Welcome

_|_

m On-Line Conference Room Booking
with Outlook:
Headquarters Conference and Training
Rooms



Administrative Tasks

_|_

« If you accidentally close your browser
Stay calm
Start your browser again
Log back into the training session

- Audio Note

dIn order to hear audio you need a set of
speakers or a headset



Elluminate Navigation
Buttons

Begin playing
or
Resume a Paused
Recording




Overview

+

Purposes for Newly Automated Conference Room Reservation System:
m To more fully utilize the resources within the building

= With more efficient use of existing rooms, the need to take valuable
space to build additional rooms will be minimized.

m Users will be able to more quickly identify and reserve a room with
the necessary capacity and resources.

m Checking room and attendee availability can be done concurrently.

m Cancellations or rescheduling can be done more quickly and
efficiently

m Even a last minute meeting can be scheduled by quickly reviewing
available rooms online.



Policies/Procedures

m Avallable on first-come, first-served basis

m Room calendars will be available for others
to see who has them booked

m Recurring meetings allowed for up to 3
months at a time

m Conference rooms are invited to meetings
as Resources, and will auto-accept, Iif the
time Is available



Scheduling Headquarters
Conference Rooms with
_putlook

Start with a Meeting
Request < >

From the Menu bar go
to“Actions” and
select a “New
Meeting Request”.




Scheduling Headquarters
Conference Rooms with
+Out|ook - Inviting

From the SeleCt Select Attendees and Resources
Atte n d ees an d Type Mame or Select from List: Show Mames from the:
R esources Wl Nn d ow , Conference Rooms

Outlook Address Book
select “Conference — Business Phone | o4 v
yy . Conference Room BD 11-102 (Riviera) Global Addres
ROOmS InVIte the Cn:nnferr:ru:e Room BD 11-109-AVS |FF!.I:IFI'IEj:| All Addr
conference room that e o . "
you want to reserve, ) .
while inviting other

attendees ? p ) o

-142 (Kansas) OEHS

Conference Room BD 1217 Principals

.Rooms Shou |d be < Principals - Adult Schools
i nV'ted as ReSO urces : Principals - Early Education Cent

[ Reguired - Berger, John; Principals - Elementary
—— Prindipals - High Schools

| Hmmal Prindpals - Middle Schools
Prindipals - Span

| Resources -> | |Coljference Room BD 11-142 (Kansas) Princinale - el Education
Public Folders
Schioals
Early Education Centers
Elementary Schools

[ Advanced v|




Conference Room Detalls




Scheduling Headquarters
Conference Rooms with
_|_Outlook — Free/Busy Time

eFree/Busy times for
the room and
attendees are
displayed

eYou can invite

multiple people and a

room, and use O
“AutoPick Next” to

find the first time that

everyone is available
at the same time



Scheduling Headquarters
Conference Rooms with
_putlook

eMake the Subject line
descriptive; this will be
visible to others

eComments and file
attachments will be
stripped from the < >
Conference Room’s
calendar, but will be sent
to other recipients

The “Private” flag will
be ignored; meeting
information will be
visible to all

«Click the “Send” button



Scheduling Headquarters
Conference Rooms with
+Out|ook - Accepted

r

e|f the room is B Accepted: Test meeting to test Auto Accept - Meeting Response @1
ava”able, the meetlng ! Fle Edit WView Insert Format Tools Actons  Help

request will be : CReply | B X s-9-]@
accepted, and you will
get a positive

respo nse back Conference Room BD 29-117 Sent: Thu 5/29/2008 11:44 AM

Berger, John

.T h e m e etl n g I 0 Cat| O n Subject:  Accepted: Test meeting to test Auto Accept
IS automatical |y set When:  Thursday, May 29, 2008 7:00 PM-7:30 PM.
Wh en y ou |nV|t e a Location: Conference Room BD 29-117

Froom resource

Accepted: Confere BD 29-117
Tentative: N e tentatively accepted.

Dedined: __Mo-ationuess ave uedineos

Your meeting request has been accepted.

