
How to Reserve Library Tech Suites 

Using MS Outlook Calendar or Outlook Web Access (OWA)  

 
 

 
All users of Tech Suites must have completed an equipment agreement form for the academic year and 
submitted it to the library information desk. When you visit the library to use the Tech Suite bring along 
your WPI ID to check out the key.  For more information on Tech Suites see 
http://www.wpi.edu/+Library/About/itlab.html .  

MS Outlook Users  
 

1. Open up Outlook & click on Calendar  
 

2. Click on New > Meeting Request  
 

3. In To: enter group members’ email addresses (group meeting rooms and require 2 or more people for use)  
 

4. Also add: Library Tech Suite 1; Library Tech Suite 2; etc. up to 7 to check availability.  
 

5. The Library Tech Suites you entered will automatically be transferred to Location. Then delete any rooms from the To: list 
that you do not need.  

 
6. Notes may be entered in the message field.  

 

 
7. Click on Scheduling Assistant  

 

http://www.wpi.edu/Academics/Library/About/Policies/equipmentagreementform.pdf
http://www.wpi.edu/+Library/About/itlab.html


 
8. ¸ƻǳ ǿƛƭƭ ƴƻǿ ōŜ ŀōƭŜ ǘƻ ǎŜŜ ŀƭƭ ƎǊƻǳǇ ƳŜƳōŜǊǎΩ ŀǾŀƛƭŀōƛƭƛǘȅ ŀǎ ǿŜƭƭ ŀǎ ǘƘŜ ¢ŜŎƘ {ǳƛǘŜǎΦ  

 

 
9. Verify that the date and time are correct.  

 
10. Be sure to UNCHECK the Library Tech Suites you will not need then click Send. 

 

Outlook Web Access (OWA) Users (Internet Explorer 6 or 7+)  
 

1.  OWA users must first set up an Exchange Account to access email and the calendar function via Outlook Web Access. 
Directions are found at: wpi.edu/+CCC/Help/Email/Exchange/generalsetup.html.    

 
2.  To use OWA (Outlook Web Access), go to: exchange.wpi.edu  

 
3. Log in using your WPI email & password. 

 
4. Click on New > Meeting Request.  

 
5. In Required Field: enter emails of your group members (please remember these are group meeting rooms and require 2 or 

more people for use).  
 

6. In Resources Field: enter Library Tech Suite 1 and/or Library Tech Suite 2, etc. up to 7. 
 

7. In Subject Field: enter info appropriate to your group (ex. IQP Meeting)  
8. Notes to your group may be entered in the body of the message.  

 

 

http://www.wpi.edu/+CCC/Help/Email/Exchange/generalsetup.html
http://exchange.wpi.edu/


9. Select Scheduling Assistant  

 
 

10. Select a time when all attendees AND the Tech Suites are available (see code at bottom of screen). Please remember there 
is a 2 hour maximum reservation limit at any one time.  

 
11. UNCHECK the Library Tech Suite that you will not be needing  

 
12.  Select Send  

 

Confirmation/Cancellation of a Reservation Request  
 

1. An email will be sent to you either confirming your request or denying based on availability.  
 

2. At the time of your reservation, please bring your WPI ID to the Circulation Desk to receive the Tech Suite packet, which 
includes the room key. Reservations not picked up after 15 minutes will be deleted from the system.  

 

Feedback 

Your feedback is important to us! Please send comments to Debbie Bockus, Access Services Manager at dbockus@wpi.edu.   
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