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Steps to follow

To schedule an appointment for ANY of the computer labs, or the elementary conference room.
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Go to your Office 365 e-mail
Click the waffle
Click Calendar

Click new to make a new
calendar entry

Add a title

Add a title

Pick an Exact start and end
time (the system will not al-
low ANY overlap)
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Make this meeting meaningful. Add an agenda
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This will send a meeting request to the respective room, if there are no conflicts, you will
receive an e-mail saying your appointment has been accepted and it will be added to both
calendars, if there is a conflict you will receive an e-mail saying your request has been
rejected.



