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Reserving SSA Rooms and Walls
Using Webmail and Microsoft Outlook

11/15/19

Please Be Advised:

This documentation is meant to serve as a guide for room and wall reservations for
SSA faculty and staff. In an effort to make room and wall reservations more
accessible, reservation requests have been integrated with City College’s email
system. It is recommended that you reserve rooms or walls through Webmail or
Outlook going forward. If you are unable to reserve through Webmail or Outlook, you
may stop by the main office, SSA112, and reserve directly with Nicole or Carolina.
Reservations are approved Monday-Friday during business hours. Please note that
reservations for SSA 101C and 101B are handled by the SSA Library. If you follow
this guide and still need further technical assistance, you may submit a ticket with
OIT’s Service Desk (ext. 7878 or servicedesk@ccny.cuny.edu) for help on how to do
reservations. Once the ticket has been processed to ArchlT’s queue, a technician
will follow up with you. Please note ArchlT does not do room or wall reservations.
Reservation spaces are located on pages 33-37. Thank you for your understanding
and cooperation.

-ArchlT


mailto:servicedesk@ccny.cuny.edu
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Reservations Using Webmail

1. Type https://webmail.ccny.cuny.edu/ into the address bar in a web browser
(Google Chrome, Firefox, Safari, etc.) and login to Webmail using your CCNY
email credentials.
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2. After logging into Webmail, on the top right corner, click Calendar.

(° Mail Calendar People Tasks [ERGHEEIRNGIEEEINE- T


https://webmail.ccny.cuny.edu/

3. Clicking on Calendar will show all the days within the current month with any
current and upcoming events and meetings. It will also show the times in which
these events or meetings will take place.

5 Outiook Web App

@ New event September 2019
<Jan Feb Mar Apr May Jun Jul Aug Sep Oct Nov Dec» Gotolodsy
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4. Select the date of interest for your meeting or reservation. Once navigating to
the specific date, double click on that day.
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5. Click on the Scheduling Assistant as shown in the figure below.

@5 Outlook Web App

H SAVE X DISCARD ::j SCHEDULING ASSISTANT | # APPS

Event:

Location:

Attendees:
Start: Duration:

Tue 10/29/2019 - | All day -

Figure 3a

6. Click on Add Room on the bottom left of the window, and a list of available
rooms will show up.

AVAILABLE
SSA101B (Free)
S5A101C (Free)
SSA104 (Free)
SSA107 (Free)
554111 (Free)
SSA128 (Free)
SS5AZMT1A (Free)
S5A2ZM11E (Free)
55A2M23 (Free)

S5A3M11A (Free)

Any available room in Architecturel

Choose new room list

Add room 10p

Figure 3b



7. After clicking one of the available rooms/walls, the schedule for that room/wall
will show up in the same window. This serves as a purpose to see what time
slots are available.

Construction Tech 2

Figure 3c
As seen in the above figure, all other time slots are available except 2pm and 3:30pm.



8. Adjust the duration of the event to take place, in order to secure the desired
time slot.

Figure 3d
a. To check if the desired time slot is available and there are no conflicts, look at the

bottom left of the window. If the window says Busy, the time of the scheduled event
must be adjusted.

Change room

SSA111 «

Figure 3e



9. Once the time selected is shown to not be conflicting with any other events,
click OK on the top left of the window.

i Tt Tuesday, October 29, 2019
Untitled meeting 4 5un27  Mon28 Tue29 Wed30 Thu3i
When: Kendall Molas
Tue 10/29/2019 -
Until: =
i od
Tue 10/29/2019 -
Duration: =
Ja
I-\Ilda:l.r -
Attendees: 10a
Figure 3f

10. The room/wall and the time selected from the previous will fill the Location,
Duration, and Start/End Time fields.

11. Click Send to submit your request for the room/wall reservation. This does
not automatically confirm you reservation. The request will be reviewed by the
reservation administrators in SSA112. You will receive an email to confirm if
your request has been accepted or denied. Examples of these responses are
shown below:

Your request was received and is pending approval.

