Open Microsoft Outlook
Click on “Folder List”

Instructions for Scheduling Media Carts
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Expand All Public Folders lh;'_, Multimedia Calendar in Public Folders -
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Click on Multimedia Calendar lu;'_, Multimedia Calendar in Public Folders -
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Click on the Drop-Down arrow next to “New”

[~ Multimedia Calendar in Public Folder

« File Edit View Go Tools Adion
| e - | g X gH  Today | [
Folder List «“
4 August 2011 »
S M TW T F S
31 1 2 3 4 5 & cli
7 8 9 10 11 12 13
14 15 16 17 18 19 20
21 22 23 24 25 26[ 27
28 29 30 31 1 2 3 -
o=
Al Fnldars r- m

Select “Choose Form...”

[(~, Multimedia Calendar in Public Folders
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Select “Appointment”

Choose Form
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In Subject: enter "Media Cart for Your Name", where Your Name is your name
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Location: | v‘
Start time: | 5at 5/27/2011 v | [5:00 am v | Clan day event
End time: | Sat§/27/2011 v| [B30 AM v
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Please provide the following information when you schedule a Media Cart: -

Type of Cart (TV, Projector, etc.):

Type of Media you will be showing (DVD, VCR Tape, Powerpoint, Internet, etc.):

Room Number where you would like the cart delivered/setup?:

What time would you like the cart to be delivered/setup?: =

What time would you like the cart to be removed from your room?:

Are you flexible with these times?

-

In Shared Folder: zﬁ Multimedia Calendar in Public Folders

In Location: enter the Room Number where you want the Media Cart delivered and set up
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Location: v

Start time: |Sat8e‘27e‘2011 vl |8:00AM vl DAIIdaye\rent
End time: |sat 8/27/2011 v| [530 am v
&
Please provide the following information when you schedule a Media Cart: -
Type of Cart (TV, Projector, etc.):
Type of Media you will be showing (DVD, VCR Tape, Powerpoint, Internet, etc.):
Room Mumber where you would like the cart delivered/setup?:
What time would you like the cart to be delivered/setup?: =
What time would you like the cart to be removed from your room?:
Are you flexible with these times?
-

In Shared Folder: a Multimedia Calendar in Public Folders
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Ensure that the “Start time:” and “End time:” show the exact date and times that you

would like the Media Cart delivered, setup and removed from your room.
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Are you flexible with these times?

Please provide the following information when you schedule a Media Cart:

Type of Media you will be showing (DVD, VCR Tape, Powerpoint, Internet, etc.):
Room Mumber where you would like the cart delivered/setup?:

ur room?:
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In Shared Folder: 53] Multimedia Calendar in Public Folders

Complete the information requested on the form. Enter any
additional information that is helpful.
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When you have completed the form, please click “Save & Close”
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Please provide the following information when you schedule a Media Cart: -
Type of Cart (TV, Projector, etc.):
Type of Media you will be showing (DVD, VCR Tape, Powerpoint, Internet, etc.):
Room Mumber where you would like the cart delivered/setup?:
What time would you like the cart to be delivered/setup?: =
What time would you like the cart to be removed from your room?:
Are you flexible with these times?
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