How to Book a Meeting Room

Background

Since the installation of Microsoft Exchange 2007 there has been a move away from Meeting Maker, in order to consolidate the University’s email and meetings on one system.  As a result we have started implementing Meeting Rooms within Outlook Calendaring/Scheduling Assistant.  In order to book a meeting room, the meeting must be made with the required people and additionally the Meeting Room must be invited.  This process will still allow so that only limited people can accept appointments within the room, and if meetings are booked in rooms that are too small, the system will let you know.

Process

In order to proceed first we must make a New Meeting Request
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Invite the recipients as you would normally for a meeting request.

Click on the Rooms button, and you will be presented with a list of Rooms currently on the Email system, pick out the room appropriate to your needs, click on Rooms (or double-click) and click OK, this will Add the Room into the To field.

Should you wish to check the room is available you can click on the Scheduling Assistant from the menu ribbon at the top of the meeting Request – this will check if the resource is available and also whether or not the recipients are available before sending the Meeting Request.
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When complete, simply click Send and your meeting will be Tentatively booked in the room, if the room is managed by an individual or team.  If the room is open access, then the Meeting will be booked for you as long as no-one else is using it.

