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Did you Know?

P Conference room bookings are
easily completed in Outlook

» You can now simply “Add a Room” when you create your
calendar invitations
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How to Book a Room in Outlook




Step 1:

Create a Meeting Invitation in Outlook

Go to your Outlook Calendar
to create a new meeting
invitation, entering your
meeting title, schedule, and
attendees as usual

» Then click “Location”

Team Meeting in DAC Conference Room - Meeting
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You haven't sent this meeting invitation yet.
This appointment is next to another one on your calendar.

Team Meeting in DAC Conference Room

@ Paula Sled: ® Karen Matthews: # Elke Wohlleben: |

Start time -07- : - F Alldsy H & Time

End time 4% Make Recurring
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Step 2:

Add a room to the “Location” Field

» Afterclicking “Location”
(previous slide), select the
room you want to book

» Click OK to exit the room
selection pop-up

Select Rooms= All Rooms

X

Search: @Ati columns ON:ame only Address Boolke
| % | [AnRooms- v| Advanced Fing
| MName Location Business Phone Capacity |
] Room-DAC-BoardRoom DAC a .
1 Room-DAC-Conference DAC
] Room-DAC-MiniMeeting [TEAMS) DAC 12
F] Room-Dufferin-MeetingRoomGym Dufferin Gym
[] Room-Dufferin-SeminarRoom211 Dufferin
[] Room-Facilities-MeetingRoom Facilities

Double-click the room location (above)

to add the room to your booking

(shown in the "Rooms" field below)
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Step 3:

Use Scheduling Assistant to preview !
attendee and room availability

Confirm all details and click “Send”
to complete your booking

Start time Fri 2023-07-07 = 200PM b W Allday B C Timezones
nd time Fri 2023-07-07 E 230PM 84 ¥ Make Recurring
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“ Resource (Room or Equipment)

Room-DAC-Conference '
Add resource

Each person and the room

are free during this block




[ROOM ADMIN ONLY]
How to Cancel Others’ Bookings




Step 1:

Find the room booking that needs to be changed or cancelled

» 1. Go toyour Outlook
Calendar and open the
relevant room booking
calendar

» 2.Double-click the meeting
that needs to be changed or
cancelled




Step 2:

Cancel the meeting

» When the meeting window
pops up, click “Delete” in the
top left corner of the
window. Ghgm L Nams

Time July 19, 2023 2:00 PM-2:30 PM

Location Room-DAC-Conference

Response ~ Accepted Change Response




Step 3:

Confirm and Notify Meeting Organizer

» After clicking “Delete,”
complete the following pop-
up prompts:

» 1. Click “Yes” to respond to the
meeting organizer

» 2.Choose “Edit the response
before sending”

. D 3.Click“OK”

e

Organizer

Time

Location

MName
July 19, 2023 2:00 PM-2:30 PM
Room-DAC-Conference

/" Accepted Change Response 1

Microsoft Qutleck

‘Would you like to respond to the meeting arganizer?

Microsoft Outlook

!

You already sent a response for this
meeting. Do you want to include
= omments with th SpONSET

@ Edit the response before sending.

(_Send the response now.

O Don't send a response,
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Step 4:

Provide Details and Send

» 1. Provide some details to the
meeting organizer on why
the booking was changed or
cancelled Cipboard Basic Ten

» 2.Click send to complete the ki e
change or cancellation

From » Daniel Fritz on behalf of ® Room-DAC-Conference

» NOTE: The event will not be
deleted from the organizer’s
calendar. Only the room

booking will be canceled.

Declined: Mame

July 19, 2023 2:00 PM-2:30 PM

Room-DAC-Conference
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How to Change or Cancel Your
Own Room Booking




Step 1:

Open the room booking that you want to cancel

» Go to your Outlook Calendar
and find the meeting with [
the attached room booking G o | 20 (e | e e mm:*

Attendees

accepted, O tentatively accepted, 0 declined.

» You can confirm that a BN .. [feam Meeting in DAC Conference Room
room booking is attached ol R o coonoiccontonne
in the “Required” and
“Location” fields e

Room-DAC-Conference
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Step 2:

Cancel the meeting

Team Meeting in DAC Conference Room - Meeting

A%I-‘ijﬂ:‘ Tracking  Insert  FormetText  Review H&ip Q Teﬂmwmyhu-_

» Click “Cancel Meeting” in % gl &2 E S e

'&ﬁ’ms Sendto | Contact Address {El'ieck Response

the top left corner of the picens | SRE " | et [ orte | ek o per= e
~ | Actions [eams Meeting ‘Onellote Attendees Options
W] ndOW- Attendee responses: 1 accep " tentatively accepted, 0 declined.

| The WindOW W]“- update after e . te Team Meeting in DAC Conference Room
clicking “Cancel Meeting” and a
new button will appear that says
“Send Cancellation” (also in the sl
tOp left corner of the WindOW). Start time Mon2023-07-24 [ 200PM 8% W Aldsy B = Timezones

