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Abstract:
The Health and Human Services Delivery Center (HHS DC) supports the Departments of Health (DOH), Human Services (DHS), Aging (PDA), Drug and Alcohol Programs (DDAP) and Military and Veterans Affairs (DMVA) business applications.
General:
Microsoft Outlook is the Commonwealth standard for email and calendar functions for all Departments and Delivery Centers. The purpose of this document is to provide steps for scheduling a phone bridge or conference room using Outlook.
Procedure:
How to Schedule a Phone Bridge or Conference Room Using Outlook

All conference phone bridges, or conference rooms are scheduled following the directions below.
Conference Bridges:
PW, Conference Bridge 1

PW, Conference Bridge 2

PW, Conference Bridge 3

PW, Conference Bridge 4

PW, Conference Bridge 5

PW, Conference Bridge 11 
PW, Conference Bridge 12 
Conference and Other Rooms:
PW, Room will provide a list of rooms available for scheduling. Some common conference rooms are:

PW, Room 31 HSH WOB

PW, Room 73B HSH WOB

PW, Room 41A HSH WOB (TESTING ROOM)

PW, Room 41B HSH WOB

PW, Room 41C HSH WOB (TRAINING ROOM)

PW, Room 41G HSH WOB   PW, Room 41H HSH WOB   PW, Room 41I HSH WOB
· Open Outlook Calendar.
· Click on the down arrow in “New Meeting” button on the top left corner of the ribbon. Click on Meeting. 
· Click on the “Required” button.

· Type in PW, Conf to get the conference bridge names (above) or type in PW, Room for list of conference rooms in the global address book. Highlight all bridges and click Required, click ok to view availability of all bridges at the same time. Highlight all rooms that are being considered for the meeting to view availability of all rooms at the same time. 
· Click Scheduling Assistant to view the availability of each bridge or conference room.  

· Go to the date/time you want to schedule the bridge/conference room.  Blue means unavailable.  If a color isn’t showing it’s available for scheduling and use. 
· Please carefully check the phone bridge or conference room schedule. If it is busy/unavailable, it cannot be scheduled as conflicts will occur.

· Anyone scheduling a recurring meeting must always put an end date on that meeting with no meeting going beyond one year.
· Find the bridge you want to schedule and make sure all other bridges are removed. Click Meeting, right click on unneeded bridge, select clear to delete from Required button.  (If not deleted, an e-mail will be sent to each inbox of each bridge calendar).

· Click on the “Meeting” button.  (Make sure your name and phone number are in the subject line of the request).

· Click on “Send”.
How to Cancel a Phone Bridge or Conference Room Using Outlook

All six phone bridges or conference rooms 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 opens for making changes.

· Once the appointment is open, click on “Meeting” on the top toolbar and click on cancel meeting.

· Two options may appear.  1. Send cancellation and delete meeting.  2. Delete without sending a cancellation.  ALWAYS choose send cancellation and delete meeting.

· Click on Send Cancellation.

A cancellation will be sent to the phone bridge or conference room that was originally scheduled.  A notification will be sent that the bridge was cancelled.  It is automatically removed from the calendar based on your request to cancel.

How to Update (change date/time) a Conference Bridge Using Outlook

All six phone bridges or conference rooms 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 opens to allow changes to be made.

· If the appointment you want to update is a one-time appointment, it will open to make the necessary changes.  Please note: carefully check the availability of the other 5 bridges or conference rooms as the one you originally requested may not be available for the updated time and cannot be scheduled or conflicts will occur.
· If the appointment to update is a reoccurring appointment, choose one of the following.  1. Open this occurrence.  2. Open the series.  Choose which option 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 be sent to the conference bridge that is available for your new date/time.  

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.

Refresh Schedule:

All procedures and referenced documentation identified in this document will be subject to review and possible revision annually or upon request by the HHS Delivery Center Domain Leads. 
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