@ EAB EAB Benefits

Lactation Rooms Calendar Guide
Adding Rooms to Outlook Calendar

In the Outlook Calendar Tab, click "Add Calendar” and select “From Room List...”

i=. :i ii ii ii “:'i + @ AF Browse Groups Search People
R =

@ Address Book

Day Work | Week | Month Schedule Add Share
Week View Calendar ~ | Calendar ~
! Arrange £ A From Address Book... Find

E',_ From Boom List..,

@ From [nternet...

Scroll down and select the room(s) you want based on the location.
DC - "3rd Floor Lactation Room A/B, 8th Floor Lactation Room"
Richmond - "RIC - 2nd Fl Lactation Room"

Bloomington - "HD - Rainy Lake Team Room”

Click on “Select” to bring them to the queue; then click "OK”.

Select Rooms: All Rooms * .
These rooms will show up on the
L @ s ol Adress Bock Left side bar in Outlook
- b All Rooms - IGranados@eab.com v Advanced Find Calenda r

Name Lacati... Busin.. Capacity Des... Email Address

Flric 203 1 Room RIC_203 @eab.com ~ .

[ ric_205 1 Rocm RIC_205@eab.com When you are done USIng the
HRic213 ‘ Room RIC 213@eab.com rooms, right-click and choose
El ric_222 1 REoom RIC_222 @eab.com w ”

0 riC_224 1 Room RIC_224@eab.com Delete Calendar” to remove
El ric_22s 1 Raom RIC_225@eab.com

B ric_229 1 Room RIC_229@eab.com t h em.

Elric_23e 1 Room RIC_236@eab.com

Flric_244 1 Room RIC_244@eab.com

Elric_247 i Room RIC_247@eab.com

El ric_248 1 Foom RIC_248@eab.com

E1 RIC-2nd FI Lactatic... 1 Room RIC_254@eab.com

E] RIC-2nd FI Wellnes... 1 Room RIC_255@eab.com

El rogers 10 Room Rogers@eab.com

E] Shaw 18 Rootm Shaw@eab.com

[ shenandaah 16 Room shenandoahi@eab.com W
3rd Floer Lactation Room A; 3rd Floor Lactation Room B; Bth Floor Lactation Room;

RIC-2nd FI Lactation Room
Ok Cancel
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Reserving Rooms in Outlook

In the Calendar tab, choose “New Meeting”

,53' Search

File Home Send / Receive Folder

E@EBU

Schedule a Start Instai
Appomtment Meetmg v Items w Meeting ~ Meeting

2
A Mew Zoom
3 | Mew Meeting
Tod  Set up a new meeting. |1, i
L Invite others to join you in a
meeting. Co
@ol

Click on the “Location" button on the left side

== Title

Send Required
Optional
Start time Fri 2/10/2023 || 1:308M || EastenTime(US &Canads) | [JAlldey [ @ Timezones
End time Fri 2/10/2023 [5]|] 1200PM ~|| Eastern Time(US &Canada) v | < Make Recurring

The Rooms will appear as below:

‘Name Locati... Busin... Capacity Des... Email Address

[] 3rd Floor Lactation ...

Room DCLacRoom3A@eab.com

[] 3rd Floor Lactation ...

[] 4th Floor Common ... 24
|:| 6th Floor (temp) La...

[] 8th Floor Lactation ... 1
[] Acadia 16

Room DCLacRoom3B@eab.com
Room 4thFloorCommon@eab.co...
Room DC_Mothers_Room_9th_Fl...
Room DC8-lacroom@eab.com
Room acadia@eab.com

Select the room and then click the "“Rooms” button, then click "OK”

Name Locati... Busin... Capacity Des... Email Address

D RIC_236 1 Room RIC_236@eab.com A
1 RIC_244 1 Room RIC_244@eab.com

[ RIC_247 1 Room RIC_247@eab.com

1 RiC_248 1 Room RIC_248@eab.com

|:| RIC-2nd FI Wellnes... 1 Room RIC_255@eab.com

[ Rogers 10 Room Rogers@eab.com

D Shaw 18 Room Shaw@eab.com

[] Shenandoah 16 Room shenandoah@eab.com

|:| Swift Creek 12 Room RIC_211@eab.com

[] TelephoneTestRoom Richm... 2 Room TelephoneTestRoom@ea...

D Test Room Richm... 1 Room troom@eab.com

[] Test Room RVA Richm... 5 Room TestRoomRVA@eab.com

[ test room2 6 Room testroom2@eab.com

E Tulip 9 Room RIC_253@eab.com

[ vIP Suite 16 Room VIPSuite@eab.com v

3rd Floor Lactation Room A; 3rd Floor Lactation Room B; HD - Rainy Lake Team Room;

RIC-2nd Fl Lactation Room

OK Cancel
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Title your Meeting as “First Name Last Name”

= Title First Name Last Name
Send Required 3rd Floor Lactation Room A
Optional
Start time Fri 2/10/2023 E 1:00 PM v Eastern Time (US & Canac ¥ Yy day vl @ Time zones
End time Fri 2/10/2023 E 1:30 PM ¥ | Eastern Time (US & Canac ¥ > Make Recurring
Location 3rd Floor Lactation Room A

Use the “Scheduling Assistant” to find a free time in the room.
|

File ! Meeting Scheduling Assistant Insert Format Text Review Help
o R A Ui &
s 7= + L [
Refresh  AutoPick Add Add  Room Options
Availability v Attendees Rooms Finder v
Scheduling Attendees Options
> Start time Fri 2/10/2023 £ 100pm v EasternTime (US & Canac ¥ | |Allday Iv| @
Send End time Fri 2/10/2023 £ 130pPm v | Eastern Time (US & Canac ¥ <2 Make Recurting

Monday, February 13, 2023
5PM 8 AM 9 AM 10 AM 11 AM 12 PM 1PM 2PM 3PM 4PM 5PM

All Attendees

Vv Required Attendee

Benefits (EAB) |Benea
8th Floor Lactation Room

Add required attendee

Appointments will be automatically accepted by the room mailbox, or automatically
declined if:

e The meeting conflicts with an already scheduled meeting
e Is longer than 24 hours

e Is a reoccurring meeting with an end date greater than 6 months
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