Login Page

1. Click on “Guest”

Next Screen

Lok |

2. Click ok
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Next Screen

Use the at the top left of your screen to go back to a previous screen.

You are on “My Calendar”. This screen graph depicts the reservations that are validated, cancelled,
completed, etc.
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@ Thursday, July 24, 20143

J2539-STAT 381

MY CALENDAR | below is a snapshot of activity displayed as per the current user's Edit Preferences.

create printable repo

32638-BIT Team Leaders

32961 -Nurs. Leadership Team MTG.
(SD5U)

35032-DLR DEl Training

36364-SPURA Weekly Seminar

36383-DOT TLN Shop Mechanic-
Hydraulics & Engines

36628-remodel use MJ144 per
Dennis (no transmit)

36832-DOH Staff Mecting

38670-LRC Product Walkthrough

38671-Notification Test

J9007-DDN reports meeting

J9008-Ad Hoc Conference

Hover over a pink, blue, or green reservation indicator, this will display a box with

[ Conference Fikter : 12 o

Filter | No Base Fiter
Search |

Sort | Conference D

[V Mrequested (V] M«
[Vl Mvalidated  [7] I(
[V McCancelled |
[Vl Bin Prestart (V] M
[V] MSuspended [¥]
[F] MMissing Endpoint(s]

default|d\owi

the reservation number, time and room(s) name. Click on the line, the next screen will show the

reservation information, click on detail for more information.



Using the Legend

&~

Use the at the top left of your screen to go back to a previous screen.

Select this option if you know the reservation number you want to look Select this option if you know
the reservation number you want to look up.

+ == [F 5 o

Ruerv-uon: 4251 Title: Notification Test [M
T Filter | No Base Fiter -
Conf: 38671 COMPLETED - MCU:SENT  Date: 07/24/2014 08:14 AM detail seardii
title | Notification Test
date | 07/24/2014 08:14 AM - 07/24/2014 08:27 AM [F] Future Only
conference type | Multipoint - -
ey e [ ‘Adtamatic Retry V| MRequested b.d M Conflict
number of retries | Continuous V] Bvalidated V] MCompleted
B N L 2 S V] Mcancelled [V] BAssigned
[§loon pierre cap B vaLioaTED sstongination detall remove 7] MIn prestart [7] Min Progres:
Pim Tech Support VALIDATED ORIGINATION detall ramove [¥] mSuspended [ In Error
[V] MMissing Endpoint(s)

[ defsuitghowall




Copy the url here to receive information on upcoming events. Select these options to search events you
want to attend.

SEARCH EVENT
Event RSS Feed
Copy and paste this url Into a RSS Feed Viewer to receive the New Event RSS Feed:
https://ddnscheduler.sd.gov/VideoManager/eventRSS.do =
Reservation 1D: :
Status: ALL -
Title/Keyword: zoo
Search Mode:
) All Events
") Future Events
@ Join By Date Range
Start: | 07/24/2014 3
End: , 10/24/2014 (3

Time Range:
V] ALL TIMES

(hh: mm: a)
S 2 oo -l )
End Time: i” 'I{:‘, v“ir.yi_\ -I

» Advanced Search Parameters

Status Title Start Date
Open Great Plains Zoo Virtual Field Trip 08/1372014 08:46 AM

Use the Calendar View to search a site enter the date, time span, enter SDSU, DDN , etc.

4, Select date, time span here



SET CRITERIA

CALENDAR TYPE

Select the type of calendar to view |  Dady, by Room -

DATE / TIME RANGE
Date | |07/24/2014 [3|
Start Time | 8AM ~

End Time | 9PM ~

Select All Visible  Select None {gan | Faer cwl Select All Visible Select None
DON Aberdeen NSU LIB116 :H DON Prarre CAP A
DDN Brookings SDSU SPC203 | | DON Peerre CAPB

DON Brookings SDSU SPC205
DDON Madison DSU TCB103
DON Mitchell MTITC15S

DDN Pierre CUC 200M =
DOMN Rapks C2y SOSMST C8109 ‘
DDN Rapid Cy UC113

DON Sioux Falis FADM 145
DDN Spearfish BHSU LIB011
DON Vermilion USD ED203 =1
DDN Vermilion USD OM204
Miser DON Lab E

Miser DDN Lab W -
Add Selected | Remove Selected

5. Enter a room descriptive name here, ie CAP A; DHS; Brookings

6. Click here to see if the room is in use or available



7. Click here to select a report.

Selecr a Report Type

Report Type | Reservation Conflict Report =

Report Options

Reservation Number |

Select a Report Format
Output Type | PDF -

»create report

8. Enter the reservation number here.

9. Click here to create the report








