On the Technology Usage Calendar, right click the date you want and select “New Meeting Request”,
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add yourself as a Required -> and the room or cart as a Resources ->.
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Then select the time you want, just remember to set the times as close to the period you will need as possible, if it over laps
another period you may keeping others from being able to use it.

If it is something you want to happen more than once, say every Tuesday in Feb you can use the Recurrence button to help
schedule it
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When your done, just click send you will get a message that replies can’t be tallied, that’s okay, and you should receive
a message like this.
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Hope this helps.



