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Searching For a Conference Room in Outlook

(This is One of the Steps in reserving a conference room in outlook)

In Outlook, click the Home Ribbon Tab, then click the Address Book button.

ﬁ S D search o @ = 0

File Home Send/Receve Folder View Help Acrobat

[~ Ll
e m = S Reply E ﬂ -\l; F @ Search People 1) I'I) [E] ﬁ]
F—Il p 3 D . i m%a x 20 L LS
B e B Dokto achive  DRVAL MDY gt quik  Move  Tags  Groups  H anslte Al Replywith  Submit
Email Iterpd ~ ’% v = Farward q:l v leams Steps ¥ v N N ? Filter Email ¥ Aloud ¥ Apps  Scheduling Poll  Email
gq Metw Delete Reespand Teams  Quick Steps [ Find Speich  Language  Apps FindTime  PhishNotify
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The Address Book Screen

The above action launches the Address Book window.

L] Address Book: Offline Global Address List — O X

File Edit Tools

search: @ All columns () Name only Address Book:

| - *® DFﬂine Global Address List - neeraja.deshpande i | Advanced Find

| Name Title Business Phone Location |
[Mandatory] FCS Introduction Training I

[Mandatory] RA 2/3 Meetings Copy
[OPTIONAL] FCS Discussion
[OPTIONAL] Field Informational Session
1:1 with Elsa

22 1095-BErrors
125th Parks Anniversary Planning Team
2023 DMAP Site Visit Schedule Tool
2024 Peshtigo Area FEC Recertification
2025 Computer Replacements
2025 DMAP site visits with Matt Esser
22HZ2 Upgrade Assistance

R 2622480337, WHS - WHS

R 2625215024, WHS - WHS

R 2626957800, DWD - DWD

L I e R e e
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The Global Address List (GAL)
From the Address Book dropdown, select Global Address List.

Ll Address Book: Global Address List — O X
File Edit Tools
‘ Search: OAII columns O MName only Address Book:
2 X
Name Title Business Phone Location
Mandatory] FCS Introduction Training I

[

[Mandatory] RA 2/3 Meetings Copy
[OPTIONAL] FCS Discussion
[OPTIONAL] Field Informational Session
1:1 with Elsa

22 1095-BErrors
125th Parks Anniversary Planning Team
2023 DMAP Site Visit Schedule Tool
2024 Peshtigo Area FEC Recertification
2025 Computer Replacements
2025 DMAP site visits with Matt Esser
22H2 Upgrade Assistance

R 2622480337, WHS - WHS

R 2625215024, WHS - WHS

Q 2626957800, DWD - DWD

L I e T TN R S T LSRN
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Searching the Global Address List

In the Global Address List (GAL) search for the conference room you need.

To search for a conference room, make sure you know one of the following details -
The building and the name/number of the conference room. A few examples listed below -

- DOACR112,
- DOACR 114,
- DOACR132,
- DOACRHill Farms,
- DOA CR Eau Claire,
- DOA CR Green Bay

The Conference Room email. A few examples listed below -

- DOACR112A@wisconsin.gov,

- DOACRHIillFarmsSOBN110seats32@wisconsin.gov,
- DOACRMIilwSOB98Seats15@wisconsin.gov

- DOACRWaukeshaSOB151Seats50@wisconsin.gov
- DOACRRIsserJusticeCenter144@wisconsin.gov

- DOACRGreenBaySOB152A@wisconsin.gov

For ease of reference, the conference room list is included at the conclusion of this document.
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Conference Room Search Examples in Outlook Address Book

Below are a few examples of searching for conference rooms using the Outlook Address book.

For searching conference room in the Outlook Address book, use keywords such as:

e DOACR

e DOACREau

e DOACRHIl

e DOA CR Milw
o E[tc.
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Conference Room Search Using Outlook Address Book: Example #1

Entering DOA CR Eau Claire in the Outlook Address Book search bar and clicking the search button (right arrow) displays all the conference rooms
at Eau Claire SOB.

