Adding a Room Calendar in Outlook 2011 for PC

Step 1: Open Outlook

Step 2: Click Calendar

Step 3: Click Open Calendar icon on the top toolbar and click on From Room List.
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Step 4: Enter “@ MSE” in the search box and the MSE Room Calendars will populate.
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Step 5: Double left click the Room Calendars you want to add so they appear in the Rooms box and then click
OK.
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Step 6: The Room Calendar you chose is now added to your Outlook.

DS = @ M5t Rhines 15/ - Calendar - tom@mse.utl.edu - Microsott Outlook

m Home || Send/Receive Folder View Adobe PDF

| -

- @

Find a Contact ~
[} Address Book

Find

..... q — . oy .
s ! : &

= Bl B TEEEEEE DD S o5 8

New Mew Mew New Online Today Mext7 Day Work Week Schedule Open  Calendar E-mail Share  Publish Calendar
Appointment Meeting - ltems ~ Meeting Days Week View Calendar ~ Groups ~ | Calendar Calendar Online - Permissions

Mewr | Online Meeting GoTo Pl Arrange s | Manage Calendars Share

4 Movember 2012 3 £

SuMo TuWe Th Fr Sa 4 » November 2012

?® X303 1 3 3 T S _

4 5 6 7T & 9 10 @ MSE Rhines 157 X 4 @ MSERhines125 x

11 12 13 14 15 16 17

[search @ MSE Rhines 157 - Calendar (¢ 2]

TS0 Ji Oct28 29 30 21 Novl 2 3
25 26 27 28 29[30] 1 e =
23 4567 8 g i
DD My Calendars g %
1 [[] Shared Calendars
4 0 6 7 8 9 10 4 5 6 7 8 9 10
D Other Calendars i i
o o
4[| Rooms SR =
@ MSE Rhines 157 I =
@ MSE Rhines 125
B = 13 14 15 16 17 | 12 13 14 15 16 17
b 3
= =
S =
= | =
i b 19 20 21 22 23 24 im 19 20 21 2 23 24
g =
| = |
= Z
izs 26 27 28 29 30 Dec 1 izs 26 27 28 29 30 Dec 1
= = FW: t FW: ; Madis
3 3
el 3 (8] -

v

Items: 0 | [% Connected to Microsoft Exchange |E Ei O 100% ®—U—® il




