You will need to log into Outlook Web Mail (OWA) using your PTG account. Go to www.office.com,
and sign in using your credentials:
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Hello, Welcome
back.

Sign in as ptgsec@patana.ac.th

Switch to a different account

Not you? Forget this account

PATANA

ptgsec@patana.ac.th

Enter password

Forgot my password

Sign in with another account

Please DO NOT click "Forgot my password".

This feature is coming soon.



http://www.office.com/

Then click the Outlook Icon on the left to access OWA
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To view the calendar for the PTG Meeting Room

1. Go to your calendar
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2. Click Add Calendar
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3. Click Add from directory, and in the field on the left type ptgmeetingroom@patana.ac.th. Then
click add

Add calendar
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Add personal calendars

Edit my calendars

Create blank calendar

Add from directory

Subscribe from web

Upload from file
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TeamSnap

Sports
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Looking for additional
calendars?

feg Mo
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4. On the left side, click PTG Meeting Room and you'll see availability information for the room.
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Booking the PTG Meeting room by creating a meeting in OWA

1. Click Calendar
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2. Highlight a time on the calendar
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3. A pop-up will appear, and fill out the meeting information
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Suggested times =
Mon 9/5 Mon 9/5
11:00 AM - 12:00 PM 12:00 PM - 1:00 PM
@ Available: Everyone @ Available: Everyone
@ 9/5/2022 1100 AM ~ fo 1200 PM
© |Search for a room or location
4. Under search for a room, enter PTG Meeting Room
@ Available: Everyone @ Available: Everyone
© 9/5/2022 11:00 AM ~ to 12:00PM
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5. Click Send. It will now appear on your calendar
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6. You can check the PTG Meeting Room Calendar that you added earlier. You may need to refresh
your browser for the new appointment to show
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