How to Book a PC Suite Using Outlook 2011
OWA is required to set up an initial view of a resource calendar in Outlook 2011.
Do this if you want to see what slots are free using your Outlook client.

Alternatively review the public page of the Suite to see what times are free.

Log onto https://mail.nuigalway.ie

Go to your Calendar in OWA
Click on:
o Share
e Add Calendar
Choose your calendar name and view it.
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Outlook 2011
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STEP1 - Attach to calendar.

Log out of OWA


https://mail.nuigalway.ie/
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STEP2 - Review the PC Suite Calendar

Open Outlook 2011 and double click on a time slot you wish to book for the PC

Suite.

Double click on YOUR OWN Calendar for the time you wish to book.
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Mo of Students: 100
Module Code:
i

STEP3 - Download and Fill in the Mac Template
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http://www.nuigalway.ie/information-solutions-services/servicesforstaff/pcsuites/semesterlongbooking/bookapcsuite/
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Download the template and fill in the details. Copy/Paste into the body of the
booking

CTR-Computer Sysems - Appointment

Appoimiment

Lostatian:

Starts: 2670872014 (T 109 S A day @vent
Ends: |25/08/2014 |77 10030 Duration: 30 Minges 5
| Type of Boaking: Class
Course Code: CT000
Tuttar: Jo Blopgs
Deparbment 155
Contact Ma: 4567
Tuttar Email Address: jon.bopgs@nugatvay.iv
Aderin Name: AN Adrin
Adrmin Email: anadmini@nuigabs ay.ic
Admin Contact Number: B400
Mo of Students: 100
Module Code:

STEP4 - Add details of booking

Put in the appropriate details of the booking (Course Code-Subject/CT000-
Computer Systems)

NOTE: The booking is made with the name of the person who booked it.
If the booking is being made on behalf of someone else, be sure to indicate the
tutor/lecturers details in the body of the text so students can identify the

correct booking.

Click on Invite
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PC Suite Booking - Aras na Gaeilge

STEPS - In the To Field, click on the address book to the right of the screen.
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STEPG6 - All Rooms

Search All Rooms/Meeting Rooms
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STEP7 - Type in General Access which will populate with all of the PC Suites.

Choose the Suite you wish to book by clicking on it and choose to Add to
Meeting
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STEP8 - Scheduling Assistant

Review the details to ensure they are correct. The Scheduling Assistant will
show your own schedule and that of the resource. Busy slots will be in Blue.
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STEP10 - If you wish to make a booking for more than 1 occasion
i.e. A Semester Long booking

Click on Recurrence and then Custom
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r |

Daily |
| Maonthly
| Yearly I

STEP11 - Choose the period with which the recurrence should occur.

Every: |1 | week(s)

~ el [

Start date: 25/08/2014 _@l ow

End date:  After 1?2 | occurrences many

times

For the next 12 weeks
Start time: '13:[1{]

End time: 13:30 . Duration: |3D Minutes |'|

If_Eam:eI :] I: oK :]

STEP12 - Choose the Recurrence settings that are appropriate to your needs.

In the example above, 12 occurrences mean that the booking will happen once
a week for 12 weeks.

Click OK.
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STEP13 - Categorize

The booking will appear in your calendar.

You may wish to categorize the booking so as to distinguish between your own

bookings and that of the resource.
See the FAQs for more information.
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STEP14 - Public view of Booking
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") Joe-Bloggs-CTDI0-Computer Systems - Google Chrome [E=EEE=

& httpsy/mail.nuigalway.ie/owa/calendar/suite-education@uds.nuigalway.ie/Calendar/calendar.htn

Joe-Bloggs-CTO00-Computer Systems

When: 01 September 2014 L0:00-12:00,
Location

Type of Booking: Class/Tutorial

Course Code:  Computer Systems

Tutor: Jae Bloggs

Departrment:  [55

Contact Mo; 1234

Tutor Email Address:  joebloggs@nuigalway.re
Adrmin Mame:  An Admin

Admin Email:  aadmin@nuigabyay.ie

sdmin Contact Mumber: 5675 will see
Mo of Students: 30

module Code:  nfa when they

look at the
entry.

STEP15- Double click on the booking and you will see your details.
List of PC Suites

Click on the links below to get to your PC Suite

Suite

Aras na Gaeilge - 1st Floor - Room 206

Arts Faculty - 1st Floor - 229/229A

Arts Millennium - 1st Floor - 201

Arts & Sciences - 1st Floor - Room 229/229A

Block E - Ground Floor - E102 (Formerly Civil Eng)

Cairnes - 1st Floor- 112

Clinical Science - 1st Floor

Education Lower - Ground Floor - D101

Engineering Lab 2016 - 2nd Floor

Engineering Lab 2017 - 2nd Floor

Engineering Lab G0046 - Ground Floor

Env. Science - Arts & Science - 209

Finnegan - Aras Ui Chathail - 101

Friary - St Anthony's - Ground - 105

IT Lab - IT Ground Floor - 106

Menlo - St Anthony's - Ground 102

MIME - Clinical Science Terrapin - Ground

Software Eng - Arts & Sci - 1st F- 228A
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https://mail.nuigalway.ie/owa/calendar/suite-arasnagaeilge@uds.nuigalway.ie/Calendar/calendar.html
https://mail.nuigalway.ie/owa/calendar/suite-artsfaculty@uds.nuigalway.ie/Calendar/calendar.html
https://mail.nuigalway.ie/owa/calendar/suite-artsmillennium@uds.nuigalway.ie/Calendar/calendar.html
https://mail.nuigalway.ie/owa/calendar/suite-arts-science@uds.nuigalway.ie/Calendar/calendar.html
https://mail.nuigalway.ie/owa/calendar/suite-blocke@uds.nuigalway.ie/Calendar/calendar.html
https://mail.nuigalway.ie/owa/calendar/suite-cairnes@uds.nuigalway.ie/Calendar/calendar.html
https://mail.nuigalway.ie/owa/calendar/suite-clinicalscienc@uds.nuigalway.ie/Calendar/calendar.html
https://mail.nuigalway.ie/owa/calendar/suite-education@uds.nuigalway.ie/Calendar/calendar.html
https://mail.nuigalway.ie/owa/calendar/suite-eng2016@uds.nuigalway.ie/Calendar/calendar.html
https://mail.nuigalway.ie/owa/calendar/suite-eng2017@uds.nuigalway.ie/Calendar/calendar.html
https://mail.nuigalway.ie/owa/calendar/suite-engg0046@uds.nuigalway.ie/Calendar/calendar.html
https://mail.nuigalway.ie/owa/calendar/suite-envscience@uds.nuigalway.ie/Calendar/calendar.html
https://mail.nuigalway.ie/owa/calendar/suite-finnegan@uds.nuigalway.ie/Calendar/calendar.html
https://mail.nuigalway.ie/owa/calendar/suite-friary@uds.nuigalway.ie/Calendar/calendar.html
https://mail.nuigalway.ie/owa/calendar/suite-it106@uds.nuigalway.ie/Calendar/calendar.html
https://mail.nuigalway.ie/owa/calendar/suite-menlo@uds.nuigalway.ie/Calendar/calendar.html
https://mail.nuigalway.ie/owa/calendar/suite-mime@uds.nuigalway.ie/Calendar/calendar.html
https://mail.nuigalway.ie/owa/calendar/suite-softeng@uds.nuigalway.ie/Calendar/calendar.html
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