Making Reservation on Public Calendar:
1. Open the calendar section of Outlook.
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2. Click on the calendar where you want to make a reservation.

3. On that calendar find the date when you want to reserve the room or VR e s i
equipment, click on that date to select it.
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6. In the appointment box that opens,
a. Type your name in the Subject line
b. In the Location line, DELETE what shows and type your meeting/event name and your name
and the approximate number of attendees for the meeting.
c. Enter your Start and End times.

Hit Send.
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7. The reservation will be added to the room/equipment calendar, and it will be added to your personal
calendar.

**To cancel a reservation, select it on your personal calendar in Outlook and delete it.



