Reserving Recording Room for Digital Stories

Go to gmail.umbc.edu

At top left, click on calendar

Create an event

Fill in name, course, date and time — 30 minute increments should be plenty — come prepared, having
read over your script a few times.

On the right, click on rooms and then choose add AC219 RecordingRm — if it is green you can add your
time, if there is a red icon with a line through it in front of the room, that time is taken — change your

time. If the room name does not appear in the list, it is booked — choose again.

Be sure to SAVE when finished.
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The Recording room is located in the AC IV building, room 219. Please see the student assistant
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Be sure to save

at the front desk to gain access and help, if you need it.
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