 (Canf-4)

~50M - SH 114 (Conf-10)

~SOM - 5H 118 (Class-207

~30N - 5H 2014 (Dean's Conf-4)
~SOM - 5H 214 (Conf-4)

~Si0M - SH 2154 (Advising)
~S00 - 5H 218 (Widmer Rioom-)
~S0M - SH 219 (PC Lab-8)

~30N - 5H 301 {Grad Lounge-14)
~SOM - SH 312 (Conf-8)

~5i0M - SH 314 (Conf-10)

~300 - 5T - 117 (with laptop)
~S0N - 5T - 303 {with laptap)

< |

155

Properties ] [ Showve More Mames., .. ] l Mewy Contack, .. ]

[ Ok, l[ Cancel ]

4. The new calendar will appear to the side of any calendar already in the calendar view area.
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Uconn SON

[E] -SON - SH 1024 (Conf-B) - Calendar - Microsoft Qutlook

i Fle Edit View Go Took  Acions  Help

Adobe PDF

§ Few - | X (i) g | Taday |[[]Day] 5] otk week [7]uweek [31]Month |[35Find] (G Tyre & contact o find

(88 | @sack @) (A 5] [3] ) | F] vt

WeekiMonth

My Calendars

Sy |

Type a question for help =

‘ Lok far: = Search In - Calendar

Find Mow Clzar

Opkions * X

October 04, 2011

[ calendsr
Calendar in Mailbozx - SON - IT HELP.

Other Calendars

Calendar in Mailbox - SON - IT HELP |

~50N - 5H 102 (Conf-8)

Tuesday, October 04

[] ~S0M - Administrative Calendar
~S0N - Loaner Laptops

~SON - 5T - 303 (with laptop)
V] ~SOM - SH 1024 (Conf-8)
~S0N - 5H 314 (Conf-10)
~SON - 5H 219 (PC Lab-6)
~S0N - 5H 114 {Conf-10)
~S0N - 5H 312 (Conf-8)

~SON - 5H 218 (widmer Room-)
~S0N - 5H 214 (Conf-4)

~SON - 5T - 117 (with laptop)

o

10 oo

Open a Shared Calendar...
Share My Calendar...

1100

12 oo

13 oo

14®

1500

@ Mail

16 oo

.;u; Calendar

&Ej Contacts

7] Tasks
=

17EIIJ

AT

0 Items

Tuesday, October 04

John Mchulty ATI Teas Test

A NURS 8000 AJE (Storrs Hall 1024)
h3

ATIteas John Mchulty

% MU 5225 Palffroni

.

4 August 2011 »

SMTWTF S

12 3458

7 8 910111213

1415 16 17 18 19 20

2l Zz 23242526 27
28293031

September 2011
SMTWTFS
1z 3
45678 910
11121314 15 16 17
16 19f20j21 22 23 24

2526 27 26 2330

October 2011
SHM Tw TF S
1
2345676
91011 1213 14 15
16 1718 19 20 21 22
232425 26 27 28 29
30 31
Movember 2011
SMTWTFS
1 23 45
6 7 8 9101112
131415 1617 16 19
2002122 23 24 25 26
272829 30

December 2011
SMTWTFS
123
456 7 8 910
1112 13 14 15 16 17
1619 20 21 22 23 24
252627 25 2930 31

January 2012
SM TWTEFS
1234567
§ 910111213 14
1516 17 18 19 20 21
22 23 24 25 26 27 28
29 30 31

@) orline

5. Select the desired date and time from the calendar to view the particular resource’s

availability.

« When you open another calendar using these instructions, the calendar will be added to
the Other Calendars lists in your Outlook desktop client.
e To remove a hame from the Other Calendars list, right-click the name, and then
click Remove from Other Calendars.
e You can view up to 30 calendars side-by-side in Calendar.

View Room Availability-Outlook Web Client

UConn’s Outlook Web Client now supports multiple calendar views. If you do not have a
specific computer assigned to you and are using a web browser to access email, or are using a
web client from a location other than an assigned computer, you can use these instructions.
Please note: although you can use any browser to check email, the calendar viewing is only

available in Internet Explorer 6 or later.
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1. Once logged in, you will see a basic view of the calendar. To look at different days/dates,
choose the Work Week, Week, or Month view. These are the icons at the top of the
calendar. When you hover over the icon, the text will appear telling you what option it is.

