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|. Reference Chart of all Rooms & Classrooms
LPC STAFF REFERENCE

Also posted at:
http://grapevine/administration/RoomsforMeetings.php

LAS POSITAS COLLEGE

¥

LAS POSITAS
TEieTed

HOW TO RESERVE: MEETING ROOMS AND CLASSROOMS

Meeting Rooms are reserved through the GroupWise calendar, or by email or call to Sharon Gach,x 1001,

Classrooms for Meeting Use are reserved through Class-Web using the Facilities Request Forms.

See Mote 1.
Thiz lizt iz intended az a "quick-view" help list — &t includes all available "meeting reoms" and =ome clazsrooms often
uzed for mestings. 2.0 &3
oo How to Reserve # Chairs TE!{:hnn:rllcrEﬁlr In Smari _Hame; i.n
| Room? | Room? | GroupWize
Bldg 100B - Academic Services 5
 Sharon Gach x 1001 By request to LPC-
100B Conference Rm. T (see Note 2) | 12 | T - M MeetingRm 1008
Bldg 700 - Student Services Area f
720 Conference Rm.  Sheri Moore x 1408 10 M EEE:T& Discipline
Bldg 800 - Classrooms, Computer Center, Welding, Auto -
801 Lecture Hall Class-\WEB
(formerly Little Theater) (=& Mote 1) 180 Y M
Bldg 1300 - Offices, Staff Lounge
LPC-
Sharon Gach x 1001 By request to .
1300D Staff Lounge (see Note 2) 65 T = M I"Luﬂeetngrn‘ISUUD
ounge

Bldg 1700 - Cafeteria *™*

Large Dining Room, an By request to Screen & PA System avail.

{:Il-lh Ruum Cheori llanrs o 4 A0D |-T' *

Bldg 1700 - Cafeteria ™

Large Dining Room, a0 By reque;st 10 icireen & PA System avail
Club Room Sheri Moore x 1408 : LT

Patio 3050 VM n/a

** For Student Life Activities/Clubs: Facilities Request Forms are reviewed by the Club Advisor, the
Student Life Advisor, and the WP of Student Seices rinrt heing sent to Administratie Services for

' . - Diana Navarro- : : : :
2014/ Library Kleinschmidt x 1153 15-20 M M n/a

: Cheryl Warren
%1156 (major events al+

Learning Resource By request to N

T * nfa

Center (LRC, Library) only)

Bldg 2100 - Offices

;—;111 5;_““:' E'_’:'f-;j’“ Sharon Gach x 1001 10 N N LPC-
oo (sae e 2) MestingRm211
2174 Small Conf. Rm. Sharon Gach x 1004 10 N N .LF’C—

{in former ECD area) (zee Note Z) MeetingRm2174
Bldg 2200 - Classrooms

2203, 2204, 2205, 2206 ngesﬁ;‘;":ﬁ} 40-60 Y Y n'a
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Smart

How to Reserve # Chairs Technology In Name in

Room? Room? GroupWise

Bldg 2300 - Child Development Center

Sharon Gach x 1001 ! LPC-
2302 Conference Rm. (see Note 2) 14 M M MeetingRm2302
i 2400 - Classrooms
2401 5TaR Room
{Student Tutoring and Sharon Gach x 1001 100+ By request to N LPC-
Reading Rm., (zee MNote 2) LT * MeetingRm2401
AKA: "Reading Rm.")
20 T.L.C. [The . Vigallen (1654) or
Learning Center) J. Sperry (1655) 30 Y Y n/a
2411A (near Express Sharon Gachx 1001 .. 55 | By request to N LPC-
office) izee Note 2) [T * MeetingRm2411A
2411U (near Large Lecture | Sharon Gach x 1001 1590 By request to N LPC-
Hall) (see Note 2) [ MeetinaRm24111)
Computer Labs: 2412,
2414 & 2416 23 23 computers M n/a
2420 Large Lecture Claz=-WER
Hall izee Mote 1) 180 Y Y n/a
2450, 2460, 2470, 2480, A5 v n/a
2490 i
Bldg 2500 - Physical Ed
PE 142 Conference Carolyn Smutny
Room <1790 14 M M nia
ﬁ':]Zﬂ:i"il:unferen[:E Rita Carzon x 1761 15-25 By rTgl_UEEt to M n'a
| Bidg 4000 - f . .
4119 - Main Stage
Theater Class-WEB 468 M v n/a

- Mote 1

4128 - Black Box (zee Note 1) 175 v vy a
Theater
4129 - The Green Sharon Gach = 1001 28 Y N LPC-
Room (zee Note 2} MeetingRm4129

* For requests to 1.T.: e-mail Sherman Lindsay, Ethan Castor & Michael Furuyama.

