Connecting to Conference Room Calendars in Outlook for

Windows

1. Open Outlook and switch to your “Calendar” view
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2. From the “Home” tab, choose “Open Calendar->From Room List”
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3. Search for the rooms you would like to view. Most conference rooms follow the naming
convention “#bld room” (i.e. #401 B2100). Double click on the room to add it to your calendar
list. You can add multiple rooms at this point if you like. Click OK when finished
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‘ Mame Location Business Fhone Capadty Description E-mail Address
E #241B123 Room 241-B123@anl.gov -
E #241B184 Room 241-B184@anl.gov
E #241B285 Room 241-B285@anl.gov
E #241B334 Room 241-8334@anl.gov
E #241C201 Room 241-C201@anl.gov
E #241D172 Room 241-D172@anl.gov
E #241D173 Room 241-D173@anl.gov
Room 241-D236 @anl.gov
Room 401-82100 @40 1. conf.anl.gov
Room 401-C2200@401.conf.anl.gov
Room 440-A105@anl.gov
[ #4490 A108 Room 440-4106 @anl. gov
[ #440 A201 Room 440-A201@anl.gov
[a] #9985 Conference Room 1 Room 993ConfRoom 1@anl.gov
E #999 Conference Room 2 Room 999ConfRoom2@anl.gov
E #NE 3151129 Room mail #NE315L129@anl.gov
E CEPA Idea Lab Calendar Room mailCEPAldealab @anl.gov
4] CEP-EDU Scanning Electron Migoscope Room mailCEPEDU-SEM@anl.gov —
E CPA Argonne Now Room CPAArgonneNow @anlmail.anl.gov
[ cPa Argonne Today Room CPAArgonneToday @anl.gov
| | [ CPA Conferences and Events Room CPAConfEvent@anl.gov
|4 cPa Facal Point Room CPAFocalPoint@anl. gov
il E CPA Front Page Features Room CPAFPF @anl.gov
[ cPa Internal Communications Room CPAInternalComm@anl. gov
E CPA Media Relations Room CPAMediaRelations @anl.gov =
[ cPa Speakers Room mailCPASpeakers @anl.gov
E CPA Tours Room CPATours@anl.gov
|4l HEP Recommendation Letters Room hep_letters@anl.gov
E mail_ecologysection Room mail_ecologysection@animail.anl.gov
[&] MSD Seminars Room maiMSDSeminars @anl.gov
E ME Mational Security and Monproliferation Cale... Room mailNENSMPCal@anl.gov
|4 Procurement/Property Attendance Calendar Room mailProcPropAttCal @anl.gov L
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4. The chosen calendars will be added to your Calendar list under the “Rooms” grouping.
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