Booking the Flow
Cytometry Core



Booking Large Equipment
 Meeting requests will be confirmed by email

between 9am and 5pm

* Bookings may take up to 12 hours to be confirmed.
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Booking Large Equipment

Maximum one (1) person per booking

The person booking the instrument is responsible for
the care, turning off and covering of the instrument.

0.5to 1.0 hour time slots - 9 am to 5 pm weekdays
If you can’t make your booking cancel it!

The technical staff (Siying Ye) may cancel bookings to
suit circumstances eg. timetable changes



Booking a time slot



Booking a timeslot

* Login into Deakin webmail

eg @) https://sync.deakin.edu.au/staff LD~ &c| @ staff - DeakinSync

w PO ORT® G RO~
L B ~N

Digital Facilities General Productivity Research
Administration Support

Kermit

ID125125
Technical Officer

Favourites  Library Information & Email JeakinPeople  CloudDeakin
Services v 5
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Booking a timeslot

* Login into the Outlook Web App
with your username and password

mwﬂa https://mail.deak... 20 ~ @ & ‘ [37 Outlook Web App

File Edit View Favorites Tools Help

75 [BJ Google &) Web Slice Gallery

3 signin

X @Comeﬂ - Select
o)
L

6/02/2017 How to book large instruments V6




Booking a timeslot

* Click on Calendar

6 =» ||o& () ﬂﬂHealth Optometry Student ... * #r K It
File Edit View Favorites Tools Help X @Convert - Select

=@ @E"-® G el ROa-

e
ﬂi Outlook Web App Mzl Calendar People Tasks Health Optometry Student Login~ | & 92
N—e
@& New mail £ Search mail and people How we're improving your login speed
INBOX CONVERSATIONS BY DATE v € REPLY  @EREPLYALL <> FORWARD  wes
« All Unread Tome Flagged .
Deakin No Reply Mark as reac
4 Favorites i '
VESTERDAY A Wed 14/09/2016 10:35 AM
Inbox 74
Sent Ttems ¥ Deakin No Reply X |
How we're improving your login speed Wed 10:38a
Deleted Items Dear Deakin staff, eSeolutions is introducing a new te... Action Ttems R AT
LAST WEEK
4 Health Optometry Student Login
. - Dear Deakin staff,
Inbox 74 gone-register@gone-project.com >
¥ Thank you for registering with GONE-Project Thu /09
Drafts Dear Optometry Deakin, Thank you very much for re... eSoclutions is introducing a new technology called
Sent ftems AppSense that will significantly reduce the amount of
OLDER time it takes for you to log on and off your Deakin
Deleted Items .
T i Pl Windows computer.
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Booking a timeslot

* Change the calendar view to day or work week

* Right click on the time and day of your preferred booking.
* Click New.

ﬂﬂ Outlook Web App Mail Calendar People Tasks Health Optometry Student Login «

# ?

@ New event 12-18 September', 2016 Da' jeek Month

4 Aug2g-4 Sep5-11 Sep12-18 Sep19-25 Sepl6-2 QOct3-9 » Goto toda) BYSHARE  WE@ PRINT
<«

12 Monday 13 Tuesday 14 Wednesday 15 Thursday 16 Friday
4 September 2016 »
M T W T F S 5
1 2 3 4 3 -

5 6 7 8 9 10 11 12p ~

12 13 14E16 17 138

19 20 21 22 23 24 2%

1p
% 27 28 29 30 New

Zp

4 MY CALENDARS
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Booking a timeslot

e Clickon + toadd an attendee

5 Outlook Web App

Mail Calendar People Tasks

I savE X DISCARD t'é SCHEDULING ASSISTANT & APPS

Event:

Health Optometry Student Login- | £ 92

Location:

Add room

Attendees:

©

Start:

Duration:

| Thu 15/09/2016

v| [100pM | [ 30minutes

Show as:

Reminder:

| Busy

- | | 15 minutes

Calendar:

