1. Click on Add Calendar.
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2.Click on Add from directory.
Type the location name exactly as it appears in the list of CMARC locations and select.

Add calendar Add from directory

Recommended Select a person, group, or resource from your organization’s directory to view the associated calendar.
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3. From the drop-down list, select your preferred Calendar Group. (If you have previously

added Room Calendars in Outlook Desktop, a Rooms Calendar Group will be available.
Click Add.
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4.The calendar is now available in the menu.
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