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How to Book a Computer
Training Room

Computer Training Rooms,
Workstations & Classrooms

Cz NSH Hugh Bell Service Centre #RM-DART-NSH-HBSC-02FL-200A-Computer Training Room 200A
CZ | QEll Bethune Building #RM-HLFX-QEII-BETH-07FL-736-Computer Training Room 736
CZ | QEll Bethune Building #RM-HLFX-QEII-BETH-07FL-768-Computer Training Room 768
EZ |Cape Breton Regional Hospital |#RM-SYDN-CBRH-01FL-1079-Computer Training Room 1079
EZ | Strait Richmond Hospital #RM-EVAN-SRH-01FL-121A-Computer Training Room-VC 121A
EZ | St. Martha’s Regional Hospital | #RM-ANTI-SMRH-Computer Training Laptops 12 laptops
NZ | Aberdeen Regional Hospital #RM-NGLA-ARH-BFL-B500H-Computer Training Room B500H
NZ | All Saints Springhill Hospital #RM-SPRH-ASSH-03FL-327A-Computer Training Room 327A
WZ | Chipman Building #RM-KENT-CHIP-02FL-224-Computer Training Room 224
WZ | South Shore Regional Hospital | #RM-BRWT-SSRH-01FL-1022-Computer Training Room 1022
Wz | Valley Regional Hospital #RM-KENT-VRH-01FL-1632-Computer Training Room 1632
WZ | Yarmouth Regional Hospital #RM-YARM-YRH-02FL-C2016.1-Computer Training Room C2016.1
CZ | QEIl Bethune Building #RM-HLFX-QEII-BETH-06FL-607-Training Classroom 607
CZ | QEll Bethune Building #RM-HLFX-QEII-BETH-06FL-643-Training Classroom 643
WZ | Fisherman’s Memorial Hospital | #RM-LUN-FMH-01FL-142A-Computer Workspace 142A
Wz | Soldier’s Memorial Hospital #RM-MDLT-SMH-01FL-1035-Computer Workspace 1035
WZ | Roseway Hospital #RM-SHEL-RH-02FL-253-Computer Workspace-VC 253
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To book a room or workstation,
follow these easy steps:

1. From your Outlook inbox, select the drop-down arrow beside New Email or
New Items and select New Meeting or open your Outlook calendar and select
New Meeting.
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2. Select Location to open a list of rooms in the Global Address Book (see the
Address Book dropdown list).

5 Titie
Send || Required Search: (@ All columns () Name only Address Book:

| optiona *RM « X |lcGlobal address List

Wed 7/23/2025 8:00 AM -

Wed 7/23/2025 B 8:30 AM -

| Location

3. Search for the room or workstation you wish to book by typing #RM and
pressing Enter. Double-click the room to select and add it to the meeting
details. Select OK. On the top ribbon, select Don’t Host Online to remove the
automatically generated Teams link.

Search: @ All colugns () Name only Address Book:
=RM - X Global Address List -

4. Choose the date and time you wish to book, add any invitees, and then select
Send.
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Confirm room resources before
you book!

Do you need a projector for your class? Would you like to know room capacity?
Where to print? Check in Outlook to find out what each room provides:

1. In the Select Rooms pop-up window, right-click on the room you have selected.
2. Select Properties.

Select Rooms: Search Results - Global Address List

X
Search: @ All columns  (0) Name only Address Book:
=RM | » % |search Results - Global Address List v | Advanced Find
‘ Name Title Business Phone  Log

EI #RM-NEWG-609WestvilleRd-NSHA-Rm131-VC

[ #RM-NEWG-600WestvilleRd-NSHA-Rm168-VC

D #RM-NEWG-609WestvilleRd-NSHA-Rm171-VC

[] #RM-NGLA-ARH-BFL-B500H-Computer Training Rool - j
|1 #RM-NSYD-KingStreet116-01FL-Conf-Group B Properties ¢
] #RM-NSYD-KingStreet116-01FL-Staff Kitchen-vC Add to Contacts @ r
3] i g bly Hall B 34

] #RM-PICT-SMH-01FL-Oth-FamilyRoom 110 RS g
EI #RM-PUGW-GulfShore260-01FL-Room-111-Collab-vC

] #RM-PUGW-NCHCC-01FL-Cnf-108

EI #RM-PUGW-NCHCC-01FL-Procedure-177

[ #RM-PUGW-NCHCC-01FL-Room-111-Workspace-1 |
[] #RM-PUGIW-NCHCC-01FL-Room-111-Workspace-2

] #RM-PUGW-NCHCC-D1FL-Room-111-Workspace-3
] #RM-PUGW-NCHCC-01FL-Room-135-Treatment-1

Rooms | ‘

oK Cancel

3. Select the Phone/Notes tab to see information such as room capacity and
available equipment.

#RM-NGLA-ARH-BFL-B500H-Computer Train

General Organizatn Phone/Notes Nember Of E-mad Addresses

Phone numbers q i

Business: Home:

Business 2 Home 2

Fax Mobile:

Assistant: Paqer.
Notes:

6 training computers and 1 instructor computer and a room capacty of 8. Celing-mounted projector. A
Printing can be sent to AR-MF105 at the other end of the hall.To book this room: 1. Go to Outlook
and schedule a meeting.2. Click Location.’ 3. Search and select #RM-NGLA-ARH-BFL-8500H-

Computer Tfilﬂlﬂq Room. For more information or to report an issue with the room or computers,
nleace rantart ackidhrarvnchealth ra

Addto Contacts () Actiops

oK Cancel Apply
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