HOTE 1: A) Check Class-WEB for availability [ hitp:/banner-web.clpced.cc.ca.us 7000/ For "how to®
|book classrooms see: hitp/grapevine/administration/RoomsforMeetings.php

B) Complete the Facilities Request Forms (LPC home page, bottom right)

Z) Sendto Renee Pegues, Exec. Asst, Administrative Sernvices, Bldg 100.

HOTE 2: VWhen do | need a Facilities Request Form for a meeting room? When you need additional
equipment or services not normally in the room. (E.qg., need a projector or set up help, need doors
unlocked, Security assistance, or are serving food and need extra trash hins.)

HOTE 3: For questions not addressed here, check the Facilities Rental website (LFC home page,
bottam right), or contact your programidivision Administrative Assistant, Renee Pegues, or Sharon Gach.

=.g. &3
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[I. Booking & Sending an Invitation to a Meeting Room
(al so known ascadpPpReso

The following rooms are available for reservation using your GroupWise calendar.
Other rooms are available from other sources (see Chart above , Section 1).

Step 1.

In your GroupWise calendarPressNew Appointment.

=
|8 -
X | Pcelendar Fiker:
—
[snrenn | 4| b [ rader [ par I week
—_—

e
Tuesday May 18, 2010 Wednesday May 19, 2010 Thursday May 20, 2010 Frid

April 2010
SMTWTFGS 6 00
12 3| |Am30

456 78010 |70
11121314 15 16 17 | AW 30
181920 21 222324 ]
2526 27 28 23 70

9
2 30
SMTwWTFG:| 100
PR ]
2345678 110
9 1011121314 15| |40 30
16[i7]18 192021 22 | (1290
2324252627 2829 | |PM 30
2031 10

Step 2.

On the Addres List typein/or searchfor resources(rooms) and peopleu wish to invite You may
include any notes in the boxhoose Date and Tim¢ Dondt pr egss Send yet

E;; Appointment To: LPC-MeetingRm1603; Sharon Gach - 1ol x|
Fie Edi View Actions Tools Accounts tWindow Help

By send 5 Cancel ) padkess ) D musyserch | [ Go | g% 0 Y | |7

Appointment | send dptians |

(From: | [Sharen Gach |
o s |
LPC-MeetingRm 1603
Place: Sharon Gach
Srart date: [10:30 A
Duration: 30 inates
Subject: |
T Sl B 7 u || = == —ed:”

Note 1 Rooms(resourcesarelistedin the Address Book withnorange cube gl
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Note 2: Sampldist of LPC meeting roomi theGroupWise Address Book:

Step 3.
Check to see if theoom is availabldefore you Send, usingusy Search(on tool bar to right othe

i® Address Selector

Look in: I@ Movell Group'wise Address Book j

Look for: I MatChIName j

| Mame # | E-Mail Address :I
4 LPC-MeetingRm1008 LPC-MeetingRm100E@laspositasco
] LPC-MeetingRrmlé01Lounge LPC-MeetingRml601Lounge@lasm
4 LPC-Meetinghml602 LPC-MeetingRml602@laspositasco
4 LPC-MeetingRml603 LPC-MeetingRm1603@laspositasco
[ LPC-MeetingRmz401ReadingRm LPC-MeetingRm2401ReadingRm@|
] LPC-MeetingRmz241 14 LPC-MeetingRmz41 1 a@laspositas:
L 7 P LPC-MeetingRmz241 10 LPC-MeetingRmz41 1U@laspositas:

Paper Clip attachment ican)
If the room you wish is not free, pleasg another roo

or consider changing the meeting dtteé.
When completelPress Send.

£, Appointment To: LPC-MeetingRm 100B; Sharen Gach

File Edit ‘iew Actions Tools Accounts  Window Help

J ‘e Send 3L Cancel ﬂﬁddress ..5‘\ ? Busy Search | n ﬁoa | o = “_:I | FA

Appaintment |Send Options |

=0l

3

Fraomm: v| ISharnn Gach cc: I

Ta:

Place:
Start date:
Duration:

Subject:

|LPC-HMestingRm 1008; Sharon Gach |
[si17/z010 [zaaPm
|1 Hour

I\fardana ‘”12 ‘I B I U0 |@v

i— =
i= o=

i= i=

Busy Search example:

P - -
|| £ Appointment To: LPC-Meetingkm 1008

J D send 32 Comeel [ Address () T musysearch | [ o | 4
Appointment. | Send Options |

