Catalyst Calendar 
With so many club events bound to take place and so few available rooms to house them, here is a guide on how to put your club’s events on the School Calendar and reserve rooms to prevent double booking. Please pass this on to other officers in your club who may need to refer to this guide. 
 
Check for calendar availability:
1. Go to Catalyst. 
1. On the left hand side, move your mouse to Calendar, School Events, and click on 30 Day View. 
1. Move to the correct month and check to see if the day/time is available.   
 
Put your event on the calendar:
1. Go to Catalyst.
1. On the left hand side, move your mouse to Calendar, School Events, and click on Add Event.
1. Enter your event information and submit.   
1. Wait for the VP Communications to review and approve. 
1. You will receive an email once your event has been approved or rejected. 

Reserving a Room
Room reservation at Merage is done through Outlook. You must create an appointment in your Outlook Calendar, add the SB room(s) as resources, check their availability, then send the appointment off for approval from the Office of the Dean.

Steps
1. Open your Outlook Calendar and select the date for which you would like to reserve the room. 
1. Select “[image: ] New” or right-click on the date and select “[image: ] New Appointment”. 
1. Select “[image: ] Invite Attendees” from the shortcut bar. 
1. Click on the “To...” button. 
1. Type “SB-Room” in the “Type Name or Select from List:” text field. 
1. Select the names of the rooms whose availability you would like to see. To select multiple rooms from the list, hold down the Ctrl-key while clicking with the mouse. 
1. Click on the “Resources ->” button to add the rooms from you list to the resources list. 
1. Click “OK” 
1. Click the tab labeled, “Scheduling” to see the availability of the rooms you selected as resources. 
1. Remove the rooms that are unavailable and rooms that you do not wish to reserve by clicking on the email-icon ( [image: ] ) next to the room name and selecting “Don’t send meeting to this attendee.” You should only have one room remaining, the rest should have the don’t-email icon ( [image: ] ) next to their names. 

You may also choose to use the “<< | AutoPick Next >>” buttons to remove unavailable rooms. 
1. Click the tab labeled, “Appointment” to return to the appointment’s properties. 
1. Type your Event or Group Name, Contact Person, and Contact Phone Number in the subject line of the appointment. 
1. Type a short explanation of the event in the large text box. Your comments may be needed for reference later. 
1. Click “[image: ] Send” 
 
Your request will be sent to the Office of the Dean. You will receive a response back Accepting or Denying your request. If your request is denied the Office of the Dean will typically try to send some suggestions on a better time or location for your event. If you choose to move the time or date of the meeting, remember to remove the appointment from your calendar.

Communicating an Event
Club events and activities must be publicized to all Merage students.  MSA VPs of Communication will facilitate those announcements, and ensure that the student body is provided with all information necessary to be involved in your club activities.

Your Responsibility
1. When your club is planning an event, please be sure to add the event to the calendar on Catalyst.   
2. When you’re ready to announce the event to the student body, select one person who will send an e-mail to the VPs of Communication. Please be sure to send the e-mail to both Lisa and Matt.
Lisa Gonchar (lgonchar@uci.edu)
Matt Poladian (matt.poladian@uci.edu) 
Email Blast Guidelines
· Each event has a maximum of two email blasts.  No exceptions.
· Be sure to add your club acronym in the subject line. 
For example, for Toastmasters, it’s {TM} Name of event… If you don’t know what your club acronym is, contact us.
· Embed any images into the email body. We do not send emails with attachments.
· Check grammar and spelling before submitting.
· Avoid using exclamation marks.
· Avoid using all-capitalized words in the subject line.
· Allow us 1-2 days lag time to send the email blasts.
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