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Reserving a meeting room in Outlook 

 

1. Open your calendar, and click ‘New Meeting’ 

 

2. Set your meeting date and time 
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3. Click ‘Rooms’ 

 

 

 

4. Select the room you would like to reserve (double-click on the room; it should show at the 

bottom) and click ‘OK’ 
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5. Check the availability of the room. There are two options to 

do this. One way is to look at the “Suggested Times” to the 

right of your meeting invitation. This shows if the room is 

available or if there is a conflict. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The other option is to click “Scheduling Assistant at the top of the screen. This shows the 

availability for the room as well. 
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6. Click on ‘Appointment’ and type the subject of your meeting 

 

7. Click ‘Send’ 
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8. You will receive a confirmation if the room is not booked 

 

9. If you attempt to reserve a room that is already booked, you will get a “Declined” message 

 

 