Repeat:

| Newver

[ ] Mark as private

| Calibri

|2+ B I U =

e

6/02/2017

How to book large instruments V6

—




Booking a timeslot

o Type *G HEALTH (g5 Outiook Web App
Medicine in the
Search people box
and hit Enter

& OK 2 CANCEL

Required attendees:

arch people >
-
2roups

> WY CONTACTS BY FIRST NAME
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Booking a timeslot

e Select the instrument =
you wish to book from
the list

*g health Medicine P x|

*G HEALTH Medicine Lab Eqpmt ka4.308 SOMFlow
*G HEALTH Medicine Lab Eqpmt ka4.: EALTH Med

*G HEALTH Medicine Lab Eqpmt nb1.

Gies (Oranization
*G HEALTH Medicine Mtg Room KA4 Contact Notes Organizatior

Email
res-equipment-19290@deakin.edu.au

*G HEALTH Medicine Mtg Room nb1
*G HEALTH Medicine Other Deakin M

*G HEALTH Medicine Video Mtg Roor Y

Linked contacts
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Booking a timeslot

e Check the instrument description to make sure you
are booking the correct type and model.

= Mail Calendar People Tasks

VoK X
Required attend
*g health Medicine L x|

*G HEALTH Medicine Lab Eqpmt ka4.308 SOMFlow
*G HEALTH Medicine Lab Eqpmt ka4. EALTH Med

*G HEALTH Medicine Lab Eqpmt nb1

Conta Notes OrganiZaver
*G HEALTH Medicine Mtg Room KA4. Contact Notes Orgafl
es-room-15183@dea Ernail Work
*G HEALTH Medicine Mtg Roomnb1. Oepel
*G HEALTH Medicine Other DeakinM
2 B addr
*G HEALTH Medicine Video Mtg Roor + Geelong Waurn Ponds Campus

Linked contacts
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Booking a timeslot

e Click on the + sign to add this instrument to your
booking.

= Mail Calendar People Tasks

Required attendees:

*g health Medicine o x|

*G HEALTH Medicine Lab Eqpmt ka4.308 SOMFlow
*G HEALTH Medicine Lab Eqpmt Ra EALTH Medi

*G HEALTH Medicine Lab Eqpmt nb1.
Notes Organization
*G HEALTH Medicine Mtg Room KA4. Contact Notes Organizatior
es-ro 5183@deakin.edu.au Email Work
es-equipment-1929 art HEALTH
*G HEALTH Medicine Mtg Room nb1. of a4
*G HEALTH Medicine Other DeakinM
t 1@deskinedua Business address
*G HEALTH Medicine Video Mtg Roor Geelong Waurn Ponds Campu

Linked contacts
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Booking a timeslot

e Click OK

Bl cnomea
i

= Mail Calendar People Tasks

Ben Letson =

*G HEALTH Medicine Lab Eqpmt ka4.308 SOMFlow

*g health Medicine P x

All People Groups Rooms

»

*G HEALTH Medicine Lab Eqpmt ka4.308 SOMFlow

* ALTH Medicine Lab Eqpmt kad.: + HEALTH Medicine
res-equipment- deakin.edu.au
*G HEALTH Medicine Lab Eqpmt nb1.
re pment-18814@deakin.edu.au
*G HEALTH Medicine Mtg Room KA4. Contact Notes Organization
res 15183@deakin.edu.au Email

res-equipment-19; eakin.edu.au
*G HEALTH Medicine Mtg Room nb1.
res-room-18877@deakin.edu.au

Work
*G HEALTH Medicine Other Deakin M + Department. HEALTH Medicine
res-equipment-17951@deakin.edu.au kad.308
*G HEALTH Medicine Video Mtg Roor +

re: -17942@deakin.edu.au

Business address

Geelong Waurn Ponds Campus

Linked contacts
Directory
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Booking a timeslot

* Now click SCHEDULING ASSISTANT

= Mail Calendar People Tasks

Benletson~ g 9
IASEND X DISCAY

0 x

Event:

Location: Add room

Attendees: *G HEALTH Medicine Lab Eqpmt ka4.308 SOMFlow +
Start: Duration:

Tue 31/01/2017 v 230PM  ~ 30 minutes -

Shol Reminder

Busy - 5 minutes -

aler

Calendar -
Repeat

Never -

[ Mark as private & Online meeting [7] Request responses

Calibri - 12

6/02/2017 How to book large instruments V6



Booking a timeslot

* You will now see

the instrument
calendar beside
your calendar.