From: ~| [Sharon Gach o |
To: |LPCrMeet\nnglDDB BC: |
Place: |LPeMeetingrmi 008

Startdate:  [3/22/2010

Duration:  [30 Minutes

Subject: [

verdana ezl B 7 0| @ =

Invite To Meeting.

|
i |
File Edit View Actions Tools Accounts ‘Window Help @ Choose Appointment Time (=1

Avalable Times  Individual Schedules |

Individual Scheduls Grid
MondapMaich 22,2010 | Tuesdayl|
89 10[11]12[1 23 4 &]3[10/11]
s Y s

L o

Hint: use the arrows or bar to||
scroll forward to other dates!_"
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To view information, move the tive: cursor. or click the
taouse on a shaded rectangle above.

Desied Time
Start Dale; 3/22/2010 Durafion: 30 Minutes
Start Time: 345 PM Status: Avalable
| Account; Hovel GroupWise, Folder: Calendar
e — T
(7P (E25 ) l I Eoutorofice [Busy [ Tentative oK. Cancel | Auto-Select
- = g
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Step 4.

Theit o wneerr 0f pof tbexayendar will receive the meeting room invitatiooheck it for availability,
and Acceptor Decline If the meeting is Declined tife o w nvdllrwdte a short notef explanation, or
suggest other rooms.

Step 5.

If you wish to check the status of an invitation later, Right Click on the appointment, press Properties.
Informationon all invitees is listed in a chart.

Step 6.

When do | need to complete the Facilities Request Forms?
e When you need additional:
0 Set upor Clean up
|.T. Assistance
Heating or A/C before orfer hours(8 ami 5 pm)
Food being served (additional sfabins, tables, etc.)
Securityto unlock/lock doordefore or after hour8(ami 5 pm)

© O O0Oo

How to find, complete, and submit theFacilities Request Forms
Gotothe LPCbme page, bottom, right: #AAbout Las

Click: Facilities Rentahttp://www.laspositascollege.edu/facilities/index.php

Read the facilities information sheets and open the 2 Facilities Rental forms and complete
them (can be completed online and saved to your cangute).

Have appropriate persons sign, and submit to Administrative Services Office, Layne Jensen.
5. You will receive a confirmation via email when approved.

b a

*Theawwr rent Gr oup Wi s ee nteetmgramsis Shavan Gdacth e a b o

Questions? Call Ext. 1001.
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Il . Handy One Page Reference

LPC Meeting Rooms 8 How To Reserve

b a
Step 1.
In your GroupWise calendaPress New Appointment.

Step 2.
On the Address List type in/or search for resources(rooms) and peophash to invite. You may

include any notes in the box. Choose Dateand TimPon ét pr gss Send yet.

Note I Rooms (resources) are listed in the Address Book with an orange | ¥ o

Step 3.
Check to see if the room is available before you Serig Baisy Search(on tool bar to right ofthe

Paper Clip attachment icanlf the room you wish is not free, please try another room, or consider
changing the meeting date/time.

When completePress Send.

Step 4.
The fAowner 0 or i pwillaecsive theonfeetingraom indtdticnlmeck & for*
availability, andAcceptor Decline I f the meeting is Declined

explanation, or suggest other rooms

Step 5.

If you wish to check the status of an invitatiotelaRight Click on the appointment, press Properties.

Information on all invitees is listed in a chart.

b a

* The current GroupWi se 6owneré for the above

Questions? Call Ext. 1001
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V. Booking a Classroom for a Meeting Using CLASS -Web

By Nicole Huber
There are 2 main reports in CLASS-Web torun inorderto check that a classroom is

available: 0 Room Schedul e Reportdé and oOAvad | abtlleerRoom Que
possibilities to check are O0Event laBmoens RepdRegdor t 6 and

A. Room Schedule Report
1. Loginto Clas8VebA Cl i ck on fAFaculty & Staff Menuodo Tab

2 . f,'; Faculty and Advisors - Windows Internet Explorer _ |f
@’-‘ - Ié‘ https: /fbw4.clpecd. co.ca,usplsfods_PROD/twbkwbis P_GenMenu?name=bmenu.P_FacMainknu j % 4| X (Google ’
Google[G- |l B - | €% mockmarksr Bhezbhacked | P check v Auislinh + - AuioR s Sendtar () Settin
v e & Faculty and Advisors | | - B - m ~ i Page - '_{‘} Tools