[l Address Book: Search Results - Global Address List

= O >
File Edit Tools
Search: OAII columns ONameonIy Address Book:

DA CR Eau Claire

- 4 |Search Results - Global Address List B Advanced Find

Title Business Phone Location

Email Address Company Al
[ oA CR Eau Clalre SDB13‘I Seats 15

DDACF{EauCIalreSDm 31 @msconsm gmr
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Conference Room Search Using Outlook Address Book: Example #2

Entering DOA CR Hill Farms in the Outlook Address Book search bar and clicking the search button (right arrow) displays all the conference rooms at
Hill Farms SOB.

i} Address Book: Search Results - Global Address List = O = ]

File Edit Tools

Search: OAIIcqumns ONameonIy
DoA CR Hill Farms —+

Address Book:

o Search Results - Global Address List b

Advanced Find

Title Business Phone

Location

Email Address

Company

[ DoA CR Hill Farms SOB M 111 seats 10
[[] DoA CR Hill Farms SOBM 112 seats 12
[[] DoA CR Hill Farms SOB M 113 seats 10
[] DOA CR Hill Farms SOB N 114 seats 8

[] oA CR Hill Farms SOB N 115 seats 20
[] DA CR Hill Farms SOB M102 Seats 14
[] ooA CR Hill Farms SCOB N103 seats 10
[] DoA CR Hill Farms SOB N106 seats 26
[] oA CR Hill Farms SOB N107 seats 30
[ DOA CR Hill Farms SOB M108 seats 73
[[] DOA CR Hill Farms SOB M119 Seats 24
] DOA CR Hill Farms SOB MN122 Seats 10
] DoA CR Hill Farms SOB M123 Seats 10
] DoA CR Hill Farms SOB M124 Seats 12

[[] DOA CR Hill Farms SOB M133 Seats 28
[] oA CR Hill Farms SOB N134 Seats 28
[] DOA CR Hill Farms SOB 5107 Seats 16
[] DOA CR Hill Farms SOB 5108 Seats &

[] oA CR Hill Farms SOB 5137 Seats 14
[] oA CR Hill Farms SOB 5138 Seats 12
[ DOA CR Hill Farms SOB 5139 Seats 14
[ DOA CR Hill Farms SOB 5140 Seats 16
[ DOA CR Hill Farms SOB 5147 Seats 24
[ DOA CR Hill Farms SOB 5149 Seats 32
[] DOA CR Hill Farms SOB 5159 Seats 18

[[] DOA CR Hill Farms SOB M125 [Activity Roam)

Hill Farms 1st Floor
Hill Farms 1st Floor
Hill Farms 1st Floor
Hill Farms 1st Floor
Hill Farms 1st Floor
Hill Farms 1st Floor
Hill Farms 1st floor
Hill Farms 1st Floor
Hill Farms 1st Floor
Hill Farms 1st Floor
Hill Farms 1st Floor
Hill Farms 1st Floor
Hill Farms 1st Floor
Hill Farms 1st Floor
Hill Farms 506

Hill Farms 1st Floor
Hill Farms 1st Floor
Hill Farms 1st Floor
Hill Farms 1st Floor
Hill Farms 1st Floor
Hill Farms 1st Floor
Hill Farms 1st Floor
Hill Farms 1st Floor
Hill Farms 1st Floor
Hill Farms 1st Floor
Hill Farms 1st Floor

IFarms5CBM1

DOACRHIIFarmsSOBM111seats10@wisconsin.gow
DOACRHIlIFarmsSOBMN112seats12@wisconsin.gov
DOACRHIllFarmsSOBM113seats10@wisconsin.gov
DOACRHIllFarmsSOBMN114seatsB@wisconsin.gov
DOACRHIllFarmsSOBM115seats20@wisconsin.gov
DOACRHillFarmsM1025eats 14@wisconsin.gov
DOACRHINIFarmsSOBEM103seats10@wisconsin.gow
DO ACRHIlNIFarmsSOEBEM106seats26@wisconsin.gow
DOACRHIlNIFarmsSOBM 107 seats30@wisconsin.gow
DOACRHINIFarmsSOBM108seats72@wisconsin.gow
DOACRHIlNIFarmsSOBM1195eats 24 @ wisconsin.gow
DOACRHIlNIFarmsSOBM1225eats 10@wisconsin.gow
DOACRHIlIFarmsSOBM1235eats 10@wisconsin.gow
DOACRHIlIFarmsSOBM1245eats 12@wisconsin.gow
DOACRHIllFarmsSOBMN125@wisconsin.gov
DOACRHIllFarmsSOBN1335eats28@wisconsin.gov
DOACRHIllFarmsSOBN1345eats 28 @wisconsin.gov
DOACRHIllFarmsSOB51075eats16@wisconsin.gov
DOACRHIlNIFarmsSOEBS1085eatse@wisconsin.gov
DO ACRHIlNIFarmsSOES1375eats 14@wisconsin. gov
DOACRHIlIIFarmsSOEBS1385eats12@wisconsin.gov
DOACRHIlIIFarmsSOEBS1395eats14@wisconsin.gov
DOACRHIlNIFarmsSOBS51405eats16@wisconsin.gov
DOACRHIllFarmsSOBS147Seats24@wisconsin.gov
DOACRHIlIFarmsSOB51495eats32@wisconsin. gov
DOACRHIlIFarmsSOB51595eats18@wisconsin.gov
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Conference Room Search Using Outlook Address Book: Example #3
Entering DOA CR 114 in the Outlook Address Book search bar and clicking the search button (right arrow) displays the conference room

