Instructions to check ORACLE CALENDAR -- Conference Room Calendar —

e Logonthe ORACLE CALENDAR

e TYPE PASSWORD

e cLick SIGN-IN

e LEFT HAND CORNER USE DOWN DROP -
e FILE
e AGENDA cLick OPEN

o cuck MAGNIFYING GLASS

DIRECTORY SEARCH

e cLck RESOURCES

e cuck SEARCH BY RESOURCE

e clck RESOURCE NAME TYPE — “SEARCH KEY IN CALENDAR” NAME -- EXAMPLE: SSMC-2

e cLick SEARCH

e HI-LITE CONFERENCE ROOM TO BE REVIEWED —cLick OK

e SEE “OPEN AGENDA” click OK

e TOOLBAR cuick VIEW DAY (F8) OR VIEW WEEK (F9) OR VIEW MONTH (F10) DATES --
STATUS/AVAILABILITY

NOTE: ALL CONFERENCE ROOMS DO NOT HAVE THE CAPABILITY TO ENTER YOUR SCHEDULED
TIME. YOU MAY HAVE TO GO DIRECTLY TO THE FLOOR FOR A CONTACT PERSON.

LARGE CONFERENCE CENTER IN EACH BUILDING — SSMC2 (ROOM 2358), SSMC3 (ROOM
4527), SSMC4 (ROOM 1W611), NOAA SCIENCE CENTER AND AUDITORIUM CONTACT THE
FACILITIES SERVICE DESK 301-713-HELP (4357) FOR ASSISTANCE. CHECKING
STATUS/AVAILABILITY IN ORACLE CALENDAR “SEARCH KEY IN CALENDAR” FOR LARGE CONFERNCE

CENTERS -- “NOAA”

SEARCH KEY CALENDAR NAMES cLick
http://www.corporateservices.noaa.gov/facmd/facilities buildingmanagement/ncr/conferencecent

erscompletelistingssmc.pdf
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