Laboratory Booking Guide

Easy Guide Using Microsoft Calendar

Final Year Project Unit



STEP 1: Login to
MS Outlook

You can use either
of these TWO (2)
platforms:

1. Using the
webmail (UniKL
Portal)

2. Installed MS
outlook (UniKL
OneDrive)
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STEP 2: Getting
into MS Calendar
(Installed Outlook)

IMPORTANT:

Make sure, bookings
are THREE (3) days in
advance.

Click the calendar icon
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STEP 2: Getting into MS Calendar
(Webmall Outlook)

New message £ Marl all ac raad
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STEP 3: Select Date & Click “New Event”
(Webmail Version)
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STEP 3A: Enter Booking Details
(Webmail Outlook)
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— Click “Send” & Booking Completed
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STEP 3: Click “Meeting”
(Installed Outlook)
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STEP 3A: Enter Booking Details

(Installed Outlook)
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What’s Next

1. Supervisor Approval

2.

PIC lab/workshop Approval
(Refer Lab Booking Procedure)

Important Notes:

1.
2.
3.

Application is 3 DAYS in advance.
Please make sure complete information.

If cancelation is needed, please inform the PIC
as soon as possible.