Response Type—=

Agent Version: 6.5.7618.0




Scheduling Headquarters
Conference Rooms with

_|_Outlook -

e|f the room is not

available, the meeting

request will be
declined, and you wiill
get a rejection

Rejected

r
B Declined: Test meeting that has a conflicting time - Meeting Response

A=k

! Fle Edit Wew Insert Format Toolz Actions  Help

@EEF'l'?' ﬂ -_:_j"l _j x & - F - | g

Conference Room BD 29-117
Berger, John

ject:  Dedined: Test meeting that has a conflicting time

When: Thursday, May 29, 2008 6:30 PM-7:30 PM,
Location: Conference Room BD 29-117

Accepted: Mo attendees have accepted.
Tentative: Mo attendees have tentatively accepted.
Dedined: _Cz

. = P
c CHILE UM DL 2371 0

Your meeting request has been declined. Therg)is a conflict with another meeting already

scheduled for thi at the requested-iime. Please select another resource, or try to

book your fieetmgat-adinereit Ume.

Response type: 0
Agent Version: 6.5.7618.0




Scheduling Headquarters
Conference Rooms with
_putlook — Recurring Meetings

r

e|f you try to set a B Declined: Recurring Meeting That Is Too Long - Meeting Response E]1
recurring meeting for PHe Edt Vew Iset Fomat oo Actons b
more than 3 months, bk o B EIX|e 2@
it will be rejected

® M GEtI n g tl mes From: Conference Room BD 29-117 Sent: Thu 5/29/2008 11:53 AM
. . . To: Berger, John
without conflict will
be accepted; times T
. . . When: Oco y Thursday effective 5/29,/2008 untl 7/31/2009 from 8:00 PM to 8:30 PM.
Wlth Confl ICtS WI I I be Location: Conference Room BD 29-117
rej eCted Accepted: Mo attendees have accepted.

itatively accepted.

Subject:  Dedined: Recurring Meeting That Is Too Long

Your meeting req :n declined because the end date of the meeting is beyonu
the booking window. The booking window end date is 5/29/2009 11:52 AM.

Response type—d
Agent Version: 6.5.7618.0




Scheduling Headquarters
Conference Rooms with
Outlook — Recurring Meetings

OReCU I’I’I ng meetl ngS r. Accepted: Test for Recurring Meeting with One Conflict - Meeting Response E]w
WI” be accepted even : File Edit View Insert Format Tools Actions Help

if there are some a4 T

conflicts A

.CO nf||Ct|ng dateS Wl” From: Conference Room BD 29-117

recelve a Separate ,1;::' Berger, John

‘ DeC| I n e ! m essag e Subject:  Accepted: Test for Recurring Meeting with One Conflict
When: Occurs every Thursday effective 5/29,/2008 until 7/31/2008 from 7:00 PM to 7:30 PM.,
Location: Conference Room BD 29-117
Accepted: Conference R ) 29-117
Tentative: Mo atte entatively accepted.
Dedirzd:™ Mo attendees have dedined.

Your meeting request has been accepted and is confirmed through Friday, August 01,
2008. Ho stan ath 5

selgct-another resource for the following instances:

Thursday, May 29, 2008

Response type: 6

Mot VT vm- O TCAD N




Reviewing Calendars for
%Ignference Rooms

Open Other
User’s Folder,
and open the

Calendar folder
for the room
you want to
review



Cancelling Meetings

Be considerate to
others and cancel
meetings that will not

be held

The meeting organizer
IS the person who is

responsible for
cancelling meetings
that will not be held

«Go to “Actions” and
scroll down to “Cancel
Meeting”



Cancelling Meetings (cont.)

_|_

*\When you cancel a
meeting, be sure to
send the cancellation
notice, so the room
will be freed up
again.

eCancelled meetings
will be removed from
the Conference Room
calendar



Scheduling Headquarters
Conference Rooms with Outlook
W_eb Access

eSimilar to using full
Outlook client except:

*OWA can only use the
Global Address List

eFind all Conference
Rooms by typing
“Conference” into the

e|nvite conference rooms

as resources

«OWA users can only
view free/busy times for
calendars



_|_

mlet’s get started...



Congratulations

m You have successfully participated in the
virtual session on how to schedule a
conference room at Headquarters using
your LAUSD Microsoft Outlook.

m For more information you may Vvisit us at
http://mo.laschools.org and click on Policies
and Procedures under Headquarters .



http://mo.laschools.org/
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