How to Reserve the Computer Lab

1. Open your email Outlook
2. Click on the Folder List
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6. Click on the drop-down arrow next the “NEW”
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7. Click on “Choose Form”

[~ Computer Lab Calendar in Public Fold

EEiIe Edit  View Go Tools Actions

%ﬂm *i@ P ﬁg Today | [GEl

_% Appointment Ctrl=M |

B ﬂ Meeting Reguest  Ctrl=5hift=Q [ ]

| Cd Folder.. Ctrl+Shift<E L
g Calendar...

Mavigation Pane Shortcut...

1 Mail Message Ctrl=Shift=M

89 Contact Ctrl=Shift=C

S5  Distribution List  Ctrl=Shift=L
& Task Ctrl=Shift=K [
i#l Task Request Ctrl=Shift=1

S Journal Entry Ctrl=Shift=)

.| Mote Cri=Shift=N ||
2 neinet rax Ctrl=Shift=X

=

Choose Form...

Choose Form

Look In: | Crganizational Forms Library | Browse. .,

Standard Forms Library
Crganizational Forms Library
Personal Forms Library

Cutlook Folders
ShemarEs TG

|User Templates in File Sysoam

FComputer Lab Calendar




9. Select “Appointment” —— then click “OPEN”
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10. Enter the information for Subject as “Last Name” “Class”
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12. Place a start time and the end time.
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13. After you are done filling out the information, click “Save & Close”
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