Sent by Miocrosoft Exchange Server 2013

Response with Pending Approval




Carolina Johnson-Colon on behalf of SSA128
Tue 11,/5/2019 11:33 &AM

When: Wed 11/6/2019 1:30 PM-2:30 PM
Where: 554728

+/ Carolina Johnson-Colon has accepted this meeting

Response with Accepted Approval

Your request was declined because there are conflicts.

The conflicts are:

Organizer and Time of Conflicting Meeting

S5A107 - Thursday, October 31, 2019 12:00:00 PM to Thursday, October 31, 2019 2:00:00 PM

All times listed are in the following time zone: (UTC-05:00) Eastern Time (US & Canada)

Response with Denied Request




Reservations Using Microsoft Outlook for Windows

1. Navigate and open the Microsoft Outlook application installed on your PC.
2. Select the Calendar icon as shown in the picture below:

4 Favorites
o W
Sent ltems

Deleted lter: WP

4 kmolas@ceny.cuny.edu
|nbox >
Dirafts
Sent tems
Deleted ters: S
Junk Email
Muhammad
Outbox
RSS Feeds

Search Folders

Online Archive - kmolas@cc...
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3. Selecting the Calendar icon will show all the days within the current month with
any current and upcoming events and meetings. It will also show the times in
which these events or meetings will take place.

Q Tell me what you want to do

catch Pecple
5 Address Book

Todsy Net7 Day Work Week [Month Schedule
Days Week View

peMestng  Gele G Amn 58 Fing

4 Today Tomatrow Friday
4 + September 2019 Washington, DIC. = TCTIRIE gl AL Searth Calenda b
SUNDAY MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY SATURDAY
Sep 1 2 3 4 5 6 5
9 0 1 12 13 4
4 My Calendars
Calenda 15 16 17 18 19 20
Other Calendars

22 23 4 25 % 2 28
29 30 Oct 1 2

= o= o B e

tems 1 £ Reminders: 3 Allfolders are uplodate.  Conneced fo: Microsoft Exchange L lL1 o =

4. Navigate and select the date of interest for the event/meeting. After selecting
the date, click on New Meeting.

Send / Receive Folder View Help Acrobat Q Tell me what you want to do

@ EEoEREE D Do R &

New Skype  Today Ned7  Day Work Week Month Schedule Open Calendar E-mail  Share Publish Calendar

Meeting Days Week View Calendar~ Groups~ Calendar Calendar Online ~ Permissions
Skype Meeting GoTo [} Arrange » Manage Calendars Share
<

4 September2019 .

4 » September 2019 Washington, D.C.
SU MO TU WE TH FR SA
25 26 27 28 29 30 7 SUNDAY MONDAY TUESDAY
1 2 3 4 5 & -

Sep 1 2 ,-

g8 910 11 12 13 14
15 16 1?“19 20 21
22 23 24 25 26 27 28
29 30

October 2019
SU MO TU WE TH FR SA

1 2 3 4 5
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5. In the new window, check if Room Finder is selected as shown below.

=(T) [ sl 8% : 9
= o | S &s o |1L| g i % (]
x 2 Calendar D = C\E Eﬂ £y i 3’@ & 22 show As: M Busy O =
Delete 3 Forward ~ Appointment Scheduling Skype Meeting Cancel Address Check Response Reminder |15 minutes - |Recurrence Time
Assistant Meeting MNotes Invitation Book MNames Options - Zones|

Actions Show

Skype Meeting Meeting Notes Attendees Options

@
&

Room
Finder

M

[ Private ’
i ! High Importance b 5
Categarize Office
= ¥ Low Importance  pd4-ins

Tags Add-ins

Figure 4a

If the Room Finder is not selected, click on the icon as shown in the figure.

