How to Reserve MCC Imaging Core Equipment & Small Animal Imaging Facility Space Page 1o0f4

Option #1 - Using Outlook Web Browser:
« Click Calendar near the bottom left corner of the Outlook window: = PO

« First you will want to look at the current schedule.
Add calendar ¥
Click Add Calendar > From directory at the top of the window:

Secondary calendar
Holiday calendar
From file

From internet

From directory

 In the From directory line, type in the room/microscope/equipment that you would like to reserve, then open it.

Open calendar Open calendar

From directory: .
b From directory:

Nikan Tirf

Internet calendar: Nikon Tirf x

NikonTirf@ulky.edu

Mo additional results
Cancel

L |
Select Calendar
Click Open

» The equipment/rooms available are:

Nikon Confocal 060A1 Surgery Station N2
Nikon Tirf 060E Necropsy Station

Olympus Confocal 060E Panoramic Imaging System
Ivis Spectrum 040D1 Surgery Station

Ivis 50 040D1 Necropsy Station

060A1 Surgery Station N1

» The calendar should now be in your Outlook Calendar collection to the left of your screen should look similar to

the image below. Now you can now view the appointments already made and see times available.

™ Your calendars

~ People's calendars

@ Nikon Confocal
@ Nikon Tirf

@ Olympus Confocal
° Ivis 50

o Ivis Spectrum

A Other calendars

o 060E Panoramic Imz

Please contact Leif and Warren for any questions or concerns: |Ima225@uky.edu | wrrumm2@uky.edu - Thank you!
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To reserve the equipment, click New: & New|v

« Add the following information and then send (top left) the request. Double check the information before sending!

= Send [ Discard @ Attach 3 Add Skype meeting Charm ¥  Categorize ¥ G

Details Il Feedback

Pl Mame - Include your PI's name for the Event Title.

People = v
Required v Nikon Tirf
Type in the equipment that you would like to reserve here. Under

Attendees, the equipment name should be included. See below.

Fri 1215/2017 12:00 PM v All day Ensure that the
o date and time
S are correct.

Fri 12/15/2017 3,00 PM - Private

Attendees
Sortby v

Nikon Tirf

Free

@ Timezone v Your time zone must be setto Eastern Time (US & Canada) to ensure that your
+ (Local time) Eastern Time (US & Can... 12:00 reservation is recieived and approved for the appropriate time. Users that request
under the appropriate time zone will have priority over those that do not should a

scheduling conflict arise.
Add or remove time zones g

MNone hdf Busy hdf

» You should receive an email back similar to the one below if it has been accepted or denied.

5? Reply all | v il Delete ree

o 060E Panoramic Imaging System
Today, 10:17 AM

4 When: Wed 1/10/2018 1:00p - 3:00p
Where: 060E Panoramic Imaging System

+/" 060E Panoramic Imaging System has accepted this event
nbox

Your request was accepted.

* D Replyall |v

If your request was accepted, you are all set for your time allotment with the equipment. If your request was declined, your time has not been booked,
please note that the event will remain on your calendar unless you remove it yourself and send a cancellation. The denial email will give you details of why
it has been declined. You will need to submit @ new appointment to book your time. Please contact Leif and Warren for any questions or concerns

regarding equipment usage: Ima225@uky.edu | wrrumm2@uky.edu - Thank you!

Sent by Miorosoft Exchange Server 2018

823

Please contact Leif and Warren for any questions or concerns: |Ima225@uky.edu | wrrumm2@uky.edu - Thank you!
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Option #2 - Using the Outlook application:
 Click Calendar near the bottom left corner of the Outlook window:
= ™
« Next, click Open Calendar, then From Address Book...
33 % D F Calendar -
FILE HOME SEND / RECEIVE FOLDER VIEW
me = [=1 c - ’ ""D. = — "
e @ EE EEEBEE | B BB
New New  New New Skype ~ Today Next7 Day Work Week Month Schedule Open Calendar E-mail  Share
Appointment Meeting Items ~ Meeting Days Week View Calendar v Groups~ Calendar Calenda
New Skype Meeting GoTo 7 Arrange [ *[3'3 From Address Book... !
< * 7
4 May 2017 » 4« » May 4' 2017 {2y From Room List... h
SU MO TU WE TH FR SA #=  FromInternet...
S S 2 23 5. 8 Create New Blank Calendar...
7 8 9 10 11 12 13 B Dt
14 15 16 17 18 19 20 R
21 22 23 24 25 26 27

» The equipment/rooms available are:
Nikon Confocal
Nikon Tirf
Olympus Confocal
Ivis Spectrum
lvis 50
060A1 Surgery Station N1

060A1 Surgery Station N2

060E Necropsy Station

060E Panoramic Imaging System
040D1 Surgery Station

040D1 Necropsy Station

 Search the address book for the equipment that you'd like to use, double-click it, then click OK.

Select Mame: Global Address List

Search: @ Mame anly O More columns  Address Book

x

060 Go Global Address List -

Advanced Find

~

Title Business Phone

Location

0B0E Mecropsy Station
060E Panoramic Imaging System

Calendar -»

Please contact Leif and Warren for any questions or concerns:

oK Cancel

Ima225@uky.edu | wrrumm2@uky.edu - Thank you!
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e With the calendar added to your calendar list in Outlook you can select it there:

I [m] My Calendars
I[] Shared Calendars

4[| Other Calendars
060E Panoramic Imaging Sys...

4[| Rooms
| 060A1 Surgery Station N1
| 060A1 Surgery Station N2
/| 060E Necropsy Station

+/| 0B0E Panoramic Imaging Sy...

i PI Name - Include your PI's name for the Subject - Meeting

Meeting Format Text

Q Tell me what you want to do...

Insert Review

=(D) - oy n Privat
= < o 0 2] &% @ .. 0 & fvate
Xeow NN E & Q B REIH wewaw 1O Gla Wi 8
Delete QFomard . Appointment Scheduling Skype Online Meeting Cancel Address Check Response Reminder 15 minutes - Recurrence Time Room  Categorize B Office  GIPHY
Assistant Meeting Meeting Notes Invitation Book MNames Options ~ Zones Finder - Low Importance  agq-ins
Actions Show Skype Meeting TeamViewer Meeting Notes Attendees Options [F] Tags Add-ins = GIPHY -~
oYou haven't sent this meeting invitation yet, Room Findef - X
To.. 060A1 Surgery Station N1 4 J 2018 » 2
= anuary
| Pl Name - Include your PI's name for the Subject | | Su Mo Tu We Th Fr Sa
Send 12 3 4 5 6
Location  |D6DA1 Surgery Station N1 - m 7 8 8 [10]11 12 13
14 15 16 17 18 19 20
Start time ‘Wed 1/10/2018 E 800 AM - All day event 21 22 23 24 25 26 27
End time Wed 1/10/2018 E &30AM - 28 29 30 N

["]Good []Fair [l Foor

Choose an available room:

MNone

Make sure to select your time
you wish to reserve.

Click here to select the
Room/equipment you are
reserving. It will have the same
window you used to load the
calendar. Once your room is
selected, it will populate in both the
location and To... Field. (As Shown)

06041 Surgery Station N1

Suggested times:

11:30 AM - 1200 P..  ©
1 available room

12:00 PM - 12:30 P...
1 available room

3:00 PM - 3:30 PM
1 available room

3:30 PM - 4:00 PM
1 available room

4:00 PM - 4:30 PM v

« Once all information is filled out, click send. You should receive a confirmation email. (See Page 2 of 4)

Please contact Leif and Warren for any questions or concerns:

Ima225@uky.edu | wrrumm2@uky.edu - Thank you!
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