114 Yahara at the Administration Building.

[ Address Book: Search Results - Global Address List = O =
File Edit Tools
Search: oml columns C:IName on Address Book:
DA CR 114 - 4 |Search Results - Global Address List L Advanced Find
| Mame Title Business Phone Location Email Address Company Alias
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Reserving a Conference Room in Outlook — Method 1

Based on the search results, please note the name of the conference room you wish to book. Then, create a meeting in Outlook using the name or
email of that conference room in the “To’ field. This meeting serves as a request to reserve the selected conference room.

Here is a step — by — step version:

- |ldentify the conference room from the search results

- Note its name.

- Create an Outlook meeting and enter the conference room name or email in the “Required” field.

- Typing the conference room name in the Outlook email “Required” field prompts Outlook to automatically fill in the conference room email.
- Enter the date and Time for the confirmation room reservation request.

- Click the ‘Send’ button.

This meeting acts as a reservation request for that conference room.
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Conference Room Reservation Request in Outlook: Example #1

The example below displays a conference room reservation request for the DOA CR 112. The name/email of the conference room has been entered
in the “Required” (or “To”) field. The Start and End Times (conference room reservation duration) have also been entered.

Click the ‘Send’ button — The meeting request will be accepted or declined depending on the conference rooms' availability.

File Meeting  Scheduling Assistant  Insert  Format Text  Review  Help

m Calendar @ $ m _’_:;J: ,Pr:“"\_,% (_g: ESHDWAS: ||:| Busy V.l O

Delete S Forward Slq,rFlE Tea_ms Send to C.anclel Address Check Respnnse g Reminder: |3 hours V| Recurrence
Meeting Meeting ~ OneMote | Invitation Book Mames Options ~ —_
Actions Skype Meeting Teams Meeting OneMote Attendees Options
@Ynu haven't sent this meeting invitation yet,
This appointment conflicts with another one on your calendar.
= Title Test Meeting -1 ( Conference Room Reservation request at DOA CR 112)
send ‘ Required | DOA CR 112 A/B Wisconsin (Seats 38-45)  appriemmy
‘ Opticnal |
Start time Tue 9/2/2025 E 10:00 AM - @I day [ @ Tirne zones
End time Tue 8/2/2023 ] 1100 AM - ﬂake Recurring

. DOA CR 112 A/B Wisconsin (Seats 38-45)_
Location
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Reserving a Conference Room in Outlook — Method 2

Navigate to the Outlook calendar to schedule a meeting.

GO

‘ ~ File Home

M S
Bm

Email Items v

Qo\ New

Page 12 of 21

/O Search

Send / Receive  Folder

S
5~

Qv

@[ -

Delete Archive

Delete

View Help Acrobat

Sreply  [F
«-J Reply Al l'_lm Y Shareto Quick

—> Foward Lfjv  Teams Steps v
Respond Teams  Quick Steps Ty

Move

W

W 4 0

Tags

W

Groups

W

|Search People

@ Address Book
? Filter Email ¥

Find

N

Read
Aloud

Speech

Tre
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Select the day/date in Outlook, right-click, then select “New Meeting Request”.

=1

l=-—%
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v

oo
e

File

Home

Send / Receive

September 2025

s MO TU WE TH

31
7
14
21
28

sU

12
19
26

1
8
15
22
20

rO

13
20
27

2 3 4
g 10 M1
16 17 18
23 24 325
30
October 2025
T WE TH
1 2
7 a8 9
14 15 16
21 22 23
28 29 30
4 5 &
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Help

October 2025

Monday

Tuesday
30

El Mew Appointment

Mew All Day Event

ﬁ Mew Meeting Reguest ¢

@ Mew Recurring Appaintment
Mew Recurring Event
11:00 Mew Recurring Meeting
Live; |
Go to Date...
&N Color >

Calendar Options...

12 @} View Settings...




Below is a screenshot of the new meeting request. Pick the desired time for the conference room reservation. In Outlook, clicking the ‘Required’ field
within the meeting window opens the Address Book. Make sure the Global Address List is selected in the Address Book field.

