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Make the Most of Your Day: 
Scheduling the Easy Way! 



Scheduling  

Scheduling can be a 
nightmare!  
 

But it doesn’t have to be… 
 



Scheduling Group Meetings 

 

• Schedule meetings early (don’t 
wait too long) 

• Think about using a Doodle Poll 

• Use Outlook Scheduling 
Assistant 

• Don’t forget to book a room! 

• Look for flexible conflicts 

• Prioritize attendees 

• Restructure agendas 

http://doodle.com/
http://doodle.com/


Scheduling Appointments 

• Plan ahead  
• Create calendar reminders 

• Use charts or lists 
• Update as meetings are 

confirmed 

• Select suggested times 
• Too many options can be 

overwhelming 

• Leave time in between 
• Attendees need to get 

from A to B 



Scheduling Appointments 

• Use email templates 
• Be careful to change pertinent 

information 
• Proof, proof, proof! 

• Be persistent  
• Follow up after a reasonable 

time has passed 

• Use alternate methods of 
communication 
• Meeting request form 
• Phone call 



Scheduling Appointments 

 

 

• Don’t be afraid to go “old school!” 
• Printed paper 

• Pencil 

• Sticky notes 



Conference Rooms 

• From Access to Online 

• Conference Rooms InfoGuide 

• Online Booking Engine 

• Self-Service & Customer Service 



Conference Rooms InfoGuide 

• Access to detailed 
information and pictures 

• Terms of Use 
• Access to Online Booking 

Tool 

http://libguides.osl.state.or.us/conferencerooms


Conference Room Booking Tool 

• Skedda.com 
• Used free for 6 months then 

upgraded to paid 

• Allows complex booking set-up 
• Conditional pricing 

• Combined rooms 

• Allows users to book, or an 
Admin to book 

https://orstatelibrary.skedda.com/


Contact Me 

Jessica Rondema 
Executive Assistant to MaryKay Dahlgreen, State Librarian 
jessica.rondema@state.or.us | 503-378-5015 | www.oregon.gov/osl 
  
Follow Us @StateLibraryOR on             
Facebook | Twitter | Tumblr | Pinterest 
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