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1.) From the law school website (https://www.law.umaryland.edu/) click “Login” and click “Room

& Resource Scheduler”
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2.) Enter your UMID and password. You will also be prompted for Duo 2-factor authentication
3.) Expand the drop down for the desired room type. In this example, we’ll choose a library study
room. All other rooms other than study rooms require approval by staff members.

a. Click the desired room to view it’s schedule

b. Click on an open space to open the booking menu
c. Fill out applicable information including the 2" student who will be using the study

room.
d. Click “More” to continue reservation
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4.) Acknowledge the prompt that two or more students will be present and the maximum booking

time is 3 hours per day.

5.) Verify the reservation details and click “Save”. You can add other students to the “invite”
section and they will also receive an email confirmation. You can add that confirmation to your
Outlook calendar as a reminder.
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6.) The reservation has been successfully been added. Note a “tan” colored reservation designates
a complete reservation. “Cyan” colored reservations require additional approval (classrooms,
clinic interview rooms, etc). You can hover over a meeting for more detail.
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