File Meeting  Scheduling Assistant  Insert  Format Text  Review  Help
= oz ([} E| Private
Calendar @ * [’ ﬁ ’_‘Q ’EI Show As: Bus v Y 1
i 28 EH Qs Eow o O e 0 9 b O

Delete 5 Forward  ~ Skype Teams Send to Cancel Address Check Response l:l Reminder: ‘3 hours Vl Recurrence = Categorize - 'gh importance Dictate All Immersive New

Meeting Meeting ~ OneMNote  Invitation Book Mares Options ~ ’ e J] Low Impaortance Apps Reader Scheduling Poll
Actions Skype Meeting Teams Meeting OneMote Attendees Options Tags Voice Apps Immersive Find Time
@‘r’au haven't sent this meeting invitation yet.
Select Attendees and Resources: Global Address List
E’ Title Search: OAH(qumﬂs ONameanIy Address Book:
- Advanced Find
send | Required |¢
9 | Mame Title Business Phone Location Email Address Company Alias
| Opticnal | [Mandatory] FCS Introduction Training MandatoryFCSIntroductionTr. MandatoryFCSIn. I

i [Mandatory] RA 2/3 Meetings Copy MandatoryRAZ3MeetingsCop... MandatoryRA23.,
Start time Mon 9/28/2025 El 30 AM — Oa [OPTIONAL] FCS Discussion OPTIONALFCSDiscussion@wi... OPTIONALFCSD.,
[OPTIONAL] Field Informational Session OPTIONALFieldinformational... OPTIONALFieldl...

End time Mon 9/29/2025 El 11:00 AM = o 1:1 with Elsa TwithElsa@wisconsin.gov T1withElsa

& 1095-BErrors 1095-BErrors@wisconsin.gov 1095-BErrors

125th Parks Anniversary Planning Team DMNRTEAMPR125THPARKSAMM.., DMRTEAMPR125.,
Location 2023 DMAP Site Visit Schedule Tool DMAPSiteVisitscheduler@wi DMAPSiteVisitSc.,
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2024 Peshtigo Area FEC Recertification
2025 Computer Replacements
2025 DMAP site visits with Matt Esser
22H2 Upgrade Assistance
2 2622480337, WHS - WHS
2 2625215024, WHS - WHS
R 2626957800, DWD - DWD
0 2626957804, DWD - DWD
5234ca1184-c0cf48fe-Bacd-fifSb14cc34c
R 4142274696, DOA - DOA

2024PeshtigoAreaFECRecertif,
2025ComputerReplacements...

2025DMAPsitevisitswithMattE. .
22H2UpgradeAssistance @wis...
whs.2622480337 @wisconsin...
whs.2625215024 @wisconsin...
DWD.2626957800@ dwd.wisC...
DWD.2626957804@ dwd.wisC...
Wanda.Anthony@wisconsin....
d0a 4142274696 @wisconsin..,

2024Peshtigoér...
2025ComputerR..
2025DMAPsitevi...
22H2Upgradeds..
whs.2622480337
whs.2625215024
DWD.2626957300
DWD.2626957304
‘Wanda.Anthony
doa. 4142274696

0 4148975777, DNR - DNR dnr.4148975777@wisconsin.. T Tel dnr.4148975777
50/50 BFS & DMVCC Interviews S5050BFSDMVCCInterviews@... 5050BFSDMWVCCI..
50/50 DMVCC & BFS Interview S050DMVCCEFSInterview@wi... S050DMVCCEFSI.,
50/50 DMVCC-BFS Interviews S050DMVCCEFSInterviews@... S050DMVCCEFSI.,
Required
Optional

Resources
oK Cancel




Type DOA CR Hill Farms, for example, then click search (right arrow). This displays all the conference rooms at Hill Farms SOB.

File Meeting  Scheduling Assistant  Insert  Format Text  Review Help

? Q a— 'SR OO S Private
O o— . -
m Calendar @ % [’ % Q& ESthAs. H:‘ Busy | b 0O o . Lr]) <|J:' ED]
- igh Importance
Delete 5 Forward v Slq,rFle Taa.m; Send to C.anc.el Address Check Res!;lonsa Q Reminder: |3 hours V| Recurrence  Categorize Dictate All Immersive Ne.w
Meeting Meeting OneMote  Invitation Book MNames Options v — ~ \l/ Low Importance Apps Reader Scheduling Poll
Actions Skype Meeting Teams Meeting OneMote Attendees Options Tags Voice Apps Immersive Find Time

@You haven't sent this meeting invitation yet.