ClEass scnedde

Course Catalog

Additional Faculty Web Menu Options are below

Room Schedule Report << ———"] Room Schedule Report Choose this option if

Closed Classes you know the particular room that you want to
Open Classes Report use.
Course Start Date Report

Transferable Classes

»

»

>

>

>

L & Class Roster for Administrators
b SWOXEN Info

b SWOXEN (What-IF)

, Report of SWOXEN

b Avallable Room Query Report

, Event Query Report

- 8 Short-Term Classes Deadline Date Report
"5, Scheduled Classrooms Report

- & Change PIN

3 Disable Student Services Menu

RELEASE: 7.3.2

powe

red by
SUNGARD' HIGHER EDUCATION

3. Enter theBuilding Number and Room Numbe3elect the Term Hit Submit

/= Room Schedule Query - Windows Internet Explorer

e =
@\— y - |§‘ https://bwd dpced.co.ca, usfpls/OWes_PRODbaskfcty, P_roommenu V‘ % | 4| % | | Ll
Google (G~ v|Go o5 Bf «  €F Dockmarks~ Bh212blocked P Check v - |s# Send tow () Settings =

= — E »
o I@Room Schedule Query I l [ IR ey - |k Page + 0F Tools -

CLASS-Web

E— Chabot-Las Positas Community College District

Personal Information Employee Information T VA = Gl =21} Financial Information

Module Mavigation Links
search [ | RETURN TO MENU  SITE MAP  HELP  EXIT

Room Schedule Report

Enter Bldg (ie: L700, C300) ﬁ

Enter Room: %
Select term: Spring 2011 v]]:
Choose the correct term

Use fALO f o(Ex Il1808i SEi Bldg) t

Enter the room you want to loalt (ex. 1826)

RELEASE: 5.4.CLP.1

powe

red
SUNGARD' HIGHER EDUCATION
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4. Example

= Room Schedule Query - Windows Internet Explorer,

@@ - \g, https:ibwd dpced. co.ca us/plsiOwa_PRODbzskfcky, P_roommenu "l aj 4| X

Google |G- v Goo ) By ~ 9 Bookmarks~ Bhzizbiocked P Check + - s Send ta- () settings
— = R »

W ke [@Room Stheduls Query l l 5 - B - = - |rPage + £ Took -

”‘/ CLASS-Web

§ £ Chabot-Las Positas Community College District

Personal Information Employee Information sV A ¥ Gl 'k Financial Information

Search | |[&g) RETURNTOMENU  SITEMAP HELP  EXIT

Room Schedule Report

Enter Bldg (ie: L700, C300)
Enter Room:
Select term:

. owered by
RELEASE: 5.4.CLP.1 ;uIIWHIGHER EDUCATION

5. ExampleReport

(= Room Schedule Report - Windows Internet Explorer

@'C}' - ‘E, https://bw4.clpcod, oo, ca, usfplsfOwa_PRODIbzskfcty P_Room V| QJ (X% | P~
Google [Gl+ v Go o5 By - €7 pookmarksy Bhzizblocked P check - | s Send tow () settings—
e ol [@Ruum Schedule Report lil - B e - |-k Page - () Tools - =

~

Room Schedule Report

Term: Spring 2009
Building: 11800

Room: 1826
Monday Tuesday Wednesday Thursday Friday Saturday Sunday
8AM BIOL 10-VO01 BIOL 10-v01 =
CRN-20251 CRN-30251
20-JAN-09:29-MAY-09 20-JAN-09:29-MAY-09
M 08:00am-09:15am W 08:00am-09:15am
9AM
ASL 1A-VO01 GEOL 12-V02 ASL 1A-VO01 GEOL 12-v02
CRN-31212 CRMN-32792 CRN-31212 CRN-32792
10AM 20-JAMN-09:29-MAY-09 |20-1AN-09:29-MAY-09 | 20-JAN-09:29-MAY-09 |20-JAN-09: 29 Remember to always |ook to the m
M 09:30am-10:45am |T 09:30am-10:45am W 09:30am-10:45am  Th 09:30am-
of the room schedule for treeheduled
Events. These will not show in the
11AM GEOG 5-V01 GEOL 1-V02 GEOG 5-v01 GEOL 1-v02 dally SChedUIe VIeW’ Where the Classes
CRN-31219 CRMN-31526 CRN-31219 CRN-321526 ShOW.
20-JAN-09:29-MAY-09 |20-JAN-09:29-MAY-09 | 20-JAN-09:29-MAY-09 20-]AN-09:29)

