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1. From Outlook select the
Calendar icon on the left
bottom of your sreen

[ | Other Calendars

4 | Shared Calendars
[ ] CAL-LCE-ALL
[ RM-ADM-1304

2. Have the requestor create a
meeting from their calendar
by selecting:

a. New Items

b. Meeting
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3. Type the following:

a. Click the To: field
type the name of the

equipment

b. Type Subject of the
meeting

c. Click on resources
to select

d. Select OK

e. Select Send

4. An email will be sent to the
delegates of the reservation
to Accept or Decline the
request

5. You will receive notification
whether your request has
been accepted or declined.
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