6. A new sidebar will appear on the right side which will look like this.

Room Finder T
4  October2013  »
5u Mo Tu We Th Fr 3a
T 2 3 4 5
6& 7 & 9 10 11 12
13 14 15 16 17 18 19
20 21 22 23 24 25 26
27 28 29 30
| Good [ Fair Poor
Show a room list:
| None ~

Choose an available room:
None

Suggested times:

2:00 PM - 2:30 PM
| Mo conflicts

| 2:30 PM - 3:00 PM
Mo conflicts

3:00 PM - 3:30 PM
No conflicts

3:30 PM - 4:00 PM
No conflicts

| 4:00 PM - 4:30 PM
No conflicts

| 4:30 PM - 5:00 PM
No conflicts

Figure 4b
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7. Choose a specific date of interest by navigating the calendar and clicking on
the specific day.

4  October 2019 b

S5u Mo Tu We Th Fr 5a

i 2 3 4 8
6 7 8 9 1011 12
13 14 15 16 17 13 19
20 21 22 23 24 25 26
27 28 29 30 (31|

Figure 4c

8. In order to show all available rooms/walls in the Spitzer School of Architecture,
under Show a room list:, click Architecture1.

None (V)

None A
Recent Rooms
Administration
Architecture1

Compton Goethals
Harris Hall

Marshak

MNorth Academic Center
Shepard Hall

Fh oo o s 1 Ll

Figure 4d
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9. This will show the rooms/walls and times available on the specified day.

Mone ~
S5A101B

SSA104

SSA107

S5A111

S5A128

SSAZM11A

SSAZMI1E

S5A2M23

SSA3MITA b

Suggested times:

2:00 PM - 2:30 PM
27 available rooms

2:30 PM - 3:00 PM
27 available rooms

3:00 PM - 3:30 PM
| 27 available rooms

3:30 PM - 4:00 PM
| 27 available rooms

4:00 PM - 4:30 PM
27 available rooms

| 4:30 PM - 5:00 PM
27 available rooms

Figure 4e

10. Adjust the Start Time and End Time to your liking.

Start time Thu 10/31/2019 El 3:30 PM | [ Al day event

Endtime | Thu 10/31/2019 [ |s00eM |

Figure 4f



11.

and End Time specified.

12.

will update the To and Location fields.

13.
14.

The Suggested times in the sidebar will now adjust based on the Start Time

Choose an available room:

Mane
SSAT01B
SSAT04
SSAT07
SSAT11
S5A128
SSAZMTTA
SSAZMI1B
SSAZM23
SSASMITA

Suggested times:

2:00 PM - 3:30 PM
27 available rooms

2:30 PM - 4:00 PM
27 available rooms

3:00 PM - 4:30 PM
27 available rooms

3:30 PM - 5:00 PM
27 available rooms

Figure 49

Under Choose an available room, click on the room of interest. Doing this

Maone
S5A101B
554104
554107
554111
554128
SSAZMT1A
SSA2MT1E
S5A2M23
S5A3MT1A

Select a room

W e b s e s g
To... SSAZMTIE
:'E Subject
end | | ocation  |SSAZMI1B
Start time Thu 10/31/2019 E| 330 PM w | [ All day eve
End time Thu 10/31/2019 E 5:00 PM -

Fields are updated automatically

Fill in the Subject field with your full name.

Click Send to submit your request for the room/wall reservation. This does

nt

not automatically confirm you reservation. The request will be reviewed by the

15



reservation administrators in SSA112. You will receive an email to confirm if

your request has been accepted or denied.

Your request was received and is pending approval.

Sent by Micosoft Exchange Server 2013

Response with Pending Approval

- Carolina Johnson-Colon on behalf of SSA128
A Tue 11/5/2019 11:33 AM

MY When: Wed 11/6/2019 1:30 PM-2:30 PM
Where: 554128

/' Carolina Johnson-Colon has accepted this meeting

Response with Accepted Approval

Your request was declined because there are conflicts.

The conflicts are:

Organizer and Time of Conflicting Meeting

SSAL107 - Thursday, October 31, 2019 12:00:00 PM to Thursday, October 31, 2019 2:00:00 PM

All times listed are in the following time zone: (UTC-05:00) Eastern Time (US & Canada)

Response with Denied Request
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Reservations Using Microsoft Outlook for Mac

1. Navigate and open the Microsoft Outlook application installed on your Mac.
2. Select the Calendar icon as shown in the picture below.