S ees an *
% Title Search: OAII columns OName anly Address Book:
E{Z2e= DOA CR Hill Farms = | % |Search Results - Global Address List «|  Advanced Find
send | Required |
q | Mame Title Business Phone Location Email Address Company Alias
| Optional | ) y
[] DOA CR Hill Farms SOB M 112 seats 12 Hill Farms 1st Fl... DOACRHillFarmsSOBM112sea... DOACRHIlIFarms,
Start time Mon 9/29/2025 E 9:30 AM = Oa [] DOA CR Hill Farms SOB M 113 seats 10 Hill Farms 1st Fl... DOACRHillFarmsSOBM113sea... DOACRHIlIFarms,
[] DOA CR Hill Farms SOB M 114 seats 8 Hill Farms 1st Fl... DOACRHillFarmsSOBM114sea... DOACRHIlIFarms,
End time Mon 9/28/2025 ﬁ 11:00 AM = sy [] DOA CR Hill Farms SOB M 115 seats 20 Hill Farms 1st Fl... DOACRHillFarmsSOBM115s5ea... DOACRHIlIFarms,
[] DOA CR Hill Farms SOB N102 Seats 14 Hill Farms 1st Fl... DOACRHillFarmsM1025eats14... DOACRHIlIFarms,
— [] DOA CR Hill Farms SOB N103 seats 10 Hill Farms 1st fl..., DOACRHillFarmsSOBM103sea... DOACRHIllIFarms,
Location [] DOA CR Hill Farms SOB N106 seats 26 Hill Farms 1st Fl... DOACRHillFarmsS0BMN106sea... DOACRHIlIFarms,
. | DOA CR Hill Farms SOB N107 seats 30 Hill Farms 1st Fl... DOACRHIilIFarmsS0BM107sea... DOACRHIIFarms, i
[] DOA CR Hill Farms SOB N103 seats 78 Hill Farms 1st Fl... DOACRHIilIFarms50BM108sea... DOACRHIlIFarms,
“E DOA CR Hill Farms SOB N119 Seats 24 Hill Farms 1st Fl... DOACRHillFarmsSOBN1195¢a... DOACRHIlIFarms,
[] DOA CR Hill Farms SOB N122 Seats 10 Hill Farms 1st Fl... DOACRHillFarmsSOBN1225¢a... DOACRHIlIFarms,
[] DOA CR Hill Farms SOB N123 Seats 10 Hill Farms 1st Fl... DOACRHillFarmsSOBM1235¢a... DOACRHIlIFarms,
[] DOA CR Hill Farms SOB N124 Seats 12 Hill Farms 1st Fl... DOACRHillFarmsSOBM1245¢a... DOACRHIlIFarms,
[] DOA CR Hill Farms SOB N125 (Activity Room) Hill Farms SOB  DOACRHillFarmsSOBN125@w... DOACRHIlIFarms,
[] DOA CR Hill Farms SOB M133 Seats 28 Hill Farms 1st Fl... DOACRHillFarmsS0BM1335¢a... DOACRHIlIFarms,
[] DOA CR Hill Farms SOB N134 Seats 28 Hill Farms 1st Fl... DOACRHillFarms50BMN1345ea... DOACRHIlIFarms,
[] DOA CR Hill Farms SOB 5107 Seats 16 Hill Farms 1st Fl... DOACRHillFarms50B51075eat... DOACRHIlIFarms,
[] DOA CR Hill Farms SOEB 5108 Seats 6 Hill Farms 1st Fl... DOACRHIillFarms50B51085¢eat. DOACRHIIFarms,
[] DOA CR Hill Farms SOEB 5137 Seats 14 Hill Farms 1st Fl... DOACRHIillFarms50B51375¢eat. DOACRHIlIFarms,
[] DOA CR Hill Farms SOB 5138 Seats 12 Hill Farms 1st Fl... DOACRHillFarmsS0B51385eat... DOACRHIlIFarms,
[] DOA CR Hill Farms SOB 5139 Seats 14 Hill Farms 1st Fl... DOACRHillFarmsS0B51395eat... DOACRHIlIFarms,
Optional
Resources
OK Cancel
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From the list of Hill Farms conference rooms, select/highlight this conference room - DOA CR Hill Farms SOB N119 Seats 24 (For this example, we

will assume this conference room is being booked).

