How to schedule a Conference Bridge using Outlook

[bookmark: _GoBack]All conference bridges are scheduled following the directions below.

PW, Conference Bridge 1
PW, Conference Bridge 2
PW, Conference Bridge 3
PW, Conference Bridge 4
PW, Conference Bridge 5
PW, Conference Bridge 11 – OMAP gets Priority
PW, Conference Bridge 12 – OMAP gets Priority

· Open Outlook.
· Click on the down arrow by the “New” button on the top left corner.
· Click on Meeting Request.
· Click on the “TO” button.
· Type in the conference bridge names (above) that you are looking to schedule in the global address book.  You can view the availability of all bridges at the same time.
· Once you find the bridge name in the global address book, add them in as a resource.
· Click “ok”.
· Click on the scheduling tab.  (This is where you view the availability of each bridge).  
· Go to the date/time you want to schedule the bridge.  Blue means unavailable.  If a color isn’t showing it’s available for scheduling and use.
· Find the bridge you want to schedule and make sure all other bridges are erased from your request.  (If they aren’t, an e-mail will be sent to each inbox of each bridge calendar).
· Click on the “appointment” tab.  (Make sure your name and phone number is in the subject line of the request).
· Click on “send”.

Your request will then be sent to that bridges calendar inbox.  You will receive an “Acceptance” or a “Decline” based on the bridge’s availability.
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How to cancel a Conference Bridge using Outlook

All six conference bridges are cancelled following the directions below.


· Open Outlook.
· Click on your calendar (or the individuals calendar you set the appointment up on behalf of) under the folders list to the left under Outlook today.
· Go to the date/time of the appointment you want to cancel on your calendar.
· Double click on the appointment.  The appointment should open up and allow you to make changes.
· Once the appointment is open, click on actions on the top toolbar and click on cancel meeting.
· At this point you will be given two options.  1. Send cancellation and delete meeting.  2. Delete without sending a cancellations.  ALWAYS choose send cancellation and delete meeting.
· Click on send.


A cancellation will then be send to the conference bridge that was originally scheduled.  You will not receive notification that the bridge was indeed cancelled.  We automatically remove it from the calendar based on your request to cancel.
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How to update (change date/time) a Conference Bridge using Outlook

All six conference bridges are updated following the directions below.


· Open Outlook.
· Click on your calendar (or the individuals calendar you set the appointment up on behalf of) under the folders list to the left under Outlook today.
· Go to the date/time of the appointment you want to update on your calendar.
· Double click on the appointment.  The appointment should open up and allow you to make changes.
· If the appointment you want to update is a one time appointment, it will just open up.  You can then make the necessary changes.  Please note that you may need to check the availability of the other 5 bridges as the one you originally requested may not be available for the updated time.
· If the appointment you want to update is a reoccurring appointment, you will need to choose one of the following.  1. Open this occurrence.  2. Open the series.  You will choose which option you want to update, either one specific date/time of the series or all of the dates/times of the series.
· After making the necessary changes, click on send update on the toolbar above.

An updated request will then be sent to the conference bridge that is available for your new date/time.  You will receive an “Acceptance” or a “Decline” based on the bridge’s availability.

Please note that if the original bridge you scheduled (before making updates) is not available and you choose to schedule a different bridge; the original bridge will receive an automatic cancellation notice.


