Outlook 2010 guide

Booking a Meeting Room in Resource Calendars

1. Goto Calendarand select New Appointment.
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2. Fillinthe Meeting Subject, select the Start Time and End Time, and Invite Attendees.
NOTE: DO NOT FILL IN THE LOCATION.

& - = Untitled - Appointment

3 E Appaintment | Inset  FormatTedt  Review
& catendar =D _j g QB
i = = ) [ = msuy
H 2 Forward + "'f| =l i =

Save & Delete Appointment|Scheduling | Live Conference | Invite

2 15 minutes
| Close 8] onehiote Assistant | Meeting  Call Attendees
Actions Show Conferendng Attendees o
Subject: |
Loeation:
Starttime: | Tue 03/09/2013 -~ 0200 ~ | [ AN day event
Endtime: | Tue 03/08/2013 ~| 0930 -

3. Onceyou haveinputthe above details, you need to select where you would like the
meeting. You can do this by selecting Rooms, in Location.
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NOTE: the Rooms button will only appearonce you have selected Invite Attendees.
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4. Allthe new meetingrooms willappearinthis drop-down menu.
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Selectthe appropriate room by double-clicking onit. This will now appearinthe bottom
area. Once itappears, it will allow you to click the OK button.

5. The name of the room booked will appearinthe TOsection with the otherinvitees. This
allows the system to send the booking directly tothe room. You can check availability before
sendingrequest by openingthe calendarand selecting the desired room to check.
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6. Thelocationisauto populatedinthe Location section and Invitesection.

7. Onceyou are satisfied with the booking, you can Send the request. Once sent, you will
receive aconfirmation fromthe roomselected to letyou know thatitis available and has
beenbooked. If thereis already a meetingat thattime in that room, itwill sendyoua
message showing Decline. The decline messagegives you areason why it has been declined.
Please checkand re-bookif required.



