Reserving a meeting room in Outlook

1. Open your calendar, and click ‘New Meeting’
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2. Set your meeting date and time
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3. Click ‘Rooms’
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4. Select the room you would like to reserve (double-click on the room; it should show at the
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bottom) and click ‘OK
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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
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7. Click ‘Send’
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8. You will receive a confirmation if the room is not booked

L I T Accepted: MMAP - Meeting Response

MEETING RESPOMNSE ADOBE PDF

X| QG G| B [ S | we Gy W P& A Q
" Team Email Done :7 Rules ~ - . [E] Related -

Delete | Reply Riﬁlly Forward E-EMore' Mrjoe::sg =3 Reply & Delete ¥ Create New = D-E‘Actions' F;;los“sgnv Ul:lr::d Cate%mlze FELLD.W Tranvslate I\ Select~ Zoom

Delete Respond Meeting Motes Quick Steps ] Maove Tags Editing Zoom

Tue 2/9/2016 6:01 PM

Conf. Rm. Cafiada 8-119
Accepted: MMAP

To Marguez, Michelle

e [US & Canadal).

When ‘Wednesday, March 02, 2016 2:00 PM-3:00 PM (UTC-08:00) Pacifi
Location  Conf, Rm. Cafiada 8-119

Accepted Conf. Rm. Cafiada 8-119

Tentative Mo attendees have tentatively accepted.
Declined Mo attendees have declined.

ﬂ Conf. Rm. Cafiada 8-119 has accepted this meeti

Your request was accepted.

Sent by Microsoft Exchange Server 20168

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