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1. You will receive an email that looks like this:

I'd like to share my calendar with you
€ Reply €6 Reply al =P Formard p—

WwWw Woodward Way Reservations Mark 25 read
Fri 8/14/2015 3:29 PM

Inbox

To: [ Box, Beau A

m Share my calendar

Woodward Way Reservations (ww-reservations@tulane.edu) has invited you to view his or her Microsoft
Exchange Calendar

For instructions on how to view shared folders on Exchange, see the following article:

hitp//go.microsoft. com/fwlink/?Linkid =57561

2. Hit Accept

3. You should now see the Woodward Way Rental calendar listed under “My
Calendars”:
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4. Schedule your event on the Woodward Way Rental calendar (see drop down
below) and be sure to list ww-reservations in the Attendees line:

(m}

®™ Send X Discard [ Scheduling assistant e x
® Response:

Event TEST

Location Add room

Attendees Woodward Way Reservations % +
Start Duration

Fri 8/28/2015 v | 800AM ¥ 30 minutes

Show Reminder

Bus - 15 minutes

Calendar
Gallery Public Programs
Gallery Tours

v Woodward Way Rental

@ Online meeting

5. Once you hit send, we will receive a notice that we, in turn, will accept. Voila,

your event is reserved!



