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Instructions on how to reserve the conference room: e -
Tue 1/30/2024 E} 1:30 PM -

Open your outlook calendar & go to schedule a new appointment/meeting L
Put your mouse at the “location” line, left click on the line and a drop-down box should e i

DEQ_DMF.HQConfRm&Phone.Reservations

a p pea r Oavailable

DEQ_DMF.CDOCon{Rm&Phone.Reservations
OAvailable i

» |f nothing populates you can type in HQ or CDO and they should populate P —
Pick which conference room you would like to reserve and save & close 193%,:::;:”“”“%
If it is not available it will say “BUSY” but sometimes it will let you double book e
so always go to the scheduling assistant ribbon to check that it is not already reserved
Don’t forget to add the title, date and time of your meeting ©
That’s it! © [ [ (] Sows | o
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. (@ Contlicts with another appointment. Ry e
You can still reach out to Hope Wade @ 252-515-5520 to reserve the HQ conference .
. . Title
room or Kim Diaz @ 252-515-5610 to reserve a conference room at the CDO | i v B e

End time i’Wed!/Sl/ZOZd f E‘ 12:30;M A
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*What it will look like the conference room is “BUSY” — L e
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Eastern Time (US & Can

DEQ-DMF HQlicense
Oavailable

o DOT Div 13 HQ Conference Room (Cap.40)
O~rvailable @ Asheville

DOT Div 13 HQ Upstairs Conference Room (Ca...
Oavailable

DOT Div 14 HQ 15t Floor Conf Raom

O Oavailable @ sywa
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