ealth Sciences Lioraries Page 1 of 8

Creating and Working with the
Information Desk Schedule at HSLIC?

FOr the SChedUIE CrEALON .......ccui ettt e e sreenaeaneens
For People BeING SCREAUIEM ..........ccviiiiiiceee et

For the Schedule Creator

1. Collect Information Desk staff availability using the familiar paper-based method
2. Log into MeetingMaker with HSL\infodesk Active Directory account (the same one
used for the Information Desk workstations)

B Welcome to Meeting Maker®

Name: |inf|:u:|esk

Fazzword: e

Server "hgl. wazhington. edu"

Wiork, Offline

3. For each separate desk hour, create a new appointment by clicking on the “Create
Activity/Meeting” link in the left-hand bar:

¥ Meeting Maker Calendar - [HSL Information Desk, Daily View]

File Edit Label Prowy Yew Window Help

@ Thursday,

12172005

' Create Activite/Meeting
B Treate B

# Create To Do ltem

4. Janet Schnall will be the Consultant 9-11am for winter quarter 2006 (1/3/2006-
3/17/2006), so you can fill out the relevant information on the “Details” tab. Be sure
to include the name of the invitee(s) in the title of the event, so that anyone viewing

! Prepared on Thursday, December 15, 2005 by Ed Roberts
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the Information Desk calendar can see at a glance who is scheduled:

© Meeting: Consultant: Janet

Details | Guestsi Elptic-ml

Title: iEonsuItant: Janet

Location: I

Time: 9 00 Ak ill Diuratior;

Ocours weekly j

Ewvery (1 ill Wieeks

Statson: [Tue 1 /03 /2006 g@ Endson: [Tue 3 /14 /2006 ﬁgl!‘ Dnasing

Agenda

2

Cancel

5. Next, on the “Guests” tab, invite the people you want to schedule for that time, i.e.,
Janet, by clicking the “Edit List” button

9 Activity: InfodeskfConsultant Hour.

Dietails Guests | Dptionsl

ﬂ Tuesday, January 03, 2006
9AMIO0 11 12 1 2 3 4 T8 910N
[ I P T P A Y

. . T TIPS S |
& HSL Information Desk RN [TTT1 | |

/____—-———-—____.-“

T -
Edit List !‘Q - LIJ
: Merrwonk hours I

Email Guests Autopick

Ff
. Busy

Delete Activity | Create Activity I
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6. Select Janet as a required guests in the “Add Guests to Meeting” window, and click
OK:

M Add Guests to Meeting

| Uszers j

E ;R:;‘c‘lr;;r‘;asnll_:uise ﬂ & HSL Infarrmation Desk J

& Rickerson Carla l:l & Schnall Janet

& Roberts Edward -

& Roberts Mark

& Rodernan Dave B

& Roderman Pat

& Roduin Cheyenne ; B

& Romaine Sion —

& Rosette-Tavares Angie u

& Ryce Andrea -

& Ryoo Heija

& Safranek Sarah

8 Sagami Lynn Get Info...

& Sahali Roy -

& Salget Sally Search.

& sandelin Margaret

& Savage Kate Add to Favorites

& Schiff Adarn

& Schroeder Judy

& SeelySara

& shadle Steve -

& Shahrazad Eshy | i
Cancel |

7. Click “Create Meeting”
8. If aguest is unavailable for any instance of the recurring meeting, then you may get a

warning:
| mn | I I T |

Meeting Maker

Reguired guests are unavailable. Continue? |

. Mo |

I
Just click “Yes”—the invitee will have the opportunity later to decline specific

instances of the recurring event later
9. Repeat these steps for every Consultant and Desk hour in the first week of the quarter
(be sure to make the events recurring!)



)
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a. When the Information Desk scheduler logs into MeetingMaker as
HSL\infodesk, they will see in their calendar window the appointments they
created. If all required guest have accepted, there will be a little check mark at
the top-right of the appointment:

-l ¥ i

Infodesk fConsultant Hour

E_

If someone has declined a specific appointment, then there will be a struck-
through circle icon in the top-right of the appointment:

1 T
Infadesk Consultamt Hour
E —
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L. UNIYERSITY OF WASHINGTON

For People Being Scheduled

1. When the scheduler has entered a given appointment into the Consultant and Desk
schedules, the guests will receive notification in 2 different ways:

a. A penciled-in event will show up on their calendar (“Daily View”):
¥ Meeting Maker Calendar

File Edit Label Proxy Yiew ‘Window Help

5 Edward Roberts, Daily View-2

Tuesday, Wednesd

. 15352006 15472008
Manage your time
m Create Activity/M eeting
E Create Banner 8 AM
B Create To Do ltem
| ]
Calendar views Liaigon ||1O
Wiew One Day g—/\ Meeting| 5t
: FI
Yiew One Week ] Desk EdR @onfere L
*iew One Month Open _Oom
Wiew a3 Text 1
& view Group
[ Editview Dptians  rrwse———|
) YWebpa
B show Prowmy in Calendar 11 @ |
Goto Today Suzallo
Monthly Havigator 1 326a -
b. A proposal will show up in their Proposals window:

8 Proposals

Q.;? Accept

F] Desk: EAR
Fram H5L Information Desk
.00 4M - 10:00 Ak Tuesday, Jaruary 03, 2006
Occurs every week from Tuesday, January 03,2006 3:00 AM to Tuesday, March 14, 2006 9:00 Ak
Tl mnssinT oo sl aooier

Declined

Auto-accepted

2. Accept the invitation by highlighting the invitation and clicking the “Accept” link.
Don’t worry if you have a conflict on a specific instance of a recurring appointment;
you will still be able to decline the specific appointment later
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3. Once you have accepted the invitation, all instances of the recurring appointment will
show up on your calendar:

¥ Meeting Maker Calendar

File Edit Label Proxy Yiew Window Help

= Edward Roberts, Daily View-2

Tuesday,
. 11312006
Manage your time
H Create Activity /b eeting
ﬁ Create Banner 8 AM
B Create To Do ltem
||
Calendar views Liai
Wiew One Duay 9 Pl
Wigw One Wwesk | Desk EdR ?Ol
Wigw One bMaonth
From: HSL EO(
Wigw as Text 10
Wiew Group
[Z EditView Options ] o

4. 1f you can’t make a particular instance of the recurring appointment, you can right-
click on the specific appointment, and select “Decline Invitation”. When you see the
following prompt, you should check “Refuse just that event that occurs on...” and
then hit OK:

I Refuse Recurring Event

¢ Refuse just the event that occurs on 1217 /2008

4

" Refuze all occurences of this evert

k. | Cancel |
| | |

5. You are still responsible for finding subs for hours you can’t cover. This means
that once you have declined an invitation, take the following steps:
a. Use the regular email channels (hslinfo@u.washington.edu etc.) to find a
replacement.
b. View the HSL Information Desk calendar as a proxy. Click on Proxy—>More
Proxies, choose to open the “HSL Information Desk” calendar, and then click



mailto:hslinfo@u.washington.edu

L
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OK: ) _ _
B Open and Close Proxy Windows fgl
4 |A\-'ailab|e Provies j Proxies open in separate windows:

C.

d.

& Araki Joy i| # HEL Information Desk J
& Estes Rob l:l

& Garrett Adarm

[l HSL 2nd Floar Conference Room ;

[l HEL 3rd Floar Ganference Room -_
[Z1 HSL Admin Mikon Digital Camera GetInfo
[0 HSL Admin Olympus Dig'l Camera

8

[ HSL Rare Book Room A-224

[ HEL 58 Parking Space #1

[l H5L 28 Parking Space #2

El HSL staff Lounge T-344

[ HEL Sys Axim Projector Cahle

@l HSL Sys Dell 2300MP Projector

[ HEL Svs Epson 7520 Projector

[Z0 HSL Sys Fuji Laptop

[ HEL Sys Projection Screen

[ HEL Sys RML Spare Laptop

[E HEL Sys Toshiba Laptop

B LabAHSL

E LabBHSL

B LabcHsL

LTLHSL
Bomrs N -l

(]9 | Cancel |

The HSL Information Desk calendar will open, and you can update the
specific desk or consultant hour by right-clicking it, and selecting “Open
Meeting”

When the meeting opens, click on the Change button. At the prompt choose to
modify just this instance of the event, then hit OK

I Modify Recurring Event

¢ Modify just the event that occurs on 1/3/2008

-

" Modify all eccurences of this event

k. | Caricel
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e. On the Details tab, change the title by replacing your name with the name of
your replacement:

| ™ Meeting Maker Calendar - [Meeting: Desk: Deborah K fo

.Q File Edit Label Proxy Wiew ‘Window Help

Details lGuests] I:Iptiu:uns]

Title: |Desk: Debarah K

] Location: |
Date: [Tue 1 /03/2005 |4 [ Time: [
|EI|:|:ur3 ance J
Agenda

f.  On the Guests tab, remove your name:

| ™ Meeting Maker Calendar, - [Meeting: Desk: Deborah K for HSL Information
.Q File Edit Label Proxy Yiew Window Help Guest

Detail:  Guests lelions]

ﬂ Tuesday, Jai
IAM 4 5 B 7 8 g

& Required Guests
o & HSL Information Desk

@ & Roberts Edward

v Required —_—
Optional
jas
EiZiC
| Remove |
Add ta Favorites
Gek Info

T

g. Then click the Edit List button, find the name of your replacement, then click
Notify Guests and/or Email Guests.

i
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