M 11:00am-12:15pm |T 11:00am-12:15pm W 11:00am-12:15pm  Th 11:00am-1Z:15pm

12PM o -
m —
Done % :5 Trusted sites 100% <
f.‘-‘ start f L jU> Intern.. = +% 3 Movel.., = 'ﬂii Roam Sch... _ﬂ 6‘
3 @
W e}
3
o -
5 S
o <
<
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B. Available Room Query Report

1. Loginto Clas8VebA Cl i ck on AFaculty & Staff Menuo
2.
@A - Ié https:fibwea clpocd.co.ca,usfpls/Owa_PROD bwbkwbis, P_GenMenu?name=bmenu.P_Fackainknu j % *2|| % | |Google
GDLnge|C,v jGo 4»@";") Eﬁ' - ‘ i:; Bookmarks+ 5162 blocked ‘ "% check - % Autalink - '_ | Autofl | e Send tow O
w o & Faculty and Advisors | | - [ - o= - b Page v 'Z:f..{..“
] CTiEauTE
Course Catalog
Additional Faculty Web Menu Options are below
5, Room Schedule Report
i b Closed Classes
), Open Classes Report
¥ b Course Start Date Report
b Transferable Classes
7, Class Roster for Administrators
i b SWOXEN Info
b SWOXEN (What-IF)
y b Report of SWOXEN
4, Available Room Query Report €———— | Choose this option if you want to enter a
%, Event Query Report particular date or date range and time. This
), Short-Term Classes Deadline Date Report will give you all rooms available at theterms
b & Scheduled Classrooms Report you entered.
. & Change PIN
R 8 Disable Student Services Menu
. owsred by
RELEASE: 7.3.2 SUNGARD' HIGHER EDUCATIO!

CLASS-Web

Chabot-Las Positas Community College District

o7

Personal Information Employee Information et @R CH# =R Financial Information

Be sure to enter all fields, except Optional.
Each field has an example below, of how to

enter information in that particular field.

Search I ﬂ

Available Room Query Report

RETURN TO MENU

SITE MAP - HELP  EXIT

Select Location:

Enter Start Date (ie: 01-JAN-2009):

Enter End Date (ie: 31-MAY-2009):

Enter Begin Time (eg 1300 for 1:00 pm):

Enter End Time (eg 1800 for 6:00 pm):

Enter Building Code Optional (ie. L700, C300):
Enter Room Code Optional (ie 710):

Chabot College - /

01-mar-2010 1
01-mar-2010

1500

700 ¥—__ |

—
—

Choosel as Posita College

Tab

Date format:
datemonthyear

Military Time: See
Chart next page

Sun Mon Tue Wed Thu Fri Sat
[ 1 ) IO e R A I B R—

Submit Query

Days:

Remember to click on the days of the week
that you are interested in, in addition to
entering the date range aove.

LPC Meeting Room$ How to Reserve Ver. E 8-3/11
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4. Example

/2 Available Room Query Report - Windows Internet Explorer == x] M Illta TI me:
@T\ hd |g, https:{bwd.clpced. co.ca.usipls/OWaA_PROD/bzskavrm.P_ParmsRaomavai jlﬁ‘ 2 (| % Google gl 0100-1 AM
& - 02002 AM
03003 AM
Google[C+ el B v | €Y sookmarksw [Sh6zblocked | % check v 8 il v - Aol [ Sendtow (@) settingsw 04004 AM
i\.? ke (& Available Room Query Report: | | - B - m - |2rPage - () Tooks ~ > 0500'5 AM
=1 06006 AM
— Chabot-Las Positas Community College Disfrict
J’—L£ 08008 AM
Personal Information Employee Information 09069 AM
Search RETURN TO MENU  SITE MAP  HELP  EXIT ig_’ggig ﬁm
Available Room Query Report 120012 AM
13001 PM
14002 PM
Select Location: ILas Positas College 'l 15003 PM
Enter Start Date [20-7an- Enter End Date fa-may- 16004 PM
(ie: 01-JAN-1999): 20-Jan-2005 (ie: 31-MAY-1999): S-may-200° 170065 PM
Enter Begin Time |1100 Enter End Time 1215
(eg 1300 for 1:00 pm): (eg 1800 for 6:00 pm): 18006 PM
Enter Building Code Opticnal | Enter Room Code Optional 19007 PM
(ie. L700, C300): (ie 710): 20008 PM
Days: Sun Mon Tue Wed Thu Fri Sat 21009 PM
[ A 220010 PM
23001 PN
~ | 240012 PM
nrlrAaer. m oA fanoa neawsrsd by -l
5. ExampleReport
/2 Available Room Report - Windows Internet Explorer =l
@’—__\ - IE https: fibwd .clpocd. o, ca.us/plsfOWwa_PRODYbzskavrm. P_YIdtRoomasy ail jl&l 2| x Google R~
Google |G- e d @ B - | ¥ ockmarksy @62 blocked | U Check + § Autaiink + o AutoRl (ap Sendtow () settingsw
W (& Available Room Report | | 3 - B - o= - srPage = (CF Took - »

