Kentucky Department of Education

KDE Conference
Room Scheduling

Instructions for scheduling a conference room at KDE using the Microsoft
Outlook client application.
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Schedule a Meeting
Select New Meeting.

File. Home Send /F
B @ &
New New New

Appointment Meeting Items -
MNew {

Turn on the Room Finder located on the Meeting tab from the ribbon (you will only have to do this the
first time).

&= Show As: | [l Busy M G IQ m

4 Reminder: 15 minutes . Recurrence Time | Room
Zones | Finder

Options Pl

From the Room Finder on the right of the new meeting, choose KDE Conference Rooms from the Room
List dropdown.

Room Finder v X
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Show a room list:
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Suggested times:

12:00 PM - 12:30 PM il
No conflicts =l ™

The room list will show you the available rooms for the date and time you’ve selected. Choose a room
by selecting it from the available rooms list. This will automatically set the location of your meeting as
well as include the room email address in the To line.
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Room Finder v X
-
4 October, 2014 » —
Mo Tu We Th Fr Sa Su
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|:| Good D Fair . Poor
Show a room list:
|KDE Conference Rooms v| I
Choose an available room:
Mone &
KDE 18th Floor Conference R
KDE 20th Floar Training Roo
KDE 21st Floor Conference R _
KDE 23rd School and Comm|™
KDE Sth Floor Conference Re
KDE 8th Floor Conference Re
KDE KIDS Conference Room L
KDE KIDS Conference Room ™
4 I r
Suggested times:
8:30 AM - 9:00 AM
& available rooms
4:00 PM - 4:30 PM
10 available rooms
9:00 AM - 9:30 AM '
1 conflict: Barrett, Regi... il

To finish, fill out the Subject of your meeting (NOTE: please be descriptive! “Reserved” or “Busy” isn’t
helpful for anyone. Some room calendars will still be monitored by room owners and if your meeting
does not have a descriptive subject you may be contacted to correct it.), the body, and any additional

attendees. Click Send to finish.

Bd920 s = G
%“i Megting | Insert

Format Text Review
x @l Calendar e D L -
% Forward = | i =
Delete ippaintment Scheduling Online Cancel Addeess Check Response
i Onetéote Bssstant Meeting Inflation  Book  Mames Options «
1 Actions. I Show .OMIHE Mesting Attendess
O Initations have not Been sent for this meeting.
Adjacent to anciher appointment on your Calendar.
0. KDE Sth Figgr Confarence Room A Schadule
=1 Conference Room Equipment Training
Subject i 9
Send -
Location:  (MDE Sth Floor Conference Room A Schedule
Start time: Tue 10/21/2014 - B30 AM - All day event
End time: | Tue 10/20/2014 = (500 AM -

1 am sure you have all noticed the new eguipment the t
strive toward more effective uses of technology, we ar
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etting the tools we need to make it happen, To make sure we all get comfortable with the changes, the

! |
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R | &

Zoom | Surt
Inl

| Zogm | Ink

| Room Finder

- Rooms...

KETS Service Center has begun floor-by-floor training sessions for all KDE staff! | will be in the conference room for you to stop by and get an overview of all the
equipment, ask questions, and have an opportunity to get hands-on with the equipment yourself, Stop by to learn haw it all works!

What do you need to bring?

You will need to bring your laptop or other device so you can have the opportunity to get some hands-on training assistance.

Come ut over and learn how to enhance your meetings and presentations with all the coal new toals in the training roam!

In Shared Folder: [ Calendar

©  see more about: Barrett, Regina - Division of Operations and Services.
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Check Room Capacity and Equipment
You can check the Room Properties to find room capacity and an equipment list. To find room
properties from your calendar, select Open Calendar.

=

Open C
Calendar = G

Manage Cal

Choose From Room List

|

k | Week | Month Schedule
k 2 Wiew

4 ®8  From Address Book... g
Eﬁ From Room List...

iz

Open |Cal
Calendar ~|Gre

9 Crnen Tntornat

Add Calendar from Room List}
Create MNew Elank Calendar...

a Open Shared Calendar... II

[
P
[

Start searching by typing “kde” and choose the room you wish to view.

