To Access the LGCP Microscopy Core Calendars
1) In Outlook Mail Pane, Click on the icon for Folder List
[image: ]
2) You will see Public Folders populate in the left hand side pane, below your mailboxes
3) Navigate to  : All Public Folders -> NCI -> CCR ->  LGCP
[image: ]
4) Right click on each of the LGCP calendars, and click Add to favorites
5) You will now be able to access each calendar in Outlook under the Calendar Pane
6) Please use the appropriate calendar to book an instrument.
7) You MUST use this calendar to book time every time you use an LGCP instrument
To Access the LGCP Microscopy Core Calendars on a Mac

1) In Outlook for Mac, in the ribbon, select Tools tab, then click on Public Folders. 
[bookmark: _GoBack]
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2) In Folder Browser window, navigate to All Public Folders -> NCI -> CCR ->  LGCP
Highlight each of the LGCP calendars, and then click on Subscribe.

[image: ]

3) Once you have subscribed to all the calendars, close the window.
4) You will now be able to access each calendar in Outlook under the Calendar Pane
5) Please use the appropriate calendar to book an instrument.
6) You MUST use this calendar to book time every time you use an LGCP instrument
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