O steps to book lab facilities

in the Animal Facility



1. OPEN A «NEW APPOINTMENT»

Untitled - Appointment

Appointment Insert Format Text ew Q Tell me what you want to do...
o = - i
e X Ecaendar & & [ o oo
B ) - - = 1 HighImportance ]
Save 8t Delete O popyard -  APpointment Scheduling Skype Teams Meeting Invite Categorize Office
Close = Assistant Meeting Meeting MNotes Attendees - ¥ LowImportance  pgd-ins
Actions Show Skype Meeting | Teams Meeting  Meeting Motes | Attendees Options [P} Tags Add-ins

oThis appointment is next to another one on your calendar.

Subject 2. Type your subject

Location |

Start time | ons. 04,03.2020

End time |ons. 04.03.2020

In Shared Folder Er?_‘, Kalender - Aurora.Bronstad @uib.no




Untitled - Meeting

Insert Format Text

Review Q Tell me what you want to do...

=@ () ] m I 2 aE [ 34 =
x EaCaIendar ‘ * @} Dx - - &@ e
Delete = poryard -  Appointment Scheduling Skype Teams Meeting Cancel Address Check Response
2 Assistant Meeting Meeting MNotes Invitation Book Mames Options =
Actions Show

Skype Meeting Teams Meeting Meeting Motes Attendees

o You haven't sent s

5. Click on «to» to open adress book

q

~ EE

Private

Subject
Send
Location |
Start time |ons.04.03.2020 |09.00 v| [ All day event
End time |ons.04.03.2020 |09.3o .|

In Shared Folder Er?_‘, Kalender - Aurora,Bronstad @uib.no

Select Attendees and Resources: Global Address List

Search: (@)

6 start to type klviv and the list of rooms come up

| MName

Title EBusiness Phone Location

KAV - 3040 B Iso

KAVIY - 3042 Sevo
K1VIV - 4031 Seminarrom
K1V - 4037 Obduksjon
2% K1Vivarium - Rom
T KA - Kamera i Aula
25 KA - Materom
K& - Prosjektkantor - Mygardsagt...
KA - Videokonferanserom 2070
KA Internt - Lille mgterom
KA Internt - Store materom
f‘}{adri Madissoo
@g}{aiﬁ.. Olsen
as Kai Gunter Brandt
o Kai Kriiger
Kai Triebner
@g}{aiw'alﬂen
& Kaia Berstad
o Kaia MNepstad
a Kaja Bergskas Skoftedalen

i

7. Select the room you want to book

COWVERINGENIGR
Professor
Avdelingsingeniar
Professar emeritus
Postdoktor

Stipendiat
Avdelingsingeniar
Seniorkonsulent
Vitenskapelig assistent

+47535584194
+475597379

+4755588571

I Reguired -= |

Optional -»

Resources -»

I

Ok




my subject - Meeting 3l

Insert Format Text Review ' Tell me what you want to do...

x Appointrment 'i E."i * m fra ¥ |.' a

FS Scheduling Assistant

Actions Skype Teams Meeting Attendees Options Tags Office
M Meeting Meeting Motes - N M Add-ins
Show Skype Me... | Teams Me... | Meeting... Add-ins L

ﬁ‘r‘uu haven't sent this meeting invitation yet.
This appointment is next to ancther one on your calendar.

To.. | || /KIVIV- 4037 Obduksion |
8 use «send» to send request for room booking § susject | my sublst |
Location |K1VIV - 4037 Obduksjon | | Rooms..
Start time | man. 15.06.2020 | |0s.00 ~| [ ANl day event
Endtime | man. 15.06.2020 FF| |10.00 -

In Shared Folder Er'a Kalender - Aurora.Bronstad@uib.no




9 Check your e-mail
A response is sendt you your email if the request was declined or accepted

Declined All: Not availbel
Meeting Response Acrobat

i I’ love - 5 £ Fin
X Qg3 R

«
Q; e == Rules ~

Delete  Reply Reply Forward Meeting Quick - X Tags  Translate ‘oom
All E@ T Motes— Steps + -3 Actions ~ - - [% Select -
Delete Respond Quick Steps Move Editing Zoom

ons, 04.03.2020 09.13

K1VIV - 4031 Seminarrom

Declined All: Not availbel for booking
To M Aurora Brenstad

When Occurs every mandag, tirsdag, onsdag, torsdag, and fredag effective 04.03,2020 until 06.12.2022 from 11.00 to 12,00 (UTC+
01:00) Brussels, Copenhagen, Madrid, Paris.

Location  K1VIV - 4031 Seminarrom

Accepted Mo attendees have accepted.

Tentative Mo attendees have tentatively accepted.
Declined K1VIV - 4031 Seminarrom

ﬂ KIVIV - 4031 Seminarrem has declined this meeting.