I Home Organize Tod

—I%h- W C
New New Delete Re
Email ltems

W @ccny.cuny.edu
> (2} Inbox
%7 Drafts
Sent
Trash
Junk Email
Online Archive
migratiingsci

RSS Feeds jﬁ{

00O oee eV

> Sync Issues

»> Smart Folders
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3. Selecting the Calendar icon will show all the days within the current month
with any current and upcoming events and meetings. It will also show the
times in which these events or meetings will take place.

Calendar

Organize  Tools

Y Omm O e = Om== —
— I ‘yaua i 2 a E 5 janms ] B
o g &7 1B Bt 5
Appointment Meeting New Today Day Work Week Month Open Shared Calendar L_, Address Book
ltems Week Calendar  Permissions
< September 2019 > Pl » New York, NYZ Today 4, Tomorrow
p . September 2019 i NY 1o /615F B1°F/53°F
Sunday Monday Tuesday Wednesday Thursday Friday Saturday

1 2 3 4 5 6 7
g 9 10 M 12 13 14 |1 2 3 4 5 6 7
15 16 17 18 19 20 21

22 23 24 25 26 @) 28

29 30

@ calendar 8 9 10 n 12 13 14

2:00 PM ArchIT

15 16 17 18 19 20 21
TEST; SSA111
8:00 AM SSAM1
8:00 AM SSA111

22 23 24 25 26 (27) 28

29 30 1 2 3 4 5

= I I~

4. Navigate and select the date of interest for the event/meeting. After
selecting the date, click on Meeting.

Home

(+ =1

Elc

\ppointme

o-
L&

Meeting

il j DE=E@ T 5

New Today Day Work Week Month  Open Shared Calendar [} Address Book
Items Week Calendar  Permissions

~

« September 2019 » < ¢ » September 2019 New York, NY e ;05‘:2'49“

18



5. In the new window, check if Room Finder is selected as shown below.

I I . Show As: Busy L o -o @am Check Names oy -

Ex Lo o - SR REO) | mm (3

Send Cancel Appointment Scheduling New Reply . Reminder: 15 Minutes % Recurrence Request Allow Room Co Time Zones Categorize Private
Email All =

Responses Proposa Finder

Figure 5a
If the Room Finder is not selected, click on the icon as shown in the figure.

6. A new sidebar will appear on the right side

—_— Om

— g )
= 77 Show As Busy C & @ 3 & Checknomes L,
X () 0 @ O [ 2 ey O o | 1
Send Cancel  Appointment Scheduling New  Reply Reminder: 15 Minutes 4 Recurrence Reguest  Allow  Room (9 Time Zones Categorize Private
Email All 2 Responses Proposal Finder
Duration: 30 Minutes [ ' All day event Room Finder
Starts: 11/ 4/2019/T]  8:00 AM
Choose a room list:
Ends: 11/ 4/2019|F]) &:30AM

| None

@ This invitation has not been sent.
Choose an available room:

Monday, Nov 4
Show work hours only None
2 AM 1AM 2AM 3AM 4 AM 5AM 6AM 7AM 8 AM 9AM 10 AM 1AM
o —

All Attendees e

[+

Rooms E

1+

vl 1 Busv Tentative M Out of Office No Information

Figure 5b

19



7. In order to show all available rooms in the Spitzer School of Architecture,
under Choose a room list:, click Architecture1.

Room Finder (]

Choose a room list:

Recent Rooms
Architecture1

Administration ’

- - - -y

s é_rc_hl'gfcture“l_ e 1
Compton Goethals
Harris Hall
Marshak
North Academic Center
Shepard Hall
Steinman Hall