(See below.)

) B herl e sennadoas’?

B hos Vnand @ » ] Pak
[ G B  Semch i (Snag Nl T W [ Home #% Lisk Fachange + 5 Feedes | 1oChek Gite 35 Foamce 5 By s o Rebend Snag Bar [T Facebook i) Net Fasing

Outicok Web App

¢ July3013. 3 Mo Do ':":“'“' ™ & } LUNCH

wiaflass

T rwuun § of -
M sT e 9 w
nanunnn L

mmwen1 o3 o 9
e TR m FIRemNdEr |34 riradns ¥ Show time as: | away » Private

.
BE -

.
oooooo

00§ ODOOoOo0oOooooo

2. To view the contents of a booked appointment, you can choose the Show/Hide Reading
Pane option.

Th [ B EH Share- | View- @& | LUMN
Reading Pane

« Right
o =
Where:
Rer
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3. When the Reading Pane is displayed, the details of a booking will be displayed. This
could be the meeting agenda, etc.

= Calendar - Windows Internet Explorer

6;: ) v [ ] hetpsuljexchange uconn. edujomajresourcen3sz@ad.uconn. edujzamd=contentsef=calendar ~| gj 4% [1cH En Customized web searer [[2]-

BH-[ O s - |6 8 B 0D o - ks

w o |;fe<:a|andar7 — |7‘ — BB G e O
Septerber 011 | Biven - [~ Todsy | Boay B wokwiesk Bweer Bmot X | 5

£ |22 Thursday “ SON Bi-Weekly Staff Meeting

When: Thursday, September 22, 2011 10:00 AM-11:00 AM,
Location:  Rm 117

[F]Reminder: | 15 minutes v show tme as: | [Mausy v Private

1000 [SONBi-Weekly Staff Meeting
Rm 117

110

127

N
o

RS 5419
*Connar

4. You can add frequently used rooms to your calendar list by right clicking on the Rooms list
in the lower left corner of your Calendar view. A dialog box will appear. Select Add
Calendar.

4 Rpopms
] Rename Group
] Remove Group

Mew Group

4 Move Up in List

Mowve Down in List

lﬁ I Create Mew Calendar...
Add Calendar...
H Careruan
- 1ne
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This will open a box where you can look up the calendar you want to add.

Add Calendar X

You can add a calendar from your organization or from the
Internet.

@ Calendar from your organization
L Name... |
(Example: Tany Smith)
(7) Calendar from the Internet
Calendar URL:

(Example: webcal://contoso,/soccer.ics)
0K Cancel
5. Click on Name or type —son into the dialog box then press enter or click on the

magnifying glass icon. In the pop-up that appears, you can select the room/resource you
want to add.

.
@ Address Book - Mozilla Firefox [E=SER

| & https://exchange.uconn.edu/owa/Tae=Dialogfit=AddressBook&pspid=_1372857466253 124534340 y | [

Address Book L= (7]
3 Default Global Addres-- “son = ~SON - Administrative Calendar
G All Rooms Amange by Name ~ 4 ontop Comtact s resoureeta08
~SON - SH 2014 (Dean's Conf-4) - i . o
Show other address lists ¥ - E resource1208@ad.uconn.e
resource0973@ad.uconn.edu
~SON - SH 215 (Class-15) Organization ¥

resource0800@ad.uconn.edu
~50M - SH 218 (Widmer Room-)
Contacts resource0379@ad.uconn.edu
~SON - SH 219 (PC Lab-8)

Sf-mw: resource0978@ad.uconn.edu
N @Al ~SON - SH 301 (Grad Lounge-14)
© people resource0979@ad.uconn.edu
M © Groups ~S0M - SH 303 (Class-25)
resource0393@ad.uconn.edu
4 My Contacts ~SON - SH 312 (Conf-8)
121 Contacts is

resource0799@ad.uconn.edu

[89 Suggested Contacts ~SON - SH 314 (Conf-10)
resource0980@ad.uconn.edu

~SON - WW 01 (Class-75)
resourcel787 @ad.uconn.edu

~SON - WW 06 (Sim Lab)

m

resource0981@ad.uconn.edu
~SOM - WW 10 (Sim Lab)

SH 002 (Sim Lab)

resource0982@ad.uconn.edu
~SOM - WW 16 (Class-174) m

resourcel788@ad.uconn.edu -
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Booking a Meeting Time
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1. Open the room calendar you want to book. (See instructions above.)