’ Click “Send Cancellation” End time Mon 2023-07-24 ﬁ 300 PM hd ¥ Make Recurring

Room-DAC-Conferenc

® Room-DAC-Conference
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How to Remove the “Teams Meeting”
Option from Your Invitation
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Step 1: T
D 1:
Create a meeting in Outlook Calendar
»  Go toyour Outlook Calendar and e o i Bl F [2& 1 0 s
create a new meeting by: st O | et e paen cuo | B
5 anage Caensar share fing.
Cllckmg New Appointment, ETAB Au :
New Meefing, New Items, or by T | -
» 2.Double-clicking on an 7 B 9 : :
space within your calendar
where you want to schedule a
meeting 2]
» Note: when you add —
attendees or a room booking 5 N
to a meeting, Outlook makes e H ,
that meeting a Teams 5 oo e ||
“ meeting e
l"zlm-’hrflSsna'_rew... ;‘g . E
P
NC avaTa




Step 2:

Remove the Teams Meeting Option

» Click “Don’t Host Online”

» This will remove:

b the “Microsoft Teams Meeting”
address in the Location field and

» Microsoft Teams meeting
information in the body of the
meeting window

Team Meeting in DAC Conference Room - Meeting
insert  FormatTed  Review Hep  Q Tellme what you want to do
W | DS Sl [ O
- i Wiy [ 0

S | e ) eporssOpans | R

Attendees. ] f_?g&m

Team Meeting in DAC Conference Room

® Room-DAC-Confererice

Start time Wed 2023-08-09 EI 2:00PM - B Allday W # Time zones

End time Wed 2023-08-09 (=1 230Pm 84 < Make Recurring

Microsoft Teams Meeting; Room-DAC-Conference

This meeting
s set up as a

Joi : . T aam

n‘m on your .c?mputer, m.oblle app or room device | Te,aln;hg

Click here to join the meeting .
meeting

Microsoft Teams meeting

Meeting ID: 232 105 339 787
Passcode: 2HcAyv
Download Teams | Join on the web
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Step 3:

Add details and Send meeting request

Untitled - Meeting

Once you have removed the
Teams meeting option, add
details (attendees, meeting
info, etc.) and click Send.

loom-DAC-Conference
Muon 2023-08-07 ﬁ 2:00PM 6d W Alday B = Timezones
nd time Mon 2023-08-07 E ZI0PM a4 ¥ Make Recurring

Room-DAC-Conference

e
)

A ~

W= 18




How to Use the Room Finder
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\
Create a meeting in Outlook Calendar
» Go to your Outlook Calendar AE| £ [2e 0 O (E==
and create a new meeting by: el e IO
» 1. Clicking New e I
Appointment, New ’ “ 9 : '
Meeting, New Items, or by
i -2.{
» 2. Double-clicking on any m
space within your B s
calendar where you want i || :
“ to schedule a meeting el | |
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Step 2:

Find the Room Finder Tool

» 1. Addastart and end time
to your event

» 2. Click on the “Scheduling
Assistant” tab

Start time

End time

Team Meeting in DAC Conference Room

Thu 2023-07-20 [T1§ 1:30PM 2d | Al day

B = Tirmezones

Thu 2023-07-20 E Z00PM a2 Make Recurring
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Step 3:

Use the Room Finder Tool

B 1. Click on the “Room
Finder” button

W Allday € Time zones Room Finder
»  2.This will open the Room ' : e erer
Finder window N [
—— - S
»  You will now be able to 9 esre
see the rooms that are m——
available during your T

meeting time

»  Double-click any meeting
room in the Room Finder

window to add that room

to your meeting

1 Busy M Tentative X Out of Office 8l Working Elsewhere BN No Information Bl Outside of working hours

NOTE: your view in Outlook may be different . You may see all the
available rooms or the Suggested times for the room and a calendar
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Step 4:

Add details and Send meeting request

Untitled - Meeting

o ‘mm'

» Once you have added a room e
USi ng the Room Fi nder s [ itle Team Meeting in DAC Conference Room
WindOW, add any necessary VTN @ Room DAC-Conference

details and click Send to save

your event and book the e TR I = = - e

Room-DAC-Conference
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How to Add Room Calendars to
Your Outlook




Step 1:

Navigate to the Outlook Calendar

»  Navigate to the Outlook Calendar and:
» 1. Click the “Open Calendar” button in the top tool bar, this will open a menu where you

» 2. Click on the “From Room List...” option

e iy N

July 2023 D. From Room List...

SU MO TU WE TH FR SA — @ From Intemet...

Create New Blank Calendar...

Wednesd4 &) Open Shared Calendar...
19 20
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Step 2:

Add Rooms to Your Calendar

Select Mame: All Rooms

Search: (® All columns () Name only Address Book:
| | = |+ |alRooms - Daniel Fritz@sdé@.be.ca v|  Advanced Find

’ 1- SElect any rooms that you | Mame 1 Location Business Phone Capacity |
want to add to your calendar | |G .

» 2.Click onthe “Rooms” Koo Ol Sompoftaant it
button to add the selected

rooms

» 3. Click “OK” to finalize your
selection and add rooms to
your calendar By

| !Room-DAC-BoardRaom' Room-DAC-Conference; Room-DAC-MiniMeeting [TEAMS 3 |
oK | | Cancel |
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Step 3:

Organize the Calendar View

»  Adding multiple rooms to your
calendar may automatically switch
your calendar to “Schedule View” ' July 2023 July 17 - 21, 2023

TU WE TH FR SA

»  You can organize your Outlook
Calendar view by:

» 1.Choosing a different view (Work
Week and Week are most common). v O My Calendars

M Calendar - Daniel.Fritz...
5
» 2. Hiding calendars that you do not
need to see by removing the check
from the box next to the calendar name