Select Name: All Rooms
Search: (@ Name only (_)More columns Address Book
kde| Go | All Rooms - regina.barr ducation.ky.gov v d d Find
| Name Location Business Phone Capacity Description E-mail Address

Sc... kdel6con@education.ky.gov
[l KDE 18th Floor Conference Room Sc... Room kdel8con@education.ky.gov
[l KDE 1st Floor Conference Room Sch... 502-564-3141 Room kdelcon@education.ky.gov
[l KDE 20th Floor Training Room Room kde20training@education.ky.gov
[l KDE 21st Floor Conference Room Sc... Room kde21con@education.ky.gov
[ KDE 23rd Floor Conference Room Sc... Room kde23con@education.ky.gov
[ KDE 23rd School and Community Nu... Room kde23training@education.ky.gov
[ KDE sth Floor Conference Room A S... Room kdeScon@education.ky.gov
[l KDE 5th Floor Conference Room B S... Room kdeSconb@education.ky.gov |
[l KDE 8th Floor Conference Room Sch... Room kde8con@education.ky.gov
[l KDE KIDS Conference Room A OKIDS Room kidsconf@education.ky.gov
[l KDE KIDS Conference Room B OKIDS Room kidsconb@education.ky.gov L
[l KDE State Board Room Schedule 502-564-3141 Room kdestbrd@education.ky.gov 3
[l KDE Test Account Con Rooms Room kdel3acon@education.ky.gov
[l Melson Co BMS Media Center Bloomfield Middle ... 40 Room bms.mc@nelson.kyschools.us
[ Nelson Co BMS PC Lab 1 Bloomfield Middle ... 34 Room bms.pclabl@nelson.kyschools.us
[ Nelson Co BMS PC Lab 2 Bloomfield Middle ... 30 Room bms.pclab2@nelson.kyschools.us
[ Nelsen Co BMS PC Lab MC Bloomfield Middle ... 27 Room bms.pclabme@nelson.kyschoal... i
L OSPTIRITS - P P S S ;
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Room capacity is now a column in the Room List. (Example: The room capacity for the KDE Test

Account Con Rooms is 9001.)

To see an equipment list, right click on the room and choose Properties.

Select Name; All Rooms

'Z'::'Z' More columns  Address Book

Go All Rooms - regina.barrett@education.ky.gov + A

Location Business Phone Capacity

502-564-3716

KDE 18th Floor Con Properties
KDE 1st Floor Confe Add to Contacts

7

= 502-564-3141
[ KDE 20th Floor Trai New Entry...

o

=]

KDE 21st Floor Conference Room Sc...

-1 KNDF 23rd Floor Conference Room Se...

Select Name: All Rooms

Search: (@ Nameonly () More columns Address Book

kde Go All Rooms - regina.barrett@education.ky.gov * Advanced Find

| Name Location Business Phone Capacity Description E-mail Addres
[a] KDE 16th Floor Conference Room Sc... OIAS 502-364-3716 Room kdelGcon@edt
[a KDE 18th Floor Conference Room Sc... Room kdel8con@ed
|a] KDE 1st Floor Conference Room Sch... 502-564-3141 Room kdelcon@edur
|a] KDE 20th Floor Training Room Room kde20training€
|a] KDE 21st Floor Conference Room Sc... Room kde21con@ed:
|a] KDE 23rd Floor Conference Room S... Room kde23con@ed:
|a] KDE 23rd School and Community Nu... Room kde23training¢
|a] KDE 5th Floor Conference Room A S... Room kdeScon@edut
[a KDE 5th Floor Conference Room B S... Room kdeSconb@ed
[a KDE 8th Floor Conference Reom Sch... Room kde8con@edut
[4] KDE KIDS Conference Room A OKIDS Room kidsconf@educ
|4l KDE KIDS Conference Room B OKIDS Room kidsconb@edu
[a] KDE State Board Room Schedule 502-564-3141 Room kdestbrd@edu
P KDE Test Account Con Rooms 9001 Room kdel3acon@eq
|a] Melson Co BMS Media Center Bloomfield Middle ... 40 Room bms.mc@nelsc
|a] Melson Co BMS PC Lab 1 Bloomfield Middle ... 34 Room bms.pclabl@n
|a] Melson Co BMS PC Lab 2 Bloomfield Middle ... 30 Room bms.pclab2@n
|4} Melson Co BMS PC Lab MC Bloomfield Middle ... 27 Room bms.pclabme@
M el e PR e oL e T - . bmem ol i
4
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Click the Phones/Notes tab.

KDE 16th Floor Conference Room Schedule

KDE 16th Floor Conference Room S¢

The equipment list and room capacity is listed in the Notes section.