6/02/2017

Bz Outlook Web App

+ OK X DISCARD

Untitled meeting

When:
Thu 22/09/2016 | [330PM -

Duration:
30 minutes -
8a
Attendees:
9a
2 REQUIRED 0 CONFLICTS
10a

Health Optometry Stude

Free

*G OPT Lab Egpmt d¢c , 112

Free

12p

1p

2p

4p

6p

How to book large instruments V6

Mail Calendar People Tasks Health Optometry Student Login v | ¥

Thursday, 22 September 2016 Day Week

Tue20 Bl THuZ2 atz4  sunZ5 e

*G OPT Lab Eqpmt dd3.205 Visual field HS Octopus

Not available

Not available

Not available
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* Timeslots in grey
are not available
for booking.

6/02/2017

+ OK X DISCARD

Untitled meeting

When:
Thu 22/09/2016 ~| [330PM ~
Duration:

30 minutes -

Attendees:

2 REQUIRED 0 CONFLICTS

Health Optometry Stude

Free

*G OPT Lab Egpmt di &

Free

How to book large instruments V6

Booking a timeslot

Mail Calendar People Tasks Health Optometry Student Login v | £%

Thursday, 22 September 2016 Day Week
4 Mon12®  Tue20 Wed21 ThuZ2 Fri23  Sat24  Sun25»

Health Optometry Student Login *G OPT Lab Eqpmt dd3.205 Visual field HS Octopus
8a
9a Not available
10a
11a
12p
1p
2p
3p
4p
5p Mot available
6p Not available
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Booking a timeslot

» The day shown will Exzzm

+ OK X DISCARD

be today’s date.

en:
Thu 22/09/2016 ~_ | 330 PM

Duration:

30 minutes -

Attendees:

* Select another day e
if reqUired- Health Optometry Stude

Free

*G OPT Lab Egpmt di &

Free

6/02/2017 How to book large instruments V6

Mail Calendar People Tasks Health Optometry Student Login v | £

Thursday, 22 September 20k

<« Mon18 o emde—tTe.  Fri23 Sat24
Health Optometry Student Login *G OPT Lab Eqpm
8a
9a Mot available
10a
1la
12p
1p
2p
3p
4p
3p Not available
bp Not available

Day Week

sun25 »

t dd3.205 Visual field HS Octopus
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Booking a timeslot

* Select atime from Vo Xosean Thursday, 22 September 2016 Day Week &

Untitled meeting «Mon19  Tue20 Wed21 Thu22 Fri23  Sat24  Sun25 »

L]
t h e d ro p d OW n | I St When: Health Optometry Student Login *G OPT Lab Eqpmt dd3.205 Visual field HS Octopus
Thu 22/09/2016 =

H M : Duration:
that is available in %o
. | - | a30eMm

Attendees:
the eqUIpment S . 500PM

calendar

Not available
2 REQUIRED 0 CONFUCTS . 500 PM

Health Optor 630 PM

Free 7:00 PM
*GOPTLabt 730PM
Free 8:00 PM

3p
4p

5p Mot available
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Booking a timeslot

—

Click OK v OF X DD Thursday, 22 September 2016 Day Week

nutled meeting 4« Mon19  Tue20 Wed21 Thu2Z Fri2z3 Sat24  Sun25»
When: Health Optometry Student Login *G OPT Lab Eqgpmt dd3.205 Visual field HS Octopus
Thu 22/09/2016 - | | 3:30PM
Duration: ¥ 330 PM A
30 minutes | 4:00 PM aa
4:30 PM
Attendees 500 PM
5.20 PM 9a Mot available

