Using a Conference Room Calendar - Outlook

Inviting a Conference Room as a Resource

Outlook 2003

1. From within Outlook 2003, click on your Calendar item

2. Create a new Calendar entry
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3. From within the new Calendar entry form, click the "Scheduling" tab
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5. Click the "Add from Address Book..." option
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6. Select individual(s) you wish to invite to the meeting in the "Required ->" or "Optional ->" buttons
7. To invite (and book) the conference room as a resource, highlight your desired conference room and then click the "Resources ->" button

8. After adding your conference room into the "Resources ->" field, click the OK button



9. You will be able to the see what times are available for those invited, including the conference room
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10. Choose an appropriate time for your meeting; while avoiding conflicting schedules.

11. Once a time period has been established, click the "Send" button.



12. You should then receive one of the following messages:

Resources Booked
The resaurces Far the meeting were
! successfully booked.

[ ]Please do not show me this dialog again

Microsoft Office Outlook

t "=iConferenceRoom = L1-100" is already booked for the specified time, You must use anokther tme or find another
e 'y resource,

Note:
Conference Room Free/ Busy times are shown for 13 months (Oct 07 - Oct 08)
And are updated to the Server every 10 minutes
Room Delegates may also Schedule, Re-Schedule, Modify and/or Cancel any meetings posted to these calendars.
If you have any questions about how to invite a conference room, please contact Technical Services at your local location.

If you have any questions concerning your conference room specifically, please contact your Room Delegate.