Accepted All: Surg

Meeting Response Acrobat

X QA QE |8 Muow-p | AY P Q
e
€ > 5, ) = Rules - () Related =
Delete  Reply Reply Forward Meeting Quick X Tags  Translate Zoom
All E@' MNotes - Steps ~ Actions ~ - - [% Select *
Delete Respond Quick Steps Move Editing Zoom

ons, 04.03.2020 09.08

KTVIV - 3042 Sevo

Accepted All: Surgery rooms are not available for booking during dark cycle period

To M Aurora Brenstad

When Occurs every day effective 04.03,.2020 until 02.03.2022 from 18.00 to 07.00 (UTC+01:00) Brussels, Copenhagen, Madrid, Paris.
Location  KTVIV - 3042 Sevo

0 We couldn't find this meeting in the calendar. It may have been moved or deleted.
KIVIV - 3042 Sevo has accepted this meeting,

Your meeting request was declined.

The end date of this series of repeating meetings is tob far in the future. This resource can only be scheduled up
to 730 days in advance. The end date must be before 3.5.2022,

All imes listed are in the following time zone: (UTC+01:00) Brussels, Copenhagen, Madrid, Paris

Sent by Microsoft Exchange Server 2018

Your request was accepted.

Your reguest Was acceeted through 3.3.2022.

All imes listed are in the following time zone: (UTC+01:00) Brussels, Copenhagen, Madrid, Paris

Sent by Microsoft Exchange Server 2018




Check availability of a room



Untitled - Meeting

F
x [R Calendar

Q] = . 2zl 8% @ ) ( - -
= 5 | i Z2 show As: Ml Bu - ) e
L = =R E3 % & = = O Qg m | )
Delete 3 porward ~ APpointment Scheduling  Skype Teams Meeting | Cancel Address Check Response & poro [ o Recumence Ti e |Room| tegorize A f d
i Assistant Meeting Meeting Notes  Invitation Book Names Options~ Zc = |Finder - use «room rinaer»
Actions Show Skype Meeting | Teams Meeting | Meeting Notes Attendees Options o

© You haven't sent this meeting invitation yet.
This appointment conflicts with another one on your calendar.

o | e

Subject |

Send

Set date and time you like to book

B select K1Vivarium rooms

C check on list of availibility

09.00 - 13.00 “B
09.30 - 13.30 “B
10.00 - 14.00 g“
10.30 - 14.30 g“

11.00 - 15.00 “B

In Shared Folder [, Kalender - Aurara.Bronstad @uib.no

Room Finder ™ *

mars 2020 13

(3
SEREG

2 374

[]Fair [l Poor
K1Vivarium - Rom v

Choose an available room:

[]Goed

Mone

K1VIV - 3040 A Sevo
KIVIV - 3040 B Is0

K1VIV - 3042 Sevo
K1VIV - 4031 Seminarrom
K1VIV - 4037 Obduksjon

]

Suggested times:

07.00 - 11.00 -
5 available rooms

07.30 - 11.30
5 available rooms

08.00 - 12.00
5 available rooms

08.30 - 12.30 “B
1 conflict: Aurora Bren...

1 conflict: Aurora Bren...

1 confli

urora Bran.

1 conflict: Aurora Bran...

1 confli

: Aurora Bren...

11.30 - 15.30 “B ©

1 conflict: Aurara Bran.




Calendar Tools 3 Aurora.Bronstad@uib.no - Outlook
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Location Business Phone Capacity Desceripd This folder is up to date.  Connected to: Microsoft Exchange b E - 1 + 100%

KIWIV - 3040 B Iso Room
K1VIV - 3042 Sevo Room
K1WIV - 4031 Seminarrom Room
K1VIV - 4037 Obduksjon Room
KA - Prosjektkontor - Nygardsagt.., . . .
o vieesromenseon 200 1Y P «K1viv» and select the rooms you like to include
KA Internt - Lille materom
KA Internt - Store mgteram Room
KMD - Materom 1 - 25 kvm Mallendalsbakken 11 7 Room
KMD - Materom 2 - 21 kvm Mallendalsbakken 11 7 Room
KMD - Mgterom 3 - 21 kvm Mallendalsbakken 11 7 Room
KMD - Materom 301 - 23 kvm Room
KMD - Materom 302 - 10 kvm Room
KMD - Materom 303 - 35 kvm Room
MCE - 08,159 MCB 8 etg. Tarn 1 Room
MCE - 08.160 MCB 8 etg. Tarn 1 Room
MCE - 08,161 MCEB & etg. Tarn 1 Room
MCE - Fellesareal, Laeringslab Roam
MCE - Leeringsrom, Leeringslab .. Roam
MCE - Meterom, Leeringslab, 3. .. Room
MCE - Stare lseringsrom, Laerin... Roam
MED Rom 020 Armauer Hansens hus Room
MED Rom 285 stort Room v
RACTY Omen 07 lida L
< >

Booms

oK Cancel




The rooms you select will know show in your calendar — as well as their availability

K1VIV - 3040 A Sevo - Calendar - Outlook
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