2 REQUIRED 0 CONFLICTS 5,00 PM

Health Optor  630PM 10a
Free 7:00 PM
*G OPT Lab| 730PM o 12
Free 800 PM
12p
1p
2p
3p
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Booking a timeslot

* Type the

Instrument name
in the Event field
e.g. SOMFlow

* Change the .
meeting length to
one (1) hour

6/02/2017 How to book large instruments V6
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Booking a timeslot

* Click SEND
to submit your
request

6/02/2017

DISCARD [% SCHEDULING ASSISTANT M APPS ===

Event: Octopus VF

Location: DD3

*G OPT Lab Eqpmit dd3.205 Visual field HS Octopus

Attendees:
Start: Duration:
Thu 22/09/2016 - 3:30 PM - 30 minutes
Show as: Reminder:
Busy - 15 minutes
Calendar:
Repeat:
Mewver -

How to book large instruments V6
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Booking a timeslot

= Mail Calendar People Tasks Health Optometry Student Login +

19-25 September, 2016 Day Work week Week

4 Aug29-4 Sep5-11 Sep12-18 Sep19-25 Sep26-2 Oct3-9 » Go to today (3] sHARE

* Your Outlook
calendar now
shows the
tentative booking.

19 Monday 20 Tuesday 21 Wednesday 22 Thursday 23 Friday

8a
9a
10a
11a
12p
ip

2p

3p
Octopus VF DD3 He
4p

50
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Booking a timeslot

Z T
Mail Calendar People Tasks Health Optometry Student Login +

* Click Mail and 19-25 September, 2016 ~—" Day Work week Week
C h ec k fo r a 4 Aug29-4 Sep5-M Sepl2-18 Sep19-25 Sep26-2 Qct3-9 » Go to today (3] SHARE
message

19 Monday 20 Tuesday 21 Wednesday 22 Thursday 23 Friday

Ba
9a
10a
11a
12p
ip
2p
3p
Octopus VF DD3 He
4p

5n
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Booking a timeslot

You will receive a response indicating the booking is
waiting on approval

Mail Calendar

5 Outiook Web App
@ New mail £ Search mail and people
INBOX CONVERSATIONS BY DATE «
« All Unread Tome Flagged
a Favorites /
v *G OPT Lab Eqpmt dd3.21 G X
Inbox 75 » Octopus VF 3:45p
Sent ltems Your request was received and is pending approval....

Deleted Items

4 Health Optometry Student Login
Inbox 75
Drafts
Sent Items
Deleted Items

Junk E-Mail

6/02/2017

YESTERDAY

Deakin No Reply x Pr

How we're improving your login speed Wed 10:38a

Dear Deakin staff, eSolutions is introducing a new te...

LAST WEEK

gone-register@gone-project.com =
¥ Thank you for registering with GOMNE-Project Thu 8/09

Dear Optometry Deakin, Thank you very much for re..

People Tasks

Octopus VF

4 REPLY €& REPLY ALL —>» FORWARD

Health Optometry Student Login « | & 7

>

*G OPT Lab Eqpmt dd3.205 Visy Markasread

Thu 15/08/2016 3:45 PM

ImY  When: Thu 22/09/2016 2:30 PM-4:00 PM

Where: DD3

? *G OPT Lab Eqpmt dd3.205 Visual field HS Octopus has

tentatively accepted this meeting

Your request was received and is pending
approval.

How to book large instruments V6
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Booking a timeslot

* You will then receive an email confirming your booking
from the technical staff.

ﬂiOutIaokW&bApp = Mail Calendar People Tasks Health Optometry Student Login ‘ & 9

Health Optometry Student Login Octopus VF

@ New mail £ Search mail and people
INBOX CONVERSATIOMS BY DATE «
« All Unread Tome Flagged i
: % Scott Laidlaw on behalf of G Markas read
4 Favorites \ Thu 15/08/2016 3:52 BM
v *G OPT Lab Eqpmt dd3.21 8 xr A
Inbox 76 » Octopus VF (2) 3:52p
Sent Items Mo preview is available. UmY \When: Thu 22/09/2016 2:30 PM-4:00 PM

Deleted ltems YESTERDAY Where: DD3

. . ) Deakin No Reply +/ Scott Laidlawfias accepted t\s meeting
a Health Optometry Student Login Wed 10385

How we're improving your login speed
Inbox 76 Dear Deakin staff, eSolutions is introducing a new te...
Drafts LAST WEEK

€ pFRlY - DFPIY A = FORWARD

* Bookings will only be confirmed during working hours.

