Microsoft Outlook
How to Reserve a Meeting Room
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When scheduling a meeting please reserve the room using your Outlook calendar. It isn’t hard to do.

Once you determine a room is free, send a meeting request and the room becomes reserved for you.
Use the same procedures to reserve projectors.

Anyone who reserved the room through Outlook has priority. Others who are using the room without
reserving it may be asked to move by the person who reserved the room through Outlook.
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Right click My Calendars, left click Add Calendar,

and choose From Room List.

The room will now appear in your list of shared

Select Name: All Rooms - I d h k h h k b k h
calendars. Check the checkbox to make the
Search: @ Nameonly () More coumns  Address Book
S | Moo - esiids o - A calendar visible. Check to see if the room has
Name Location Business Phone Capacity Descriptic I d b h d I d
[ _WDC ConfRm 110 (RM2)  whipple Dale NO AV In Room 5 Room  » alrea y een scheaulead.
[ _wDCConfRm 110 (RM3)  whipple Dale NO A}V In Room 12 Room
[ _wDCConfRm 110 (RM ) whipple Dale NO A}V In Room 4 Room « June 2017 y ¢
[a] _WDC ConfRm 116 (First Floo... Whipple Dale 50 Room,| SuMo TuWe Th Fr Sa 4 » June05-09, 2017 Search _WDC Conf Rm 132 - Calendar (
|4 _wDC ConfRm 131 wihipple Dale 8 Room,| 12 3
' \DC ConfRm 132 Whipple Dale % Room, + I 15 5 Mon 6 Tue 7 wea B8 Thu 9 i
4] _WDC ConfRm 135 wihipple Dale 8 Room,| 11 12 13[14]15 16 17
|4 _wDc confrm 136 wihipple Dale 10 Room,! 18192021 22 8 24 -
|4 _WDC ConfRm 204 (2nd Fioor)  Whipple Dale No AV Equipment Room 25 26 27 8 29 30 8
|4 _WDC ConfRm 205 (2nd Floor)  whipple Dale No AV Equipment Room
|4 _wDC ConfRm 208 (Large)  whipple Dale Room,| )
[l _wDC ConfRm 229 (superint... Whipple Dale 10 Room,| = 4[] Team: Barath, Michael r
|4 _WDC ConfRm 276 (IT Depar... Whipple Dale 4 Room,| [ SPDev TestManager
[l _wDC Contract Floor Whipple Dale No ANV 200 Room Qoo
|4 _ws confRm, Room West Stark Room | | AU e e
[l _ws Lunchroom West Stark Room = [C] calendar
F] i b [£] Barath, Michael 1100
_WDC ConfRm 132 E Y &
ndar
pm
F o ol =
4[] shared Calendars w
. . [C] Marsh, Scott 1
From the list of rooms that appears, double click e oo
[C] Haney, Brandon 200 Keim, WDC Conf
H Jeannine Rm132
the room you want to add, then click OK. AT oo | |
’ [ 15 Proiector Rm132
300
(-~ man
'%1 Calendar 400

1 | Microsoft Outlook: How to Reserve a Meeting Room

StarkDD 2013




File Home Send / Receive Folder View Adobe PDF @I H - s v Untit!
S Meeting Insert Format Text Review
B R = Em :
ammin x {5 calendar ﬁ -=__5. ﬁ [4} Address Book g
< New Today Mext7 Day | Work | Week L,; Forward - - ] g'/ Check Names
ing ~| Items ~ Days Week Delete ] cneniot Appointment|Scheduling | Cancel Ir oot 4
. nehlote ad Response ons -~
Mew Meeting Arrange Assistant | Invitation 4 P P
Actions Show Attendees
4 Mew Meeting with All
SuMo TOWE TR FT 53 ~ » June 05 - Ogr © Invlfstions have not been sent for this meetidy.
14 = 5 To... WDC ConfRm 132
4.5 6 7 8 910 = -
11 12 13[14]15 16 17 o |
18 19 20 21 22 3 24 Location:  |_WDC Conf Rm 132
25 26 27 28 29 30
2am Start time: Fri 6/9/2017 = [9:00 PM ~ | [ Al day ev
End time: Fri 6/9/2017 = | |9:330 PM hd
4 |:| Team: Barath, Michael el
I:‘ SPDev_TestManager 800
el My Calendars
[l Lol

If you are viewing the room calendar, the room
number will automatically appear in the To field.

To reserve the room click New Meeting on the ) )
Fill out Start and End dates and times.
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Your request was declined because there are conflicts.
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Sent by Microsoft Exchange Server 2010

If the room has already been scheduled by
someone else, you will receive a Declined email

You will receive an Accepted email from the
from the room calendar.

room calendar if there are no issues.

If you do not need the room after scheduling,
please remember to delete the entry. This will
free up the room.

Please call the IT Department if you have any questions regarding the information presented here.
The extension for the IT Help Desk is 7878.
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