How to Schedule a Meeting in the SEC — Outlook Windows Client

1. Inthe Outlook calendar highlight the date and time for your meeting and select “New Meeting”.
DO NOT select “New Appointment”.
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2. Inthe Meeting Window you can add a title. Please note that all meetings should invite
“StudentCenter” as a required attendee. A best practice is to add all final attendees after
the room reservation is fully approved.



3.

In order to find an open room in the SEC click on the drop down arrow in the “Room Finder”
panel on the right side. See the circled area below.
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4.  You will now be presented with a list of all open rooms. Please note that the number in
parentheses indicates the maximum number of people the room will hold. Double click on the
room you would like for the meeting. The room will be added to required attendee and

location.
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5. Before sending please make sure to insert the Room Request Form. You should have the form
filled out and saved in a location you remember. The form is available on the SEC

webpage at: www.uiw.edu/sec/sec_reservations.html. Click the insert tab at the top
of the meeting request and then select attach file. Choose browse this PC and select the
appropriate Room Request Form in the location you saved it.

Meeting in the SEC - Meeting

File eeting Scheduling Assista ﬁ Format Text Review Help RingCentral Phone ~ Q Tell me what you want to do
= O - T AS A=
mJ ; @ @ E‘ o= © rb tg @ = [m 61+ @ ET:I /q ESDate & Time T O A=

Attach Out|fok Business Signature Table Document Pictures Online Shapes Icons 3D SmartArt Chart Screenshot Link Bookmark Text Quick WordArtﬁ:lObJed Equation Symbol Horizontal
File ~ Em  Card ~ - h Item Pictures ~ Models ~ - hd Box ~ Parts - M hd - Line
Include Tables Tap lllustrations Links Text Symbols ~
Attach File -
fon yet. Room Finder -

Attach a file to this item.
4 December 2018 b

= Title Meeting in the SEC Su Mo TuWe Th Fr Sa
27 | K
Send Required StudentCenter; O SEC 2032 MEETING RM (28] 2 3[4 5 [607 8
9 10 11 12 13 14 15
Ontional 16 17 18 [i8l 20 21 22
ptiona 23 24 25 26 |20 28 29
30 31
Start Mon 12/10/2018 10:00 AM - All di T
at time opote (] [ Alday [ @ Time zones cood Wi W roor
End time Mon 12/10/2018  [=] = 11:00 AM v < Make Recurring Show a room st
Student Engagement Center v ‘
Location | SEC 2032 MEETING RM (28) [& Room Finder Choose an available room:
None ~

SEC 1013 1ST FLOOR CONCOURSE
SEC 1022 PRIVATE DINING (24)
SEC 1520 BALLROOM
SEC 2030 MEETING RM
SEC 2031 MEETING RM
SEC 2032 MEETING RM
SEC 2034 MEETING RM
SEC 2040 MEETING RM
SEC 2041 MEETING RM

24)
(28)
(28)
(20)
18)
18) v

6. You will now see your attachment in the message. At this point select send.
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7. You will receive a tentative reply to let you know the request is received and is being reviewed
by the SEC staff. At this point your meeting IS NOT yet fully approved for the selected room.



Tentative: Meeting in the SEC - Meeting Response
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SEC 2032 MEETING RM (28)

Tentative: Meeting in the SEC

To @ Schroeder, Neil J.

When Monday, December 10, 2018 10:00 AM-11:00 AM (UTC-06:00) Central Time (US & Canada).
Location ~ SEC 2032 MEETING RM (28)

Accepted SEC 2032 MEETING RM (28)

Tentative No attendees have tentatively accepted.
Declined  No attendees have declined.

@ The attendee sent another response after this response.
SEC 2032 MEETING RM (28) has tentatively accepted this meeting.

Your request was received and is pending approval.

8. Once you receive the notice below your meeting request for the room has been fully approved.
At this point it would be advisable to forward the meeting to your additional participants.
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StudentCenter

Accepted: Meeting in the SEC
To @ Schroeder, Neil J.
When Monday, December 10, 2018 10:00 AM-11:00 AM (UTC-06:00) Central Time (US & Canada).

Location  SEC 2032 MEETING RM (28)

Accepted StudentCenter; O SEC 2032 MEETING RM (28)

Tentative  No attendees have tentatively accepted.

Declined No attendees have declined.

@ This item will expire in 29 days. To keep this item longer apply a different Retention Policy.
StudentCenter has accepted this meeting.