* Confirmations may take up to 12 hours
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Booking a timeslot

+ If you wish to make a

second booking follow e e o
the same procedure as
before. s

* Make sure you have
selected the correct day
and remember to use

scheduling assistant to

check timeslots are free “p ©

on the instrument you
are booking
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Edit or cancel
a booking



Edit or Cancel a Booking

* If your booking is declined you can either edit the
request or delete it from your calendar.

Health Optometry Student Login Octopus VF

£ Search mail and people
INEOX CONVERSATIONS BY DATE ~
All Unread To me Flagged .
: Scott Laidlaw on behalf of *G Mark as read
| e, o mn
hu 15/09/2016 3:58 PM
v *G OPT Lab Eqpmt dd3.2! 8 X PF A
* Octopus VF 3] 3:58p
No preview is available. SmY  When: Thu 22/09/2016 3:30 PM-4:00 PM
VESTERDAY Where: DD3

Deakin No Reply X Scott Laidlaw ha his meeting

How we're improving your login speed Wed 10:38a
e mm e I L -aa

[ THSPERNEN, o WS PRI DU o U g P S
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Edit a booking

e |Left click on 19-25 September, 2016 Day Work week Week Mon

4 Aug2g-4 Sep5-1 Sep12-18 Sep19-25 Sep2b-2 Oct3-9 » Go to today (3] SHARE &% PRI

Ki
yo u r bOO I n g 1% Monday 20 Tuesday 21 Wednesday 22 Thursday 23 Friday
L]

1p
2p
P inp
Octopus VF =
- Octopus VF DD3 He |
4p —
Health Optometry Student Logi
5p
Thu 22/09/2016 3:30 PM-4:00 PM
bp
# EDIT 3 CANCEL
- Declined 1
p
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Edit a booking

e Click EDIT in 19-25 September, 2016 Day Work week Week Mon

4 Aug2g-4 Sep5-1 Sep12-18 Sep19-25 Sep2b-2 Oct3-9 » Go to today (3] SHARE &% PRI

t h e p O p u p 19 Monday 20 Tuesday 21 Wednesday 22 Thursday 23 Friday
ind
WINAOW.

ip
2p
" impS
Octopus VF =
DD3 Octopus VF DD3 He
4p
Health Optometry Student Logi
5p
Thu 22/09/2016 3:30 PM-4:00 PM
6p
CANCEL
- Defined 1
p
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Use
SCHEDULING
ASSISTANT

to change the
day or time

6/02/2017

Edit a Booking

= Mail Calendar People Tasks

=+ SEND X CANCEL MEETING [-S} SCHEDULING ASSISTANT APPS

Event: Octopus VF

Location: DOG3

Attendees: *G OPT Lab Eqpmt dd3.205 Visual field H5 Octopus
Start: Duration:

Thu 22/09/2016 - | | 330PM - 30 minutes -
Show as: Reminder:

Busy - 15 rninutes -
Calendar:
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* Change the
time or
day

6/02/2017

Edit a Booking

-] Mail

& OK X DISCARD ===

When: Health Optometry Student Login

| Thu22/09/2016 ~| |330PM  ~|

Duration: v 3:30 PM A
| 30 minutes 400 PM
Conm 3 7
Attendees:
| RARYT
AOO dIIENASES 5:3[} PM 2p

2 REQUIRED 0 NEW CONFL .00 PM

Calendar

Health Optor 830 FM 3p
7400 Fp
L Octopus VF D3

Wed21

People

Thu22

Tasks

*GOPTLabt ™0PM
Declined &:00 PM <

5p

How to book large instruments V6

I.

