The posted calendars for the IRIS conference rooms – Ingraham 206 & Ingraham 306 – can be accessed through your chosen Outlook calendar application and online @ https://iris.wisc.edu/rooms/.

Instructions: how to add your event to the Ingraham206 & Ingraham336 room calendars through the desktop Outlook application:

1) Make sure that you are in the calendars of the desktop Outlook client

2) Click on the “New appointment” option in the upper left-hand corner (or double-click on the day/time you wish to add an event); this will trigger a calendar event entry pop-up
[bookmark: _GoBack]
3) Make sure you are entering the event on your calendar (keyed to your NetID) and not entering your event directly to/as the room calendar

4) Click the “Invite Attendees” box; this will create a “To:” line in the event entry pop-up

5) On the “To” line start typing either “Ingraham206” or “Ingraham336” and select it when it pops up. This step is crucial as it is what will put the event on the respective calendar

6) In the “Subject” line type in how you would like the event to appear on the calendar

7) Set the day/dates and time for your event – the system will not allow for conflicts

8) Indicate whether you would like any email reminders

9) In the body of the message add any description you wish (this is entirely optional) – anything entered here will appear as part of the event listing when anyone clicks on the event on the calendar. You can provide a brief description, a link on to a relevant url/event listing on your website, etc. This should be kept brief but allows you to add anything you feel would be good to share with your audience beyond event title

10) Click “Send”

11) You can modify any/all of the events that you have added to the room calendars within your own calendar. When you select “Send” after completing your edits they will likewise be updated on the room calendar

12) In order to delete an event, you need to remove Ingraham206/Ingraham336 from your “Attendees” line (you do not need to remove it as a location) and “Send” the modified event. You will then be able to right click on the event and select “Delete” to remove it from your calendar (removing the room as an attendee removes the event from the room calendar)
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