File Meeting  Scheduling Assistant  Insert  Format Text
.
m Calendar @ * m
Delete > Forward  ~ Skype Tea.ms Send to
Meeting Meeting ~ OneMote
Actions Skype Meeting Teams Meeting OneMote
(i) You haven't sent this meeting invitation yet.
B, Title
send | Required |
| Optional |
Start time Mon 9/29/2025 || %304aM
End time Mon 9/29/2025 =] 1n00AM
Location
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Review  Help
'_‘Q a= Show As: Bus: JoY BE & private O "
X 2 & = (I om o & e Ed]]
Cancel Address Check Response g Reminder: |3 hours V'| Recurrence = Categorize - 'gh importance Dictate All Immersive MNew
Invitation Book Mames Options ~ "L / ~ \L Low Importance Apps Reader Scheduling Pall
Attendees Options Tags Voice Apps Immersive Find Time
Select Attendees and Rescurces: Search Results - Global Address List
Search: OAII columns OName only Address Book:
- |DOA CR Hill Farms =+ | X Search Results - Global Address List ~ Advanced Find
| Mame Title Business Phone Location Email Address Company Alias
[] DOA CR Hill Farms SOB M 110 seats 32 Hill Farms 1st Fl... DOACRHillFarmsSOBN110sea... DOACRHIllFarms,
[] DOA CR Hill Farms SOB M 111 seats 10 Hill Farms 1st Fl... DOACRHillFarmsSOBN111sea... DOACRHIllFarms,
~ |[] DOA CR Hill Farms SOB N 112 seats 12 Hill Farms 1st Fl... DOACRHillFarmsSOBN1125ea... DOACRHIllFarms,
— o - [] DOA CR Hill Farms SOB M 113 seats 10 Hill Farms 1st Fl... DOACRHillFarmsSOBN113sea... DOACRHIllFarms,
[] DOA CR Hill Farms SOB M 114 seats 8 Hill Farms 1st Fl... DOACRHillFarmsSOBN114sea... DOACRHIllFarms,
— Of [] DOA CR Hill Farms SOB M 115 seats 20 Hill Farms 1st Fl... DOACRHillFarmsSOBN1155¢ea... DOACRHIllFarms,

[] DOA CR Hill Farms SOB M102 Seats 14
[] DOA CR Hill Farms SOB N103 seats 10
[] DOA CR Hill Farms SOB N106 seats 26
—|[] DOA CR Hill Farms SOB N107 seats 30
[] DOA CR Hill Farms SOB N108 seats 78

[] DOA CR Hill Farms SOB M122 Seats 10
[] DOA CR Hill Farms SOB M123 Seats 10
[] DOA CR Hill Farms SOB M124 Seats 12
[] DOA CR Hill Farms SOB N125 [Activity Room]
[] DOA CR Hill Farms SOB M133 Seats 28

[] DOA CR Hill Farms SOB M134 Seats 28

[] DOA CR Hill Farms SOB 5107 Seats 16

[] DOA CR Hill Farms SOB 5108 Seats &

[] DOA CR Hill Farms SOB 5137 Seats 14

[] DOA CR Hill Farms SOB 5138 Seats 12

[] DOA CR Hill Farms SOB 5139 Seats 14

Hill Farms 1st Fl...
Hill Farms 1st fl...
Hill Farms 1st Fl...
Hill Farms 1st Fl...
Hill Farms 1st Fl...

Hill Farms 1st Fl...
Hill Farms 1st Fl...
Hill Farms 1st Fl...

Hill Farms 50B

Hill Farms 1st Fl...
Hill Farms 1st Fl...
Hill Farms 1st Fl...
Hill Farms 1st Fl...
Hill Farms 1st Fl...
Hill Farms 1st Fl...
Hill Farms 1st Fl...

DOACRHIllFarmsM1025eats14...
DOACRHIllFarmsS0BN103sea...
DOACRHIllFarmsS0BN1065ea...
DOACRHIllFarmsSOBN107sea...
DOACRHIllFarmsS0BN108sea...

DOACRHIlIFarmsSOBMN1225¢ea...
DOACRHIllFarmsSOBMN1235¢ea...
DOACRHIlIFarmsSOBM1245¢ea...
DOACRHIlIFarmsSOBN125@w...
DOACRHIlIFarmsSOBM1335¢ea...
DOACRHIlIFarmsSOBM1345¢ea...
DOACRHIlIFarmsSOBS1075eat...
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Double-click on the selected conference room - DOA CR Hill Farms SOB N119 Seats 24. Then, click OK.
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By doing so, Outlook automatically populates the ‘Required’ field (within the Outlook meeting window) with the conference room email address. The
meeting request is thus created. This example meeting request is to reserve the conference room on the designated date and time.