/ CLASS-Web r
E.— Chabot-Las Positas Community College District

Personal Information Employee Information FLVE- St lRLl= ]

Search I—ﬂl RETURN TO MEMU  SITE MAP  HELP  EXIT
Available Room Report Notes
1. Meeting Roomsare not scheduled
via Banner . See
[Location Selected: [Las Positas College Wi s e LPC Meetin g
[Start Date: [20-jan-2009 S. Gach, x. 1001.
[End Date: [29-may-2009
IE:E"?;I':‘:E’ E;’g 2. General Classooms Schedule
'Days Needed: TR using theFacilities Request Forms
process [LPC home page, bottom
| Building | Room right, AFacilitie
[L1000 TUTORIAL CENTER [1000 TUTORIAL CENTER
[L1200 FITNESS CENTER [1200 Fitness Center (Facilities requests must be turned in
[L1600 STAFF LOUNGE/CLASSROOMS  [1602 CONFERENCE ROOM for all general classroom requests)

[L1600 STAFF LOUNGE/CLASSROOMS [1603 CONFERENCE ROOM

LPC Meeting Room$ How to Reserve Ver. E 8-3/11 Pagellof 19



C. To Reserve the Room : Facilities Request Forms

1. Go to the LPC Home page, bottom,
2. Click: Facilities Rental

http://www.laspositascollege.edu/facilities/index.php

3. Read the facilies information sheets and open the 2 Facilities Rental forms
and complete them (can be completed online and saved to your computer
drive).

4. Have appropriate persons sign, and submftdministrative Services
Office, Executive Assistant to the Vice Presitle

5. You will receive a confirmation via email when approved.

N. Huber, 12/08,Rev. S. Gach, 3/10
#H##

Also: See information from Administrative Services, Exec. Asst.

LPC Meeting Room$ How to Reserve Ver. E 8-3/11 Pagel2of 19
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V. GroupWise Calendar Tips

A. To Book Appointments Before 8 am and After om: (Tools/ Options/ Date Time Options)
You need to allow your calendar to create appointments for any hour of any day, by pressing
nSet Al ways—Availlableo.

2
Calendar | Busy Searchl Farmat I
Month Display Option————————————— [~ Line, Color Optians
S M T wW T F 5 Background Color  Lines
Firstof week: & All-Dap-Events v vI
Highlightday: W [~ [ [ [T [T W Appointments v M|
¥ Show week number Feminder Notes [V - &
Tasks Iv 'I v
Default to: _GWED | GBS
- Appaintrment Options —&larm Options
¥ Include myself on new appointments Set Alam when  Default alarm time:
Dizplay appaintment length Accepted hours: minutes:
= Duration .
IV Appaintments ID = | |1 0 =l
" End date and time hours: minutes: e & &
Default appaintment length: IU 5‘ IBD 5‘ ¥ AIDayEvents ID _Ij IED _Ij

/

Work Schedule [Pacific Daylight Time] S M T w T F S

Start .t\ma: Fo00 Ak ks m m e E J

Eaching '}:UD P Set Alwaps Available |
/

Cancel |

[If the settings stay at 8 amb pm it will not allow you to book anything before oreafthose hours.
Then if you try to set a meeting from 3 pn7 pm, for example, Groupwise will give you a 4 hour
meeting, but will back itupto END at5pmy our setting oO0tell sé Groupwi

pm.]

| .
B. To see future days, uséhe bar or arrow to advance the dates/times.

[@ Choose Appoirtment Time o ] 5]

Available Times  Indjvidual S chedules | 5

Individual 5 chedule Grid:

Irweite To Mestingy. | Wwiednesday March 24, 2010 | Thursday H
X glafmn[nz2[1]2][3[4]8]a]mo[1]
Jenna Heath —
Jennifer Adams ] I (| o
(i) LPC-MeetingRim1E03 [ —

(1) Sharon Gach (| i

R .l

To view information, move the time cursor, or click the ]
mouze on a shaded rectangle above.
Desired Time
Start Date:  3/24/2010 Duratior; 1 Hour I
Start Time:  10:00 AM Status: Available o
Eout 0f Dtfice [ Busy [ Tentative Ok I Cancel Auto-Select |
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C. To Delete a scheduled appointment:

e Click on appt.
e Press delete button on keyboard

e You will see this message, check t

And write a commeinin the hox as to why meeting cancelled, etc.

