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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) 
 
 
(Log in using your own eID and password.) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

https://exchange.jmu.edu/owa/JMU_100_ConfRoom@ad.jmu.edu
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The OWA Resource Calendar will appear: 
 
 
1. Click on the 

Options link in the 
upper-right-hand 
corner 

 
 
 
 
 
 
 
2. In the new window, 

click the Resource 
Settings option in 
the left-hand column.  

 
 
3. Most of the options 

should be self-
explanatory.   

 
 
 
4. For instance, if you 

would like to alter the 
settings of this 
resource such that no 
user can automatically 
book it, and that 
every request must be 
approved, change 
both settings that start with 
These users can schedule 
automatically...  

5. To Select users and groups 
instead of Everyone 

6. Set These users can submit a 
request for manual approval... to 
Everyone. 

 
 
 
If you have any questions, please 
contact the JMU Computing HelpDesk 
at helpdesk@jmu.edu, or by phone at 540-568-3555. 

mailto:helpdesk@jmu.edu