Wingate Hall

Figure 5c

8. This will show the rooms/walls and times available on the specified day

| Oroanizer Meating
O=

= Show As: Bus s M 9 e,
x B @ B st | 2y ) ')40 D B (s
nd  Cancel Appeintment Scheduling New Reply ! Reminder: 15 Minutes + Recurrence R equest Al\ low Categori: P ¢
Email All o Responses Proposa
Duration: 2.5 Hours. All day event Room Finder (]
Starts: 11/ 4201957 8:00 AM
Ends: 11/ 4/2019([F]| 10:30 AM Choose a room list:
Architecturel
@ This invitation has not been sent.
Choose an available room:
Monday, Nov 4
Show work hours only e
g AM 1AM 2 AM 3AM 4 AM 5AM &AM 7 AM 8 AM 9 AM 10 AM 1AM
All Attendees 2 SSA107
SSAT
© SSAZM11A
SSA2M11B
SSA2M23
Rooms = S3A3MNA
SSA018 Landscape Restorafon SSAIMME
: SSAGAllery
SSA104 M Design Seminar SSAWalL1A
SsA107 SSAWall 1B
SSAT1 SSAWall1C
SSA128 T SSAWall_2A
SSAWall_2B
SoAZMIA SSAWall 2C
SSA2M11B SSAWall_2D
SSA2M23 SSAWall_2F
SSA3MI1A SSAWall 26
SSAWall_3A
SSA3MI1B SSAWall 3B
SSA3M23 Cities After Globalization SSAWall_3C
SSAGAllery SSAWall 3D
SSAWall_1A SSAWall 3E
SSAWall 3F
5SAWall 1B SSAWall 36
SSAWall 1C
& [ Busy Tentative W Out of Office No Information
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Figure 5d

9. Adjust the Start Time and End Time to your liking.

| Organizer Mting

m Q= 70 showas: [ Busy A g _?‘.‘ 93‘ Bl &t Check Names !. v
Send Cancel  Appointment Scheduling v Reply Reminder: 15 Minutes i Recurrence Request  Allow  Room @ Time Zanes Categorize Private
Email All i Responses Proposal Finder J
Duration: | 256 Hours All day event Room Finder
Starts: 11/ 42019|[F]| so0am | )
Ends: 11/ 4/2018|[]] 10:20 AM Choose a room list: ]
Architecture1
@ This invitation has not been sent.
Choose an available reom:
Monday, Nov 4
Show work hours only None
2 AM 1AM 2 AM 3 AM 4 AM 5 AM 6 AM 7 AM 8 AM 9 AM 10 AM 1AM
All Attendees 2 SSA107
SSATN
SSAZMT1A
[+]
SSAZM11B
SS5A2M23
Rooms SSAIMIA
SSA1018 Landscape Restoratlon SSASMIIE
SSAGAllery
SSA104 Ee4ign SHTANAE SSAWall 1A
SSA107 SSAWall 1B
SSAINM SsAwall 1C
SSA128 | Design Seminar SSAWall_2A
SSAWall_2B
SSAZMNA SSAWall_2C
SSAzM11B SSAWall_2D
SSAZM23 SSAWall_2F
SSASMTIA SSAWall_2G
SSAWall_3A
SSA3M11B SSAWall_3B
SSA3M23 Citiel After Globalization SSAWall_3C
SSAGAllery S5AWall_3D
SSAWall 1A SSAWall_3E
SSAWall_3F
SSAWall 1B SSAWall 3G
SSAWall1C
|2 [] Busy Tentative B Out of Office No Information

Figure 5e

a) Closer look at setting up the Start Time and End Time picture below

Duration: 2.5 Hours & [ ' All day event

Starts: 11/ 4/2019|[F]|

' 8:00 AM|

Ends: 11/ 4/2019|F]

10:30 AM|

Figure 5d
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b) The available rooms/walls will show up after setting up Time

Room Finder [x

(b) .
Choose a room list:

Architecture1

Choose an available room:

None
SSA107
SSAIM
SSA2M11A
SSA2M11B
SSA2M23
SSA3M1T1A
SSA3M11B
SSAGAllery
SSAWall1A
SSAWall1B
SSAWall1C
SSAWall_2A
SSAWall_2B
SSAWall_2C
SSAWall_2D
SSAWall_2F
SSAWall_2G
SSAWall_3A
SSAWall_3B
ion SSAWall_3C
SSAWall_3D
SSAWall_3E
SSAWall_3F
SSAWall_3G

Figure 5e



10.

11.

selected room SSA107.

