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Please note — if you would like information on how to make a recurring booking in Planon, please consult the general room
booking user guide at https://www.imperial.ac.uk/estates-facilities/buildings/room-bookings/how-to/




imperial College Dos and Don’ts of Managing Recurring
Bookings in Outlook

Do Do not
Open and cancel the series Move the series to a new day or time
Open and cancel a single event Change the start date of the series

Move a single event to a new date or time Extend or shorten the series

Remove or add a room or multiple rooms to Make any changes to the series using the
the series recurrence pop up window (see next page)

Remove or add a room or multiple rooms to
a single event



Imperial College : ,
London Appointment Recurrence Pop Up window

) ™ L ®- - Untitled - Appointment Series

File Appointment Series Insert Format Text Review Help Q@ Tell me what you want to do

Ellj—l m []calendar E F‘@ @ @ Eﬂ pi Eshow As: DBusy i O @ EH E] Pr.ivate L_.D__J D

Save & Delete S Feraanic Appointment Sche.duling Skype Tear'ps Meeting Invite QReminder: T R Recurrence Time Categorize l Hioilmge e Dictate View
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() 6 instances of this recurring appaintment conflict with other appointments an your Calendar.

Praject IManagement Appointment Recurrence X
Subject “ Appointment time :
Location Start: hiz:00 v -
Recurrence  Occurs every Friday effective 08/02/2019 until 28/02/2020 from 09:00 to 09:30 End: 1400 hd

Duration: |1 hour ™
Recurrence pattern
. When you open an appointment from your calendar, you will see the @naly | @Bey |1 dayi
‘Recurrence’ button in the top ribbon. OWeekly | () Every weekday
. Clicking on this will cause the ‘Appointment Recurrence window to pop up. @I
. If you make any changes using this pop-up window, the changes will be @iy
made in Outlook but not in Planon, resulting in a mismatch between the ange of recurence
bOOkingS in OutIOOk and Planon. Start  Tue 07/01/2020 «| (O Noend date
(® End after: |3 occurrences

() End by: Thu 09/01/2020 v
Cancel Remaove Recurrence r




Imperial College Fixing mismatches
London

If you find that you have mismatches between your appointments in Outlook and Planon
due to using the Appointment Recurrence window, these can be easily fixed:

*  Double click on any occurrence in the calendar it was created and open the series.

«  Remove the rooms from the invitees where you know there is a problem.

« Send an Update. (The original bookings for those rooms with the wrong date/time will be cancelled.)
*  Open the series again in the same way.

* Add the room (or rooms) to the invitees.

« Send Update.