Click the ‘Send’ button. The meeting request will be accepted or declined depending on the conference room’s availability.

E ";’ (= ~  Test Meeting -2 [ Conference Room Reservation at - Meeting £ search

File Meeting  Scheduling Assistant  Insert  Format Text  Rewview  Help

m FZ] Calendar @ $ m EJ( ;8, E = Show As: ||:| Busy V'l O EE

Delete S Forward  ~ SIc_n,fFlE Tea_ms Send to C.anc.el Address Check Res!:lu:unse l:l Reminder: |3 hours ”l Recurrence  Categorize
Meeting Meeting ~ OneMote | Invitation Book MNames Options ~ e -
Actions Skype Meeting Teams Meeting' OneMote Attendees Options

@You haven't sent this meeting invitation yet.

B | et Test Meeting -2 ( Conference Room Reservation Request for DOA CR Hill Farms SOB N119)

Send

| Required ‘ DOA CR Hill Farrs SOB NT19 Seats 24 pppmmmtemmmy

| Optional ‘

Start time Mon 9.-"29.1'2{)25 E 30 AM - @ da'}r D @ Time zones
End time Mon 9;29.-“’2{:'25 E 11:00 AM - &E Recurring

. DOA CR Hill Farms SOB M119 Seats 24
Location
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Conference Rooms and Equipment (DOA Locations)

Building Existing Equipment Outlook Email for Reservation Room Size Comments

DOA Admin Building

112 Wisconsin Room Poly Studio, TV DOACR112A@wisconsin.gov Large 17-49

114 Yahara Poly Studio, TV DOACR114Yahara@wisconsin.gov Large 17-49

132 Pecatonica Poly Studio, TV DOACR132Pecatonica@wisconsin.gov Medium 9-16

136 St. Croix Poly Studio, TV DOACR136StCroix@wisconsin.gov Large 17-49

Hill Farms (1st Floor) Existing Equipment Outlook Email for Reservation Room Size Comments

N110 Poly Studio, TV DOACRHiIllFarmsSOBN110seats32@wisconsin.gov Large 17-49

N111 Poly Studio, TV DOACRHIllFarmsSOBN111seats10@wisconsin.gov Medium 9-16

N112 Poly Studio, TV DOACRHIllFarmsSOBN112seats12@wisconsin.gov Medium 9-16

N113 Poly Studio, TV DOACRHIllFarmsSOBN113seats10@wisconsin.gov Medium 9-16

N114 Poly Studio, TV DOACRHIllFarmsSOBN114seats8@wisconsin.gov Small 4-8

N115 Poly Studio, TV DOACRHIllFarmsSOBN115seats20@wisconsin.gov Large 17-49

N102 Poly Studio, TV DOACRHIllFarmsSOBN102Seats14@wisconsin.gov Medium 9-16

N103 Poly Studio, TV DOACRHIllFarmsSOBN103seats10@wisconsin.gov Medium 9-16

N106 Poly Studio, TV DOACRHIllFarmsSOBN106seats26@wisconsin.gov Large 17-49

N107 Poly Studio, TV DOACRHiIllFarmsSOBN107seats30@wisconsin.gov Large 17-49

N108 Poly Studio, TV (gty 3) DOACRHiIllFarmsSOBN108seats78@wisconsin.gov X-large 50+

N119 Poly Studio, TV DOACRHiIllFarmsSOBN119Seats24@wisconsin.gov Large 17-49

N122 Poly Studio, TV DOACRHiIllFarmsSOBN122Seats10@wisconsin.gov Medium 9-16

N123 Poly Studio, TV DOACRHiIllFarmsSOBN123Seats10@wisconsin.gov Medium 9-16

N124 Poly Studio, TV DOACRHiIllFarmsSOBN124Seats12@wisconsin.gov Medium 9-16

N133 Poly Studio, TV DOACRHiIllFarmsSOBN133Seats28@wisconsin.gov Large 17-49 Divider to separate into
smaller rooms
N133/N134

N134 Poly Studio, TV DOACRHIllFarmsSOBN134Seats28@wisconsin.gov Large 17-49 Divider to separate into
smaller rooms
N133/N134