KDE 16th Floor Conference Room Schedule

] General | Organization | Phone/Motes | Member Of | E-mail Addresses
1 Name
1 First: Initials: Last:
f Display: KDE 16th Floor Conference R Alias: kdel6con
)
Address: 16th floor CPT ~  Title:
= Company: educatior
City: Frankfort Department:

=S

KDE 16th Floor Conference Room Schedule

General I Organization‘ Phone/Notes ‘Member Ofl E-mail Addresses|

Phone numbers

Business: 502-564-3716
Business 2:

Fax:

Assistant:

Notes:
60" TV, Computer, Webcam

Add to Contacts ] [ Actions

-

Home:
Home 2: -
Mabile:

Pager:
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Search for a Room Calendar
From your calendar, select Open Calendar

Open C
Calendar = G

Manage Cal

Choose From Room List

Week | Month Schedule Open |Cal
“ View Calendar ~|Grt

ﬁ From Address Book... I’g

ﬁ From Boom List...

j F 3. Cempe Tntnrmnt

Add Calendar from Room List
ar..

o e

ﬁ Open Shared Calendar...

Start searching by typing “kde”, choose the room, click Rooms -> to select the room, and then click OK.

Search: (@ Name only () More columns Address Book

‘kde-| H Go ] All Rooms - regina.barrett@education.ky.gov Advanced Find

| MName Location Business Phane Capacity Descrip
¥ KDE 16th Floor Conference Room Sc 502-564-3716 Room
[i] KDE 18th Floor Conference Room Sc... Room
[ KDE 1st Floor Conference Room Sch... 502-564-3141 Room
[l KDE 20th Floor Training Room Room
[i KDE 21st Floor Conference Room Sc... Room
[l KDE 23rd Floor Conference Room Sc... Room
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Select Name: All Rooms

Search: @) Name only () More columns  Address Book
kde Go | All Rooms - regina.barrett@education.ky.gov v  Advanced Find
‘ Name Location Business Phone Capacity Description E-mail Address ‘
¥ KDE 16th Floor Conference Room Sc... OIAS 502-564-3716 Room kdel6con@education.ky.gov s
[ KDE 18th Floor Conference Room Sc... Room kdel8con@education.ky.gov
[l KDE 1st Floor Conference Room Sch... 502-564-3141 Room kdelcon@education.ky.gov
[l KDE 20th Floor Training Room Room kde20training@education.ky.gov
[l KDE 21st Floor Conference Room Sc... Room kde21con@education.ky.gov
[ KDE 23rd Floor Conference Room Sc... Room kde23con@education.ky.gov
[ KDE 23rd School and Community Nu... Room kde23training@education.ky.gov
[l KDE 5th Floor Conference Room A S... Room kdeScon@education. ky.gov
[l KDE 5th Floor Conference Room B S... Room kdeSconb@education.ky.gov |
[l KDE 8th Floor Conference Room Sch... Room kdeBcon@education.ky.gov
[ KDE KIDS Conference Room A OKIDS Room kidsconf@education.ky.gov
[ KDE KIDS Conference Room B OKIDS Room kidsconb@education.ky.gov i
[l KDE State Board Room Schedule 502-564-3141 Room kdestbrd@education.ky.gov 3
[l KDE Test Account Con Rooms Room kdel3acon@education.ky.gov
[l Nelson Co BMS Media Center Bloomfield Middle ... 40 Room bms.mc@nelson.kyschools.us
[l Nelson Co BMS PC Lab 1 Bloomfield Middle ... 34 Room bms.pclabl@nelson.kyschools.us [
[l Nelson Co BMS PC Lab 2 Bloomfield Middle ... 30 Room bms.pclab2@nelson. kyschools.us
27 Room

[l Nelson Co BMS PC Lab MC

<

Bloomfield Middle ...

bms.pclabmc@nelson.kyschoal...

KDE 16th Floor Conference Room Schedule

Helpful Hints!

Make sure the room you’re scheduling is available to avoid immediately having to

reschedule.

If you need setup time, schedule that too and make sure the room is available for it.

Leave a little time between meetings in case they go over. Don’t book a meeting adjacent to

another in the same room unless absolutely necessary.

Be considerate of those after you. Book enough time for your meeting so that you don’t go

over.

Leave the room as you found it — put tables and chairs back, plug cords back, throw trash

away, take extra handouts back with you, etc.

Give your meeting a proper name! “Reserved” or “Busy” are confusing for those trying to

schedule other meetings, those monitoring the rooms, and those trying to find the meeting.

Calendars will still be monitored by room owners.

Some rooms may be trumped by top leadership (just as before). Please plan accordingly.

Make sure you’re not booking your meeting on a holiday. Holidays will still appear as “free”

and can be deceiving.
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