Thursday, 22 September 2C

Octopus VF 4« Mon19  Tuel0 Fri23

TG'
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Click OK

6/02/2017

Edit a Booking

= Mail Calendar People Tasks
"”ECMD Thursday, 22 September 2(
Octopus VF « Mon19  Tue20 Wed21 ThuZ2 Fri23
When: Health Optometry Student Login G

| Thu22/09/2016 ~| [430PM ~ |

Duration:

| 30 minutes - | I
1p

Attendess:

| Add attendees | 2p

2 REQUIRED O COMFLICTS

n Health Optometry Stude  3p
Free
Octopus VF DD3
*G OPT Lab Egpmt dc » | 4p
Free

a0 Ir
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* Click SEND

* Check your
email for
confirmation
of your new
booking time

6/02/2017

Edit a Booking

Event: Octopus VF

-1 P ET|

@ o CANCEL MEETING [-,;"3 SCHEDULING ASSISTANT

Feople Tasks

Location: DD3

Attendees: *G OPT Lab Eqpmt dd3.205 Visual field H5 Octopus
Start: Duration:
Thu 22/09/2016 - | | 430PM - 30 minutes
Show as: Reminder:
Busy - 15 minutes
Calendar:

How to book large instruments V6
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Cancelling a booking



Cancelling a booking

e |Left click on 19-25 September, 2016 Day Work week Week Mon

4 Aug2g-4 Sep5-1 Sep12-18 Sep19-25 Sep2b-2 Oct3-9 » Go to today (3] SHARE &% PRI

Ki
yo u r boo I n g 1% Monday 20 Tuesday 21 Wednesday 22 Thursday 23 Friday
L]

1p
2p
P inp

Octopus VF =

- ‘ Octopus VF DD3 He
Lp v

Health Optometry Student Logi
5p
Thu 22/09/2016 3:30 PM-4:00 PM

bp

# EDIT 3 CANCEL
- Declined 1
p
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Cancelling a booking

e Click CANCEL 19-25 September, 2016 Day Work week Week Mon

4 Aug2g-4 Sep5-1 Sepl2-18 Sep19-25 Sep2b-2 QOct3-9 » Go to today (3] SHARE & PRI

I I l tI l e po p u p 19 Monday 20 Tuesday 21 Wednesday 22 Thursday 23 Friday

ip
2p
" inf”

Octopus VF 2

D3 Octopus VF DD3 He
4p

Health Optometry Student Logi
3p
Thu 22/09/2016 3:30 PM-4:00 PM

6p

# ED|
- Decline
7p
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Cancelling a booking

Select YES
from the

popup

6/02/2017

Cancel meeting

Are you sure you want to cancel this meeting?

’ ave a chance to type a message to

attendees,

Back

Return to the event.

How to book large instruments V6
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Click Send
in the popup
window

6/02/2017

Can

celling a booking

ra

(2 Canceled: Octopus VF - Internet Explorer

¥ DISCARD 3 APPS  wes

This message hasn't been sent
Tor *G OPT Lab Egpmt dd3.205 Visual field HS Octopus

Cce

Subject: Canceled: Octopus VF

When: Thu 22/09/2016 4:30 PM-5:00 PM

Where: DD3
Calibi ~||12 ~| B I U = =

How to book large instruments V6
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Cancelling a booking

 The booking has
disappeared
from your

= Mail Calendar People Tasks Health Optometry Student Login ~ | f%
Calendar 19-25 SEptembeﬂ 2016 Day Work week Week Mo
4 Aug29-4 Sep5-11 Sep12-18 Sep13-25 Sep26-2 Qct3-9 » Go to today (3] SHARE =@ PF
19 Monday 20 Tuesday 21 Wednesday 22 Thursday 23 Friday
1p
2p
3p
ip

6/02/2017
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Help?

e Contact the tech team (Scott or Fiona) for help.
* We can give limited advice by email

* Request a time for a hands on demonstration



