
Here is the process for Outlook 2016: (You cannot be on the Web Page to schedule) 

1. New Items --> Meeting

2. Subject: Copier Reservation

3. Click “To”  In the "Required" enter PDCopier1@esu.edu (it stands for Printing & Duplicating - Copier 1)

Or Click the "Resources" button and type "copy" and press Enter, then pick from the list.

copy 

mailto:PDCopier1@esu.edu


4. The copier mailbox will send a mail tip of the rules for using the copier. 

The user can select date and time from the "Room Finder" helper. 

It will show potential copier usage conflicts.  

 

Type “Schedule Copier” in Subject line. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



5. Recipient will receive an acknowledgement if the copier was accepted or denied: 

 