Delete Item 2lx
' Itern type:  Reminder Mote
. Subject: test o

“r'ou oniginated this scheduled itemn that will be delsted.

V¥ Delete thiz item from all ather recipisnt's mailboxes.

Fietract Comment /

=
DKICanceIl
e Meeting wil!/l be del eted from

D. To send appt. to othersAFTER it has been created:
1. Open Appt, PresBelegate:

B, Appointment From: Sharon Gach

File Edit View Actions Tools Accounts Window Help

A, »
le‘lfnccept - Decline v 3L Close (:;,' Reply = | (=0 4E] E, E‘ | ) IEDelegat

Appoinkrnent IProperties | Personalize |

Frome: Sharan Gach SJ27iz2010
To: Sharon Gach

When: Thursday, May 27, 2010 at §:00 4M {1 Hour) RECUrS o

Subject: Frepare Board Log for Dr. Pollard for next week

he

Can write a
note as to why
cancelled.

ot her

=10l x|

00 AM

2. You see this screen. Fill it in for the othgosl wish to invite.
Press Send.

2, Appointment To:

File Edit Wiew Actions Tools Accglnts ‘Window Help

J 4 send 2L Cancel nddss ,gﬁ ﬁ Busy Search | ﬂlm' | “ _;"_'I [I—1 | .f‘A

Appoinkment | Send Optians |

=

g [=Tp

23

Fram: - I |Shar0n Gay/ oC I

Tas fl B |

Place: |-Delegated

Start date:  [5/27j2010 5:00 Am
Duration: |1 Hour M
Subject: [Prepare Board Log for Dr. Pollard for next week:-Delszated

[verdana Ae=lB 7 u|@p-|EEEEsss|—a@”

>>> Sharon Gach 4/6/2010 12:53 PM >>>
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E. To get your name automatically added t@very Appointment you create:

In Tools>Options>Date&Time, Checki | ncl ude mysel f

Date Time Options il

Calendar ’Busy Seich | Format |
— Month Display O ption ~Line, Color Options —————————
S M T W T F § Background Color  Lines
Fistofweek: | & ¢ ¢ ¢ All-Day-Events o vI
Highlightday: | ™ [ I [T T T I Appointments u ~|
™ Show week| number ReminderNotes [V m~| M
Tasks v -~
Defauto: _GWEO| _GwSS |
~&ppointment Opgpns ~ Alarm Options
IV Include myself on new appointments SetAlarm When  Default alarm time:
Display appointment length Accepted hours: minutes:
& Duration :
V' Appaintment ]0 = |8 I |
" End date and time hours:  minutes: L =l =l
Default appointment length: |1 _|::l IU _% I~ AlDay-Events |13 _l:l II] _J:

‘Work Schedule (Pacific Daylight Time)

[z:00M
[Go0PM

S M T W T F §
Wokdays: [ W VM W vV ¥ [T

Set Always Available |

Start time:
End time:

20 x]

on

[ o ]

Cancel

E. To get notification via email or flash message whepeople Accept/Decline meetings:

Check the options you wish: Tools, Options, Send, Appointment.

I T I_l?lill I I

Send Options

B
Send Dptiu:ml Mail  Appaintment ITa&k I HemindeanteI Seu:urityl

Erwi
¥ | Create a sent item o track information
E " Delivered
Se " Delivered and opened

" Al information

I™ | futa-delete sent item

2 x|y

new appoint

Click each
choose your options.

AN

bo

FEttrm Aotification

Am:cepted

= | I ail Beceipt = |
When declined

I il Beceipt = |/

—l=tarmat poail

‘When opened

Mone

™| Enable delivery confimation [if supported]

™ Send notificatiors to my mailbo:

Canhcel

> |
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F. Set notify so you reeive answers from Meeting Roomg&nd other Invitees)

Tools> Options> Send> Appointment.
Check what you needrom this area

foptions 2L

Send Options 21x|
4 Send Dptionsl Mail  Appointrient | Task I HeminderNoteI Sec:urit_l,ll
¥ | Create & sent iterm to brack infarmation
3 " Delivered

