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W108 (cap 10) DiscoveryW108.rs@uvm.edu 

W305 (cap 10) DiscoveryW305.rs@uvm.edu 

E219 (cap 10) InnovationE219.rs@uvm.edu 

E325 (cap 12) InnovationE325.rs@uvm.edu 

E425 (cap 12) InnovationE425.rs@uvm.edu 

E100 (20?) InnovationE100.rs@uvm.edu 
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From Outlook  

1. Select the date and time that you would like to have your meeting 



8. An Admin from CEMS or Chemistry will approve your request. If the admin is not sure that you 
are affiliated with CEMS or Chemistry, you may be contacted before the reservation is approved. 

9. Your room reservation must be approved before it is final. 
10. You will receive an e-mail letting you know that your room reservation has been accepted and is 

final.   
(
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From Outlook 

1. Click on the meeting in your Outlook calendar 
2. Press “Cancel Meeting” 
3. Press “Send” 
4. A notice will be sent to a CEMS and Chemistry admin that the reservation was cancelled and 

it will be removed from the conference room calendar. 
 

From Teams 

1. Press “Cancel Meeting” 
2. A notice will be sent to a CEMS and Chemistry admin that the reservation was candled and it 

will be removed from the conference room calendar. 
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