Using Microsoft Outlook to Reserve Meeting Spaces and Public Computer Equipment at BTI

1. Go to the Calendar section of your Microsoft Outlook account (Calendar — lower left hand column)
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4. Enter “bti” and click Go
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5. Highlight room or equipment and click ok | .. e —— Location
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7. The desired calendar appears in tandem with your own calendar and is listed in the left-hand column
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8. View by week or month and identify a desired date and time that is available
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9. ON YOUR OWN CALENDAR double click on desired date and time to launch a New Meeting window.
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10. Uncheck “All day event” if this is checked
11. Enter desired date / time range for the meeting
12. Click on Invite Attendees — then click on the To button
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13. Enter “bti” and click on the “Global Address Book” and change to “All Resources”
a. Click OK
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14. Click on the room /equipment desired and then click on the Resources button at the bottom
15. Click OK
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16. Enter appropriate information for the Subject
17. Click SEND button

18. You will receive a confirmation email from that resource confirming the reservation. THIS IS TRUE
EXCEPT FOR THE BTI AUDITORIUM. Any Auditorium reservation must be manually approved before it is

considered confirmed.

Example of typical meeting room / resource response.
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© BTI 215 Conf Rm has accepted this meeting.

From: BTI 215 ConfRm
To: Elaine E Vanetten
Cc

Subject: Accepted: test

When: Monday, December 09, 2013 10:00 AM-11:00 AM (UTC-05:00) Eastern Time (US & Canada).
Location: BTI 215 Conf Rm

Accepted: BTI215 Conf Rm
Tentative: No attendees have tentatively accepted.
Declined: No attendees have declined.

Your request was accepted.

Sent: Fri3/15/2013 1:43 PM

room.

PLEASE remember to tidy up the room when you are departing. Our custodial staff vacuums and dusts but is not responsible for cleaning up papers and food debris left in the
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Email addresses of all BTI meeting rooms and equipment:

AU e e e e e e et e e eeneeeees btiatrium@-cornell.edu
AUAITOTTUM et e et e e e e eees btiauditorium@cornell.edu
ROOM 119 e e e et e e e e e e btil19confroom@cornell.edu
ROOM 215 o e e et e e e e aee bti215confroom@cornell.edu
ROOM 217 e et e et e e e e aee bti217confroom@cornell.edu
ROOM 313 e e et e e et e e e e e aee bti313confroom@cornell.edu
ROOM A5 e et e et e e e e e e bti415confroom@cornell.edu
BTl EVNTS ettt et e e e et e e e e aees btievents@cornell.edu

(DT =Y ] o] o B UURUURROt btidelllaptop@cornell.edu
MACBOOK ..ot btimacbook@cornell.edu
MACBOOK H2 ..ot btimacbook2@cornell.edu
EPSON ProjECtOr...ccciiiiiiiiieeeee e e e ettt e e e e e btidigproj@cornell.edu
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