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FOOR VOUR SPACE

All /i[omry spaces are booked using Goog/e
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reservation with how it will be used
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[ Open Goog/e Calendar.

Log info your school account

& NewTab x +

53 @  New Chrome availableg/*

LibGuides

Gmail Images
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ZOI. CF@OI'ILQ a new eveml.

On the upper left click
the "+ Create” button I
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— Calendar
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Kl Name your event after

/b Cr eate a new event. yourse/f, your class, or what

the space will be used for I

Event Focustime Outof office  Working locatic
I S N E—

Tuesday, December 17 1.36pm -  2:56pm

All day Time zone l
Does notrepeat I




3a. Reserve your space. || (el *Add rooms or location.

Q, [Search for room or resource

Frequently used




3b. Reserve your space Type in LRC" fo see a list

@ of /ilomry spaces, inc/ualing I
hady roms

O LRC - Front Classroom floor 1

o 112
= I D N E—
LRC - Middle Zone floor 1

2 28

LRC - Quiet Zone floor 1

2h 35

ERC—StudyReemB floert
2 4
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SC. Reserve HOMF S/?OIC@.

Q  LRCH

|ﬁ Cach space lists the capachty.

A LRC FrontClassroom foor Hover for a detail view.

i LRC - Middle Zone floor 1

2h 28

= Ouiet Zone floor 1
s

X LRE—Stuey-Re LRC - Quiet Zone

24
22 Room for 35 people

#1  MAINE SOUTH « FLOOR 1

Maine South-1-LRC - Quiet Zone (35)
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Lt Save your event Double-check that your date,

Maine South

time, and space are correct

228

Mo room allocated | 2, 1w

Add location

R - - --'

Add description or a Google Drive attachment

Julia Furukawa @
Busy + Default visibility - Motify 10 minutes before

Availability might be shown in other Google apps @




If a space is crossed out, it

hOIS 0//"'60!0/_(1 been FQSQFVZO/.
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ROOVH a/reaa/y bOO/Qéd? AS/Q us.

We can override student

reservations for tfeachers.

| Other oluesﬁons? Email Julia

FMI"M/QOIWOI or Jen DOVLI



mailto:jfurukawa@maine207.org
mailto:jfurukawa@maine207.org
mailto:jdon@maine207.org

