SAYRE AREA SCHOOL DISTRICT TECHNOLOGY TIPS
SASD TECHNOLOGY RESERVATION CALENDARS

Purpose

This handout describes how to use SASD Computer Calendars using MS Outlook 2010. These
calendars are commonly used to reserve computer labs.

Advantages:
1. Electronic Calendars make it easy to set up repeating computer resource reservations

2. Electronic Calendars are easy to share (for example, from your PC — you can check to see
who is using what lab).

3. Security — by utilizing electronic calendars, we can easily keep track of who is using what
SASD Computers (ex. After hours use for college classes, bus driver training, etc).
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Figure 1 - Sample Electronic Reservation — HS Lab 235
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How Do | View the Availability of a Computer Resource

Room?
Start up MS Outlook on your PC.
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To see the availability of a specific resource room, just single-click on that specific room
(the following is an example of HS Lab 235).
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How Do | Reserve a Computer Resource?

Start up MS Outlook on your PC.

Click on your Folder Shortcut (lower right-hand side of your screen):
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Now you will see the following:
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Click on the + sign to expand until you see the following:

4 Pyblic Folders - rravai@sayresd.org

Ll Favorites
4L All Public Folders

4 Computer Labs Computer Labs that may

be reserved

2l HS lab 131
] HS Lab 235
4 HS Lab 237
4] HS Lab 252 =
w
1| i | 3

= B aa o el -

L TS |

To see the reserve of a specific resource room, just single-click on that specific room
(the following is an example of Room 131)
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Subject: |Peri::|d 1 - Lee Shoemaker

Location: | Lab 235

Recurrence:  Qcours every Monday, Tuesday, Wednesday, Thursday, and Frida

Lee Shoemaker
Lab 235
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e Enter the Person reserving the room and Period number (if applicable)
e Enter the Start Time and End Time (note that the above time is the Period 1 Time

frame)
£
Recurrence
Then click on the Recurrence button (if you are reserving the room for
multiple dates)
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Appointment Recurrence ﬂ
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For the above example, the room is reserved for M T W Th F starting on 09/14/2011
and ending on 6/8/2012

Just click on OK
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Click on Save and Close (this creates the following reservation)
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4 » September - October 2011 [search Hs Lab 131 (Ctri-E) Al
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This sample reservation will now appear for all the desired dates!
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