Select the rooms/walls you like from the Room Finder. In this guide, we

g == | Om
> X C]

Send Cancel |Appointment]

Duration: 2.5 Hours

— :

|_-® 0. 7l showas: | [[] Busy 2
Scheduling ~ New  Reply | Reminder: 15 Minutes
(b) Email Al -

All day event

Starts: 11/ 4/2019 T 8:00 AM

Ends: 11/ 4/2019 T 10:30 AM

@ This invitation has not been sent.

Show work hours only

All Attendees 53

[+

Rooms
SSA101B
SSA104

SSA107
SSAINM
SSA128
SSA2M11A
SSAZM11B
SSA2M23
SSA3MNA
SSA3M11B
SSA3M23
SSAGAllery
SSAWall 1A
SSAWall 1B
SSAWall1C
SSAWall_2A

Monday, Nov 4
2AM 3AM 4AM 5AM

g _)& .@ Bas .fo Check Names :i 3

+ Recurrence Reguest

Respenses Proposal Finder

Busy

Allow  Room ({5 Time Zones

8 AM 9 AM 10 AM 1AM

Design Seminar

Design Seminar

Tentative M Out of Office

Figure 5f

Appointment button in the toolbar

=3 R

Send Cancel

Citie:

Landscape Restoratlon

No Infarmation

Categorize Private

After Globalization

12 PM

1PM

After selecting the room/wall and adjusting the time, click on

Room Finder [x

Choose a room list:

<3

Architecturel

Choose an available room:

SSATN
SSAZM11A
SSAZM11B
SSA2M23
SSA3MT1A
SSA3M11B
SSAGAllery
SSAWall1A
SSAWall)1B
SSAWall 1C
SSAWall_2A
SSAWall_2B
SSAWall_2C
SSAWall_2D
SSAWall_2F
SSAwWall_2G
SSAWall_3A
SSAWall_3B
SSAWall 3C
SSAWall 3D
SSAWall_3E
SSAWall_3F
SSAWall_3G

New
Email

Reply
All

@] Show As:

Reminder:

Figure 5g

\:l Busy

15 Minutes

b

v

)

Recurrence

. L L
24 3D |Be
Request Allow  Roor
Responses Proposal Finde
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12.  Fill in the Subject field with your full name

13. Click Send to submit your request for room/wall reservation.This does not
automatically confirm you reservation. The request will be reviewed by the
reservation administrators in SSA112. You will receive an email to confirm if
your request has been accepted or denied.

I Organizer Meeting RLGALY

“.; ; Io_-@ ?@ [+ B8 A show As: r Busy @ g _)3 @ g ..‘3” (.a Check Names 5. v '

Send Cancel  Appointment Scheduling New Reply | Reminder: 16 Minutes v Recurrence Request  Allow  Room ‘.:GT\mGZoncs Categorize Private
Email Al - Responses Proposal Finder
To:  SSA107
Subject:

Location: SSA107

Duration: = 2.8 Hours All day event
Starts: 11/ 42019 F1| | 8:00 M|
Ends: 11/ 4/2019|[Z7] 10:30 AM|

@ This invitation has not been sent.

Figure 5h

Your request was received and is pending approval.

Sont b Blirrnent E 5
—ENT Oy Microsoft Excha ge JEver 2

Response with Pending Approval
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Carolina Johnson-Colon on behalf of SSA128
Tue 11,/5/2019 11:33 &AM

When: Wed 11/6/2019 1:30 PM-2:30 PM
Where: 554728

+/ Carolina Johnson-Colon has accepted this meeting

Response with Accepted Approval

Your request was declined because there are conflicts.

The conflicts are:

Organizer and Time of Conflicting Meeting

S5A107 - Thursday, October 31, 2019 12:00:00 PM to Thursday, October 31, 2019 2:00:00 PM

All times listed are in the following time zone: (UTC-05:00) Eastern Time (US & Canada)

Response with Denied Request
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Canceling a Reservation Using Webmail

1. In order to cancel a request on Webmail, navigate to Calendar.

M° Mail Calendar People Tasks [EGCHEEIRNGIEEEINEE- .

