Outlook Calendar 2007: Resource Owner Informational E-Mail

A resource is a room, a vehicle, another calendar or any item a user or department needs to schedule
and/or track. Resources can be requested when a department moves to Outlook or when a new
resource is needed. When a user is made an owner of a resource he/she receives the
following e-mail:

You have been identified as the resource owner/delegate for the following Exchange resource:
JMU 100 Conference Room

This email is to inform you about the booking policy for this resource, and how you can change it if
the defaults do not suit the resource.

Currently, the resource will automatically accept booking requests that do not conflict with
other bookings, and will require your approval if a request is made that conflicts with
another booking.

If you would like to change this behavior, you may do so by using Outlook Web Access.
Open Internet Explorer and navigate to the following URL.:

https://exchange.jmu.edu/owa/JMU 100 _ConfRoom@ad.jmu.edu (insert resource name)

&curl=Z2FowaZ2FTrz ~ 4

(Log in using your own elD and password.)
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If you have any questions, please
contact the JMU Computing HelpDesk
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75 Resource Scheduling Options

Automatically process meeting requests and cancellations

Disable Reminders

Maximum number of days:  [180

Always decline if end date is beyond this imit

Limit meeting duration
Maximum alowed minutes: 1440

] Alow scheduling only during working hours

[] Allow confiicts

Alow recurring meetings
Allow up to this number of individual conflicts: [}
Allow up to this percentage of individual conflicts: 0

% Resource Scheduling Permissions

Specify users and groups which have permissions to schedule this resource by sending a meeting request
These users can schedule automatically if the resource is avalable:
@ Everyone
7 Select Users and Groups:
These users can submit a request for manual approval if the resource is avaiable:
=) Everyone
@ Select Users and Groups:
These users can schedule automatically if the resource is avalable and can submit a request for manual approval if the resource
is unavaiiable:
) Everyone
@ Select Users and Groups:
For requests requiring approval:
Aways forward to delegates
Always tentatively accept these requests

Resource Privacy Options

Always add the organizer name to the meeting subject

Always remove the private flag on an accepted meeting

When deciining meeting requests due to a conflicting meeting:

Include detaled information about conflicting meetings in response
Include organizer's name in conflict information

Always delete the following when sent to this resource:

E-mai messages

Attachments from meeting requests

Comments from meeting requests

Subject of meeting requests

}_’; Response Message

["] Add additional text that wil be induded in responses to meeting requests
v 10w B I UiZiZEsE®. A v
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at helpdesk@jmu.edu, or by phone at 540-568-3555.
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