EMAIL &
CALENDARS

How to Book a Conference Room in Outlook

PURPOSE:
¢ How check availability of a conference room in Outlook 2016
¢ How to book a conference room in Outlook 2016

VERSION SUPPORTED: Outlook 2016

HOW TO CHECK AVAILABILITY OF A CONFERENCE ROOM IN OUTLOOK:
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Rooms selected will appear and be
automatically selected to view schedule. S
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If you prefer, changing your view to pasatse
Schedule View give you an hour-by-hour
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On the Outlook ribbon, click on New Meeting.
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Click Send. © vou haven't sent this meeting invitation yet.
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=1 To.. RM-Spruce-304
send N o pject Room Reservation for "How To™ Guides
Location RM-Spruce-304
Start time Tue 5/14/201% D 8:00 AM - All day event
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The event will be automatically added to your personal calendar. Once your request has
been approved, you will receive email notification that it was been added. You then will
see the finalized reservation on the room calendar.
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