Here is the process for Outlook 2016: (You cannot be on the Web Page to schedule)
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New ltems --> Meeting

2. Subject: Copier Reservation

3. Click “To” = In the "Required" enter PDCopierl@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.
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Microsoft Qutlook found more than one “printing”.

53 Aaliyah Sela - asela Select the address to use:
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< I Printing and Duplicating - Copier 1
777777 o Printing Services Users
Requited 2 Richard Finney (Printing & Duplicati... Contractor ...
........................ B Sharon Lee Printing & ... (570) 422-362
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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.

Meeting Insert Format Text Fewiewy Q' Tell me what you u
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o Copy Center - Copier 1% : "Please note that you can anly reserve the copier for at m

ﬂ“r’nu haven't sent this meeting invitation yet.,

T, _opy Center - Copier 1
Subject schedule Copied
“end
Location Copy Center- Copier
Starttime | Mon 6/22/2020 2 1:00PM -
Endtime | Mon 6/22/2020 2 1:30PM -




5. Recipient will receive an acknowledgement if the copier was accepted or denied:
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Copy Center - Copier 1 >< : "Please note that you can only reserve the copier for at most 30 minutes. If you need more time please contact Sharon Lee (slee@esu.edu). Thank you.” I

: Room Finder M
You haven't sent this meeting invitation yet.
This appointment conflicts with another one on your calendar.
4 June 2020 4
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End time | Thu 6/18/2020 | | 9:30 AM v‘ 4> Make Recurring None
Location @ Room Finder
This is a test.
Hi Sharon. | need to reserve the copier at 9am.
Thanks|

Suggested times:

3:30 PM - 4:00 PM
Mo conflicts

4:00 PM - 4:30 PM
Mo conflicts

4:30 PM - 5:00 PM
No conflicts

9:00 AM - 9:30 AM ’.
1 conflict: Test Email4 =
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1 Shared Folder £ Calendar

Wed 617/2020 11:10 AM

Copy Center - Copier 1

g'h*;“ "‘-';-‘r""'ﬂﬂslr:i (18) R Accepted: copier reservation
e When  Thursday, June 18, 2020 %:00 AM-%30 AM [UTC.05:00) Eastern Time [US & Canadal.
|a|  Location

Focused Other By Date » T

w Today
G}Cap}l Center - Copier 1 has accepted this meeting.
Copy Center - Copier... ™) |
Accepted: copier reservation 11:10 AM
Your request was accepted. _'fﬂur rﬁquﬂﬂ was ﬂ‘:ﬁlﬂﬂd.
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