Instructions on How to Book a Study Room B09
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Create a reservation in Microsoft Outlook
e In Microsoft Outlook, click on the calendar icon in the bottom left corner:
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e Right-click on the day you want to make a reservation and select "New Appointment" from the
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Fill in your booking time (red circle in the picture), Title (blue circle in the picture) and then click
on the Invite Attendees icon:

Bez ndzvu - Udélost

Viozeni Formétovan( textu Revize

Soubar

@ x I3 Kalendsi

Soukromé a “

o ! Vysoks dillefitost
- |Opakovani Casové  Zafadit do Dopliky  Piidat

Z2 Zobrazit jako: Ml Zaneprazdnén(a) - O @

Ulodit Odstranit () prepostat - Uddlost Pomocnlk  On-fine  Schizka Poznémby Pozvat Phpomenut 15 min, ey d
a zavift pro planovani  schiizka Teams ze schiizky Gcastnily pasma | kategorii~ zkd dillezitost Office  schiizku

Akce Zobrazit TeamViewer Schiizka Teams Poznamky ze schizky| Uastnici MozZnosti [ Znaéky Dopliiky Google Meet ~

Predmét ‘Setka'm'studenh’i 7 Pozvat (iastniky ‘

Umozfiuje na tuhle schiizku ‘

pozvat dalif osoby.

Misto konani

Cas zahajent’ ‘&21‘04‘2022 Elma:oc v'n [] cetf den
|

Eos ukonceni | 21042022 ENM«} .
\, |

~—_

Posledni zménu proved! ufivatel hartelp@vscht.cz v 10:52

Ve sdilené siofce [ Kalendsr

Click on the Required icon:
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o Click on the searching line (blue circle in the picture) and start typing "mistno" in the top left.
A list will appear, starting with the rooms defined in the system. Double-click Mistnost B09
(Room B09) (red circle in the picture):
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e The room (Mistnost B09) will appear in the Required (Povinni) row (red circle in the picture) and
then confirm by clicking OK (blue circle in the picture):
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e The room will appear in the Required line (blue circle in the picture), where you can further add
the person you want to send the invitation as well. Next, room B09 (Mistnost 09) will appear in

the Location (red circle in the picture):
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e If you see the sentence This event conflicts with another event... (red circle in the picture), the

room is occupied at that date and time.
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Create a reservation in Outlook on the web (OWA) — mailex
After logging into the web client, click on the top left corner (red circle in the picture) and then
on the Calendar icon (blue circle in the picture):
= ~TAX

In case of a successful booking, you will receive an email:

90 21.03.2022 1256
Mistnost BO9

Pijato: Setkani studentd
na 2022 8:00-830 (UTC+01:00) Praha, Bratislava, Budapest, Bélehrad, Lublaii.

Ky pondéli 25,
Misto  Mistnos
© Mistnost B9 prijall) tuto schiizku,

Vase zadost byla pfijata.

crosoft Exchange Server 2018




e Left-click on the day on which you want to schedule the reservation and then click on the blue
New (red circle in the picture):
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e Fill in the event name (red circle in the picture), the time from-to (blue circle in the picture) and
then click the + button (light green circle in the picture) if you want to add people (participants):




Click in the Add a location or a room line (red circle in the picture) and click Add room in the drop-

«

down menu (blue circle in the picture):
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Select Mistnost B09 (Room B09) from the drop-down menu (red circle in the picture):
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e Mistnost BO9 (Room B09) will appear in the box (red circle in the picture). You can add a person
(blue circle in the picture) in the right part. In the Attendees, you can see Room B09 and its status
(free) (light green circle in the picture):

€ c &

e If you do not see the room (red circle in the picture), it is occupied at the given date and time:
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e Then click on the Send button (red circle in the picture):
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e In case of a successful booking, you will receive the following email:
Setkani studentd
Mistnost B09 9 Odpovedét viem | v

Hartel Pavel ¥
Yy Kdy: po2802.2022 8:00 - 8:30
Kde: Mistnost BO9

Rozhodnuti uZivatele Mistnost BOZ k této udalosti: pfijal

Vase zadost byla prijata.

Hartel Pavel
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How to add Mistnost BO9 (Room B09) to your calendar in Microsoft Outlook
e In Microsoft Outlook, click on the calendar icon in the bottom left corner:

vacht.cz - Duthook

! T ignorovat e e | [ Datovt i ¥ m [
= = 2 Schia etovk zpie 5
@ 8 [Ze X R RS S i = ‘ s o
Nowj MNove | Nawi Gdstrant Odpovidét Odpovidét Pieposiat [z~ ¢ ; Piesunout Pravidla GreNote | Nepiedtend Zajadit do Zpracovat Store
e mll polafly- | schiska | T Nevybidand pota - " = R & Odpovidita od - - Gptettont kategue+ o | Y Pt emaiy +
Wovt  Teamvieme Odsteait Gdpavidit Rachié kroky = sresunaut Znatiy Wit Dapifky Disk Googie B
40blibené N hny Nepiectené Prone uain paitem i P ownd scheinka_~
Dortens poita 66 14D (oo PREDME] - VELKOST KATEGORIE v =
Odestans poita i e——
Kancepey [14] ckbase@nchtc , rw jerni price & domeral 80 21032022 10:27 ke N
Odstranéns posta 1174 " v
Vesely Matin po 21032022 1621 s .
hitalialred : Egormment G B R T —
Dorueni paita 66 Magazin Egovemmer -
Odestans posta rrre—r— wadi i ke .
Odstranéné poita 1174 " -
Koncepty 1] o P oo 502G 22 811 e N
o
Price 2 domom) e E
2019
2020
2021 30
Auchive t@egovernment.cz>
Banka 61
informacni piehled
Certfikity CESNET 251 s o
. 0 Pokud sewyskyty potie se ubrazenion téta vy, Kknutissem i obrante ve webovéen prohlfeci .
Histoie konverzaci

Informatnf kandly 855
Nevyidan posta 1]
Odcheripoita

Stotky visledi bedini

INFORMACNI PREHLED

biezen 2022

Dovelufema  Vim zasiad sznovy informaéai pienied Mogarinu Egovernment Sn
hce, o o Vas prpravu rovneE s aktey

pipacnd daléich subjokt Vaiime, 3o pro
prospéing.
= s B -

Pololky 2192 Mepleeno: 65 & Plipomenati 2 Viechny staiky Jsou aktualni. _ Plipojeni ples pustytoratele: M

oft Exchange [0 0 - I + W%

o Inthe left pane, right-click Other Calendars, hover over the Add Calendar drop-down menu, and
left-click From Room List (red circle in the image):
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Left-click twice in quick succession (double-click) on Mistnost BO9 (Room B09) (red circle in the
picture). It will appear in the Rooms box (blue circle in the picture). After that, click OK (light
green circle in the picture):
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How to add room B09 in Outlook Web App (OWA) - mailex.

e After logging into the web client, click on the top left corner (red circle in the picture) and then
on the Calendar icon (blue circle in the picture):
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e C(Click Add calendar in the top menu, then select From directory and left-click (red circle in the
picture):
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In the From directory box, type "mistno "(red circle in the picture) and then left-click Search
Directory (blue circle in the picture):
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Select Mistnost (Room B09) (red circle in the picture) by clicking the left button:
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e Left-click Open button (the red circle in the picture):
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The room will appear on the left and at the top of the calendar (red circle in the picture). Left-

click on the Room B09 button will show/disable the calendar. If the text is coloured, the calendar
is on. If not, it is off:
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