RESERVING TECHNOLOGY DIC
¢ HARRISON
Cameron Wills IIlIﬂﬂII:ANES

Fall 2011

First: CONFIGURE OUTLOOK 2 *J"'W‘

‘ Home Send / Receive

. Open your employee Outlook B ‘j @5 1gnore x

“ ” New  New ‘ ety Delete
. Select the “Home” tab /Ema:ﬂ'

. Open the “Junk” drop down menu

. Select “Junk e-mail Options”

. unk E-mail Options - cwills@hszd36.0r ]
. Click “Add” > 4 :

Optiong | Safe Senders | Safe Recipients | Blocked Senders | Internaﬁanal|

o n
) E nter @ su pe rsaas.com @ E-mail from addresses or domain names on your Safe Senders List will

=| never be treated as junk e-mail,

1
2
3
4
5. Select the tab “Safe Senders”
6
7
8

. Click “OK” until all dialog boxes
{Ehed36.0rg

close {@supersaas.com

9. COMPLETE

Step 2: CREATE LOGIN

.. User Log In
1. Visit www.supersaas.com/schedule/
HSDTek/Technology .
mall:
2. Select “Create a New User Account” Password:
3. Fill out your information and submit ® Keep me logged in
©  Remember my e-mail
a. Check your e-mail for the confirmation © Ask me every time
link
5. FO”OW the |Ink I Create a new user account |

6. COMPLETE


http://www.supersaas.com/schedule/HSDTek/Technology
http://www.supersaas.com/schedule/HSDTek/Technology

Step 3: SCHEDULING —

- [Metbook Cort 1]

September
. 2011 g

1. Visit www.supersaas.com/

Sun Mon Tue Wed Thu Fri Sat
schedule/HSDTek/Technology s s 2 20 ;1 1 2 3

2. Login using your @hsd36 email 4 5 & 7 8 9 10

3. Select the technology you would 1 12 13 14 15 16 17
like to reserve 18 19 20 21 22 23 24

4. Select a Date and Time . 6 7 28 29 30 gR

5. Enter the Required information

6. Check whether or not you would like e-mail confirmation

7. COMPLETE

(note: please indicate where you will leave the technology after your reserva-
tion so that the next person knows where to find it)

%
When 9/772011 &8:00am to 9/772011 8:45am
Full name Harrison Tech *
Room Number *

Return Location

* Indicates required field

[ Create Reservation Cancel



http://www.supersaas.com/schedule/HSDTek/Technology
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