" Delivered and opened

& All information

™| Suto-delete sent item

L P T .
~ Retun roification / =i
Wwhen opened When accepted Ch0|ces . Send Options | Mail  Appointment | Task | Reminder Mote | Security |
MNone ¥ I Mail Receipt ¥ | % Create a sent itern ta track informstion ————————
X " Delivered
‘when declined © Deliverad and opened
Mail Beceipt - T~~~ & alliniomation
=
Wm
r~ Intermet mail T — Return notification
. R - when opened Mone
™| Enable delivers confimmation [if supparted) — - | [ et
™ Send notifications to my mailboy N Sz el :2:.2 =
] tail Receipt =
-  Internet mail
oK I Cancel | I Enable delivery confirmation [if supported)
B I Sendinotifications tomuy rmailboe

oK 1 Cancel |

[You may wish to only receive Wh ®e c | i n e d ¢

if you dondét want a | ot of additional mai |

G. How to open several GroupWise&Calendars (or In Boxes)at once:
1. Make sure¢he other personhas given you Proxy to their CalendarBax:
Tools, Options, Security, Proxy AccesEhey add User here:

& |

©@ % O

Environment Send

] 21X
Password | Notify ~ Proxy Access | Send Dptions |

= 0

5 bl

Name: SE
Security Certificates  Date & Time e n
I ] |
Remove User
Close Access list:
Name | Address |

<&ll User Access>
DeRionne Pollard DPollard. LPCSpo.LP...
Jennifer Adams  JRAdams.LPC5po.L...

r=Aceess rights for DeRionne Pallard

Mail/phone: ¥ Fead [~ wite
Appointments: ¥ Fead [T witte
Reminder notes: I~ Fead [T wite
Tasks: I~ Read I wiite

™ Subscribe to my alarms

I~ Subseribe to my notifications
I™ | Modify options/rules/folders
¥ | Fead items marked private

0K I Cancel ]
(continued next page)

ks ‘Window Help
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2. Next,add their name t¥our Online Proxyist:
a. Pres©nline

& Novell GroupWise - Mailbox
File Edit “iew Actions Tools Accounts ‘Window F

Home BREls@ Calendar  Sent Iterms
J N “ddress Book = 45:) ||~HJ Mew Mail Q

%Onlinev = I = Mailbox
v @Sharon Gach

Sharon G
............ — @ @ArchiVe
............ 3 o @Bk

....... - Cab @ Prowy...

& Novell GroupWise - Mailbox
File Edit View Actions Tools Accounts ‘Window F

Calendar  Sent Items

' Address Book s 0 | £ New Mail ~

v 5 Reply » G Forward

£3 I = Mailbos

@ archive
@Backup

21 x|

Cancel

d

Prosy list:
User Name | address ﬂ ELCE I
Sharon Gach sgach LPCSpo.LPCSdoma
Bob Kratochvil BKratochvil LPCSpo.LPCSC
DeRionne Pollard DPollard LPCSpo LPCSdor
GLIJy Lease GLease.LPCSpD.LP(iSdDm hd
L »

d. The new Groupwise account will open.
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e. To change to any of your Proxies or back to your Account, press Online

then, desired account:

& Novell GroupWise - Calendar

|8 -
\%Onlinev XI A calendar

v @Sharun Gach

"""" @ archive

....... Qbackup

..... 8 Prowy...

8 Bob Kratochyil

8 LPC-MeetingRm1008

_____ a LPC-MeetingRm1300DLounge
....... 8 LPC-MestingRmi1601L cunge
----- < B LPC-MeetingRmi1602

------- 8 LPC-MeetingRmi603

"""" a LPC-MeetingR m2401ReadingRm
"""" 8 LPC-MeetingRrmz4 114

8 LPC-MestingRm24110U

3. Next,to open as many calendars as you wishin your GroupWise, click:

Window, New Main Window.

2 Create a new Main Window |7 x|
File Edit ‘Wew Actions Tools Accounts | Wwindow Help

S e Minimize Groupwisd B S
Home  Ma Calel 1=
Close Others % —
e =
J \ﬁ Pt 72 Tew Main Windaw I | T T
| = - [ v 1 Movel Grouptiise - Calendar I
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4. Then, from that open window, look on the left side @itk Online. You will see all the
Proxy calendars you have access t&lick the one you wa

(If the calendar you want is not there, #3& person to give you proxy, as in Step 1 above.)

5. To change to a new Calendarjust pres$’roxy, andchoose the new calendar
(When you are in one of your Proxy calendas e wor d fAOnl i ned. fhan

6. Leave as manwindows open & long as you need themhrink them to the bottom of your
screen They update in real time if other people book meetings.

HH#t#

NOTE: We would like to continue improving and adding to this reference. Please send any new
items or suggestions to Sharddach, X. 1001.
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