(Windows) How to Schedule Conference Room or Event Space in Bailey Palko

Capacity 12 BAI 210 Parrish Conference Room I
Capacity 8  BAI 309 Dean’s Conference Room
Capacity 12 BAI 311 Andrews Institute Conference Room
Capacity 10 PAL 331 Deitz Conference Room

PAL Jones Student Lounge

e Open Outlook Calendar and click on New Appointment

o

MNew
Appointment

e Enter Title| Description of Meeting
e Verify Date, Start Time and End Time* of meeting

*Qutlook calendar defaults to 30 minute meeting — set end time accordingly
e C(Click on Location
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Suggested times:

8:30 AM - 10:30 AM
Mo conflicts

11:00 AM - 1:00 PM
Mo conflicts

11:30 AM - 1:30 PM
Mo conflicts

12:00 PM - 2:00 PM
Mo conflicts

12:30 PM - 2:30 PM
Mo conflicts

9:00 AM - 11:00 AM g“
1 conflict: Alford, Jami

Q30 AM - 113N AM

e In search field, enter building code (the following rooms are available for reservation)
o BAI 210 Parrish Conference Room I

BAI 309 Dean’s Conference Room

BAI 311 Andrews Institute Conference Room

PAL 331 Deitz Conference Room

PAL Jones Student Lounge

O O O O



e Verify Room and Click OK

| Select Rooms: All Rooms x
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| Mame Location Business Phone Capacity Description Email Address
[] BAlI 309 Dean's Conference Room BAl 309 8 Room BAI309DeansConferenceRoom@teu..,
[] BAl 311 Andrews Institute Conference Room Bal 311 12 Room BAI311AndrewsinstituteConference...
[] BAS2203B HPLC Acute Care 1 BAS2203E 10 Room HPLCAcuteCarel @tcu.edu
[] BAS2203C HPLC Acute Care 2 Room HPLCAcuteCare2 @teu.edu
[[] BAS2203D HPLC Acute Care 3 Room HPLCAcuteCare3@teu.edu
[] BAS2203E HPLC Acute Care 4 Room HPLCAcuteCared@teu.edu
[] BAS2203K HPLC Acute Care 5 Room HPLCAcuteCare5@tou.edu
[] BAS2203L HPLC Acute Care & Room HPLCAcuteCare6@tou.edu
[ BAS2203M HPLC Acute Care 7 Room HPLCAcuteCare7 @tou.edu
[] BAS2203N HPLC Acute Care 8 Room HPLCAcuteCared@tou.edu
[] BAS2216 HPLC Debrief 1 Room HPLCDebrief1@tcu.edu
[] BAS2217 HPLC Debrief 2 Room HPLCDebrief2@tcu.edu
[] BAS2218 HPLC Debrief 3 Room HPLCDebrief3@tcu.edu
[[] BAS2220 HPLC Debrief 4 Room HPLCDebriefA@tcu.edu
[] BAS2237 HPLC Debrief 5 Room HPLCDebrief5@tcu.edu
[] BAS2238A HPLC Ambulatory Care 1 Room HPLCAmbulatoryCarel @tcu.edu
[] BAS2238C HPLC Ambulatory Care 2 Room HPLCAmbulatoryCare2@tcu.edu
[] BAS2238D HPLC Residential Suite Room HPLCResidential5uite @teu.edu
[] BAS2238E HPLC Ambulatory Care 3 Room HPLCAmbulatoryCare3@tcu.edu
[] BAS2238F HPLC Ambulatory Care 4 Room HPLCAmbulatoryCared @tcu.edu
[] DIS 104 Emergency Operations Center 30 Room DI5104EmergencyOperationsCenter...
[] DI5101 Conference Room Room DI5101 conf@teu.edu
[] DMT 1104 Conference Room DMT 1104 Room DMT110Aconf@teu.edu
[] DMT 123 Conference Room DMT 123 Room DMT123conf@tcu.edu
[] EAD260D Conferance Room EAD 260D Room ead260d@tcu.edu
[ EAS Conference Room Room sweonf@teu.edu
[] FAB 106 Jury Room Room FAB108JuryRoom@tcu.edu
[] FAB 207 Small Conference Room Fine Arts Building Room FAB2075mallConferenceRoom@teu ..
[] FAB 209 Large Conference Room Room FAB20SLargeConfRm@tcu.edu
Tl | ]
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Cancel

e In Room Finder on right-hand pane, verify room and availability

e Ifroom is not available (room name does not appear), adjust date|time for availability
e C(Click Send
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