2. In the Outlook Desktop Client, select New from the File menu, then choose
Appointment.
| File | Edit “iew Go  Tools  Actions Help  Adobe PDF
| Mew » ”:ﬁ Appointrment el |;1 Month | iQFi
_ Open 4 j Meeting Reguest  Chrl+Shift+0 '_H
i Data File Management. .. 4| Folder. .. Ctrshift+E
Import and Export... Mavigation Pane Shaorkout, ., -
| int... TP |5 Mail Message  Chrb-Shift+M
a Calendar in |
= S| Contact Zkrl+Shift+C 71_”&‘
Other Calendars & Distribution List  Chel+Shift+L
[] ~50M - Administrative Calendar | Task Chrl4+-Shift+K
|:| ~50N - Loaner Laptops 3 i _
[] ~SON - 5T - 303 {with laptap) 121 Task Request ChrH-Shift+-L
50N - SH 1024 (Conf-8) fﬂ Journal Entry ChrlH+-3hift+3
L] ~50M - 5H 314 (Conf-10) .| mate Chrl+Shift-Hh
[] ~50M - 5H 219 (PC Lab-8)
] ~50M - 5H 114 {Conf-103 % Internet Fax Chrl+3hift+
] ~50M-sH 312 (c-:_nf-s) Choase Form. .
] ~50M - 5H 218 (Widmer Room-)
] ~50M - 5H 214 (Conf-4) Ctoak Daka File. .
[ ~50M - 5T - 117 {with laptop)
Cpen a shared Calendar, .,
Share My Calendar, .. 11 oo

In the Outlook Web Application, on the calendar URL page, select the arrow to open the

drop-down menu on the New menu option.
w | @& Calendar
ENew |~ [~

E Appaointment

September 2011

< F21

£ Meeting Request

guoo

2l Message
&=] Contact
g i

B Distribution List

& Task

10
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Both Outlook versions have the same options for the booking. (See image below.)

3. Type in the meeting group in the Subject line (e.g."PTR" or "Clinical Group™) in the
Subject box.

4. Enter your name in the Location box. This tells others who has booked the room in the
event that they want to request a room change.

5. Select Start Time and End Time, either by clicking the down arrows or by typing in a
time.

6. Check the Reminder box if you want Outlook to remind you the appointment is coming
up. The drop down box gives you a list of options for when you'd like the reminder to pop

up.
7. Enter related information in the large box, for example the meeting agenda or discussion
points. This meeting note will be available to everyone who can access the calendar.

8. Click the Recurrence button (arrows chasing each other in a circle) on the toolbar and fill
in the appropriate information if this appointment will be scheduled for regular intervals.

{6 PTR Committee Meeting - Appointment

i Fle Edt Wiew Insert  Format  Tools  Actions  Help

| bl save and Close | & (] | A0vRecurrence... | FInvie attendess | ¥ 0 | X | = -

Appointrent

Subject:

Location:

Skark tirme;

End time:

scheduling

PTR Camrmittes Meeting
HinchilifFe

Tue 04-Ock-11

Reminder: |15 minutes

+ | Label: |[] More

+ | |08:30 w | [ &l day event

W |09:00 v

- Shaw time as: | Il Busy

Private [

9. Make a selection from the "Show time as" menu to choose how the appointment time will
appear to people scheduling meetings. The default is Busy.
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10.Click the Save and Close button at the top of the appointment window. Your time has now
been reserved.

For problems with the room or resource reservations, please contact sonit.help@uconn.edu.

There is also online training available from Microsoft http://office.microsoft.com/en-us/training-
FX101782702.aspx.
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