S107 Projector, Poly Studio, TV DOACRHIllFarmsSOBS107Seats16@wisconsin.gov Medium 9-16
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S108 Poly Studio, TV DOACRHIllFarmsSOBS108Seats6@wisconsin.gov Small 4-8
S137 Poly Studio, TV DOACRHIllFarmsSOBS137Seats14@wisconsin.gov Medium 9-16
S138 Poly Studio, TV DOACRHIllFarmsSOBS138Seats12@wisconsin.gov Medium 9-16
S139 Poly Studio, TV DOACRHIllFarmsSOBS139Seats14@wisconsin.gov Medium 9-16
S140 Poly Studio, TV DOACRHiIllFarmsSOBS140Seats16@wisconsin.gov Medium 9-16
S141 Poly Studio, TV DOACRHIllFarmsSOBS141Seats16@wisconsin.gov Medium 9-16
S147 Poly Studio, TV DOACRHiIllFarmsSOBS147Seats24@wisconsin.gov Large 17-49
S149 Projector, Poly Studio, TV DOACRHiIllFarmsSOBS149Seats32@wisconsin.gov Large 17-49
S159 Poly Studio, TV DOACRHIllFarmsSOBS159Seats18@wisconsin.gov Large 17-49
S203 - Hoteling Suite 86" Monitor, Speakers, Mic, Large 17-49
Controller, PTZ Camera
Eau Claire Existing Equipment Outlook Email for Reservation Room Size Comments
CR 129 Poly Studio, TV DOACREauClaireSOB129@wisconsin.gov Large 17-49
CR 131 Poly Studio, TV DOACREauClaireSOB131@wisconsin.gov Medium 9-16
GEF3 Existing Equipment Room Size Comments
P9 Poly Studio, TV Small 4-8 Under construction
P10 Poly Studio, TV Medium 9-16 Under construction
P41 Poly Studio, TV Large 17-49 DPl equipment is
currently in the room
Green Bay Existing Equipment Outlook Email for Reservation Room Size Comments
CR152A Screen, Conference phone, DOACRGreenBaySOB152A@wisconsin.gov Large 17-49
Podium w/limited audio
CR152B Portable screen DOACRGreenBaySOB152B@wisconsin.gov Medium 9-16 No solid walls - has
portable equipment
CR618 Poly Studio, TV DOACRGreenBaySOB618@wisconsin.gov Medium 9-16
MSOB Existing Equipment Outlook Email for Reservation Room Size Comments
Room 40 Poly Studio, TV DOACRMIilwSOB@wisconsin.gov Large 17-49
Room 45 Poly Studio, TV DOACRMIilwSOB45@wisconsin.gov Large 17-49
Room 98 Poly Studio, TV DOACRMIilwSOB98Seats15@wisconsin.gov Medium 9-16
Room 99 Poly Studio, TV DOACRMIilwSOB99Seats4@wisconsin.gov Small 4-8
Gov Conf 567 HP Monitor on stand, WAP Small 4-8
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La Crosse Existing Equipment Outlook Email for Reservation Room Size Comments
CR B-20 Poly Studio, TV DOACRLaCrosseSOBB-20@wisconsin.gov Large 17-49
CRB-19 Poly Studio, TV DOACRLaCrosseSOBB-19@wisconsin.gov Large 17-49
Risser Justice Center Existing Equipment Outlook Email for Reservation Room Size Comments
Conference 144 Poly Studio, TV DOACRRisserjusticeCenter144@wisconsin.gov Large 17-49
Conference 150 Projector, Poly Studio, TV DOACRRisserJusticeCenter150@wisconsin.gov Large 17-49
Tommy G. Thompson Existing Equipment Room Size Comments
Room 117 Poly Studio, TV DOACRTGThompsonCtr117Seats20@wisconsin.gov Large 17-49 Divider to separate into
smaller rooms

Room 121 Projector, speakers, Control DOACRTGThompsonCtr121Seats100@wisconsin.gov X-large 50+

Panel, Poly Studio
Waukesha Existing Equipment Outlook Email for Reservation Room Size Comments
CR117 Poly Studio, TV DOACRWaukeshaSOB117Seats12@wisconsin.gov Medium 9-16
CR 162 Poly Studio, TV DOACRWaukeshaSOB162Seats15@wisconsin.gov Medium 9-16
CR 153 AV cart with monitor, WAP DOACRWaukeshaSOB153Seats15@wisconsin.gov Medium 9-16
CR 151 Podium w/Speaker, Spider DOACRWaukeshaSOB151Seats50@wisconsin.gov Large 17-49

Phone, WAP
CR247A Poly Studio, TV DOACRWaukeshaSOB247ASeats12@wisconsin.gov Medium 9-16
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