Instructions on How to Book a Study Room K1
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Create a reservation in Microsoft Outlook
e |n 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
menu.
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e Fillin your booking time (red circle in the picture), Title (blue circle in the picture) and then click
on the Invite Attendees icon:
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e Click on the Required icon:
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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 K1 (Room
K1) (red circle in the picture):
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The room (Mistnost K1) 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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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 K1 (Mistnost K1) will appear in

the Location (red circle in the picture):
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10:00— 10:30

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.
H =
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e In case of a successful booking, you will receive an email:

Pfijato: Schize Vitriol |

Mistnost KT 5 Odpovedst viem | v

Salek Vojtech ¥

il Kdy: t29.09.2022 17:00 - 18:00
Kde: Mistnost K1

+/ Rozhodnuti uZivatele Mistnost K1 k této udalosti: pfijal

Vase zadost byla prijata.

Create a reservation in Outlook on the web (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 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 Fillin 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):
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Click in the Add a location or a room line (red circle in the picture) and click Add room in the drop-

e circle in the picture):

down menu (blu
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e Select Mistnost K1 (Room K1) from the drop-down menu (red circle in the picture):
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e Mistnost K1 (Room K1) 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 K1 and its status

(free) (light green circle in the picture):
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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):

Calendar

e In case of a successful booking, you will receive the following email:
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oy Whs
i o
Mistnost K1 has accepted this event

Your request was accepted.
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How to add Mistnost K1 (Room K1) to your calendar in Microsoft Outlook
e In Microsoft Outlook, click on the calendar icon in the bottom left corner:

Outlook
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e 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 K1 (Room K1) (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 K1 in Outlook Web App (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):

< C @ mailexvschtcz/owa/#path=/ma & % W= 2

kterou si chcete pretist.

ala pryni poloz: mu, Kliknéte sem,

hitps://maiiexvacht.cz/owal

Click Add calendar in the top menu, then select From directory and left-click (red circle in the
picture):

<« C @ mailexvschtcz/owa/#path=/calendar 2 % W2

Kalendar

© sdikt

2 Prdst kalenda? v = Vyisknout

< Den Pracovni tyden Tyden Mesic | Dnes
Kalendai
Crvrtek patek Nedsle »
900 mplementace ISMS - Chan  Zimeéaik Pavel -OL03.1951 900 Schizka NPO 900 Uvodijecnéni projektu CF 800 Pavel Sohaj - Spisovka
800 Lipovors studovny 1000 VECHT/Caleum -cbnova\ 900 Webin SoftwareONE:No' 900 Denemarkovi
000 Lejskova Michacla 1230 VSCHT /ESET -schizka 11100 COMA 1000 Predstaveni Oracl Cloud
1000 VECHT AR:status update 1330 Martin Mastny 1100 Harte Pavel
100 Projekty 2022 1590 Zprava o stavu unie (oni 1100 VSCHT & COMA - technol
ndite 1230 CRP-KYBER22: spoleéni o 1100 VSCHT & COMA - technol
Mores Antonin - 08031978 1000 VSCHT/Caleu -obnova\ 11,00 Hartel Pavel 800 kalend? na 809 + névod
Narozeniny 800 CLOUD SECURITY - AFCEA 11100 Rezervace mistnosti
11:30 COMGUARD
A Jiné kal
Mistnost Bifa
800 Mipo + Eva 500 Harte Pavel Brumlichovd ibute - 7031962 Patisk Patsk Patik

10:00 informativni schiizka ohle 800 Jirka Proks Patlik
1000 OKbase - evidence prace &1 Licenéni konzultace Micros 1030 WebArat - pezentace nas
1230 CRP-KYBER22: Semindf k 1000 VSCHT/Caleum -obnova\

930 VSCHT - BitDefender - Dox 900 Zubal
1000 VECHT/Caleur -obnova \

skova Michaela

roéni konferenci EUI

17:00 Kiub Fediteli

1000 VSCHT AR: status update 1000 VCHT/Caleum -obnova\ | 17:00 HP - Aruba 1000 projekt Bezobsluzné micrc
12:30 CRP-KYBERZ2 schizke: Be
1230 Kopie: CRP-KYBER22: Ser
1600 Le grande bufe - ik + A
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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):
e % W =2

€ > C @ mailecvschtcz/owa/#path=/calendar

Kalendat

< ISM5 - Chan  Zsmeénik Pavel - 010319

Otevrit kalendar

| | pate

-

Select Mistnost (Room K1) (red circle in the picture) by clicking the left button:

* Sohjoie-Suomi | Sak R soudes ) Sewagesuidgecip. [ Biochar production..

© (ZEETRINGAD. B St (006 W Cheier Envinced R 4 WEDOS Websi

- Suctsnabie Bulcin.. () Multcrisri ersiiat. () Ditrctbestinging. @

Open calendar

From directory:

I st

== Mistnost VTP K215 2
(7)) mresesispoene

Mistona Bva
mistovae@vschticz

No additional results
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Left-click Open button (the red circle in the picture):

e The room will appear on the left and at the top of the calendar (red circle in the picture). Left-

click on the Room K1 button will show/disable the calendar. If the text is coloured, the calendar
is on. If not, it is off:

# Calendar

P

New|v B Addcatendarv €3 Share

s : bse‘

£:00 Husek Matej Seizka proje
ko projekt
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