2. For a room/wall requested it , right-click on the event as shown here.

6 7

1:30p Tes= === l
Open

Reply
Reply all

Forward

13 Show as b |

Categorize b

Cancel b

3. Hover your mouse over Cancel. Doing so will result in more options showing
up.



6 7 8

1:30p Tes™ " !
Open

Reply
Reply all

Forward

13 Show as y 4 15

Categorize Y

Cancel 3 CAMCEL MEETING
Edit the cancellation before sending

Send the cancellation now

4. Click on Send the cancellation now.
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Canceling a Reservation Using Outlook for Windows

1. In order to cancel a request on Outlook, navigate to the Calendar.

4 Favorites *
inbox N
Sent ltems

Deleted lterms WP

4 kmolas@ccny.cuny.edu
I
Drafts
Sent lterns
Deleted ter: SP
Junk Email
Muhammad
Outbox
RSS Feeds

Search Folders

Online Archive - kmolas@cc...

-

2. Right click on the event of choice. Doing so will show other options.
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b 7
1:3{:|pm Tesi- hAdaatimes SCA1T0: Fandall 1
Molas #a  Quick Print
E1 Mew E-mail to Attendees
£ Reply
2 Reply Al
£, Forward
13 Private 1
Show As k
Categorize k

Meeting Motes

W@ EEN

Cancel Meeting

3. Click on Cancel Meeting.
4. After clicking on Cancel Meeting, a new prompt will show up. In this prompt,
click on Send cancellation.

0 The cancellation has not been sent for this meeting. Click Send Cancellation to update meeting attendees.

— To... S5A128
="

Subject  |Test Meeting
Send
Cancellation | Location SSA128
Starttime | Wed 11/6/2019 =] |1:30PM w | [] Al day event
End time | Wed 11/6/2019 [E [2:30PM v

&
C T
L



Canceling a Reservation Using Outlook for Mac

1. In order to cancel a request on Outlook, navigate to the Calendar.

B 7" ISR
=" ‘&5 Wb (¢
New New Delete Reply
Email Items

i @ccny.cuny.edu
~ @ Inbox

[ Deleted Items
[ Drafts

[ Junk E-mail
[ sent items

N

Drafts

<J

-

Sent

v

—
=] X
=

Trash
Junk Email
migratiingsci

RSS Feeds

0 mowet

Sync Issues

> Smart Folders

2. Two ways to cancel meeting.
a) Right click on the event of choice. Doing so will show other
options.
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12 13

|8200AM = .

18

25

Open
Print...

Reply All

New E-mail to Attendees 0

Recurrence
Forward

Private
Show As 2
Categorize >

i Cancel Meetin [

b) Click on the event on the calendar. Doing so will show the Cancel
button on the Meeting menu bar.

W Some updates could not |

— 1 =
o Op © r . I's.| ] automatically.
) . Show As: Busy 4 =
E 3 “w =1ty @ = ~ &m (&
Open | Cancelf Forward  Join Invite  New  Reply | Reminder: 15 Minutes 4 Recurrence  Categorize Private
Online Email Al =
< November 2019 > New York, NY Today Tomorrow
<« +» November 2019 B UK M 50°F/34°F 40°F/36°F
Sunday Monday Tuesday Wednesday Thursday Friday Saturday
12
3 @6 7 8 9 27 28 29 30 31 1 2
10 1 12 13 14 15 16
17 18 19 20 21 22 23
24 25 26 27 28 29 30
& calendar 3 a 6 6 7 8 9
10 1 12 13 14 15 16
17 18 19 20 21 22 23
24 25 26 27 28 29 30
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3. Click on Cancel Meeting.
4. After clicking on Cancel Meeting, a new prompt will show up. In this
prompt, click on Send cancellation.

ICance\ [0 Format Text ™ A

]
Send Edit
ancellation f§ Series

To:  SSA07 |___i_:
Subject:
Location; __' Q
Duration:

Stats: 11/ 6/2018] 7 900 AM

Ends: 11/ 6/2019] 9:30 AM

T3 This invitation has been sent.
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* To reserve the digital classroom in the library (101C) contact I_ibrary at x8766.
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