How to Add a SPACES Room to Your Outlook Calendar

e Open Chrome or Firefox
e Go to http://spaces.samford.edu
e C(Click the “Sign In” link in the top right hand corner

# Home | | ] Events

ATTENTION: If you receive an error message when you try to log in, clear the cache in your browser and try again. If 1elp with this process, please
contact the Service Desk at extension 2662.

Welcome to SPACES, Samford's Planning and Calendaring Event System. Please sign in using the link in the top right corner.

See our event planning page for more information about planning your event on Samford’s campus. Click here for a list of building coordinator contacts
across campus.

SPACES works with Firefox and Chrome. If you are using Internet Explorer, you will encounter issues and your event may not save properly. Please contact
the Technology Services Help Desk at x2662 for assistance installing a new browser.

e Sign in using your Samford ID and password

Username: |tcknox Fargot your Passv

Password: m

Sign In

ord.

and pass

e Once you're sign in, look for the “Quick Search” box on the Home tab
e C(lick in the box that says “Search Locations”

o Type the name and number of the room you want to add to Outlook
e (Click “Go”
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http://spaces.samford.edu/

How to Add a SPACES Room to Your Outlook Calendar
e Click on the room name in the search results

Welcome, Knox, Chez Preferences

_ﬂ""",, SAMFORD UMIVERSITY

# Home Er Event Wizard ] Events W Locations & Resources e_,, Organizations Tasks E1 Reports ((l' Publisher

Search For Locations | | Pre-Defined Location Searches | | Advanced Location Search

' Search For Locations

Search by Keyword: |Erooks 305 | GO | More Search Opti

List

Choose Visible Columns E3 l

Name - al Name Categories Features

305 Connection, Phone, Podium - Portable (Lecturn), Printer, Projector / Ceiling-mounte

‘ B’ 12{ W BROOK uter Computer / Presentation, Computer Workstations / Pc, Floor - Carpet, Laptop Vga ¢

e Click the “Actions” menu
e Choose “Subscribe to Events in this Location”

Welcome, Knox, Chez Preferences Sign Out Today is Wed A

& SPACES
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& Home Q Event Wizard ] Events W Locations & Resources e_,, Organizations Tasks B Reports ((l' Publisher

Search For Locations | | Pre-Defined Location Searches | | Advanced Location Search | | BROOK 305

' BROOK 305 (Brooks Hall Training Room / Computer Lab 305)

Calendar

Wed Apr 29 2015 — Tue May 05 2015

St d (R fi St d?
Sunday Monday Tuesday Wednesday Y starred (Remove from Starred?)
m 27 28 B’ Create an Event in this Location
Q Q Q B, I:(I- Send Events in this Location to the 25Live Publisher
[ Print a Report for this Location 3
"_J Subscribe to Events in this Location L\\,
3 4 5 ':‘ Make "Calendar" my default view when loading individual Locations
& 1:00e - 2:00 Dr & g g
SPACES Hands on Training
Session

F.g

e The box below will pop up
e Click the green iCal button

Options: BROOK 305

Subscribe with a web-based news reader:

[+] Gougle B My vaico!| B netvibes
- N
BN view Atom feed

cribe with a web-based calendar:

m View iCal feed

may create a new calendar instead of adding these events to your
id this, use Qutlook's File = Import option instead.

g3
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How to Add a SPACES Room to Your Outlook Calendar
e The box below may pop up

e Click “Launch Application”

External Protocol Request

Google Chrome needs to launch an external application to handle webcal:
links. The link requested is web<al://spaces.samford.edu/25live/data/run/
rm_reservations.ics?space_id=43078istart_dt=-308end_dt=
+180&session_id=48744254-4CCE-4F08-9C9F-
E33F386BBE35&options=standard.

The following application will be launched if you accept this request:

"C:\PROGRA ~ 2\MICROS ~1\Office 1SN\OUTLOOK.EXE" /share "//
spaces.samford.edu/25live/data/run/rm_reservations.ics?
space_id=43078&start_dt=-308tend_dt=
+1B0&session_id=48744254-4CCE-4F08-9CIF-
E33F386BBE35&options=standard”

If you did not initiate this request, it may represent an attempted attack on
your system. Unless you tock an explicit acticon to initiate this request, you
sheuld press Do Mathing,

+| Remember my chaice for all links of this typa.

Launch Application Do Mothing
e The box below will pop up
e Click “Yes”
Microsoft Outlook @

e Add this Internet Calendar to Qutlook and subscribe to
3:13 updates?

http://spaces.samford.edu/25live/data/run/rm_reservatio
ns.ics?space_id=4307 &start_dt=-30&end_dt=
+180&session_id=4B744254 4CCB-4F0§-9C9F-
E33F386EBE3S&woptions=standard

To configure this Intepget Calendar, click Advanced.

Yes ] [ Mo

e You should now have a calendar called “Untitled” in Outlook

« [/] My Calendars

/| Calendar

4[| Other Calendars

+| Untitled
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How to Add a SPACES Room to Your Outlook Calendar

e Right mouse click on “Untitled” and choose “Rename Calendar”

21 22 23 24 35

EE Open in New Window
FE| Mew Calendar...

Hide This Calendar
IE Qverlay

w+  Color

1 PRename Calendar

Copy Calendar
Move Calendar

» Delete Calendar

Move Up
Move Down
Share 4

Properties...

e Rename the room something more meaningful to you

4[| My Calendars
+| Calendar

4[| Other Calendars
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