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Creating and Managing Your Events/Meetings

Viewing the Calendar

1) Go to www.slocoe.org and scroll all the way to the bottom of the screen. In the green section, under “SLOCOE
QUICK LINKS?”, click on “Calendars”. Click on “Today’s Room Reservations™ and you will see the events

scheduled for the day.
You can also click on the link http://calendars.slocoe.org/ to view the calendar.
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2) In order to see what times/days are available for a particular room, click on the calendar view type.
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3) When you see the calendar view, it will show you all the reservations for the current month.
From here, click “Search™ to populate possible search criteria.
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4) Once the possible search criteria have populated, you will then be able to select the specific room you are interested
in requesting (under “LOCATION?”). You can also search by category, keyword, or by date.
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5) If you enter mutiple search criteria, or wish to search for something else, you will need to push the “CLEAR™ button
before you can modify your search—otherwise it will not search pyoperly.
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Creating a Calendar Reservation Request

1) The first time you go to the calendar to make a request for a reservation, you will need to create an account
and password.
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2) Once you have created the account and password, you will be able to enter your email address and password. You
will not need to create an account everytime you want to make a resewatioW
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