BOOKING MEETING ROOMS
WITH OUTLOOK

Proudly brought to you
by the CEB ICT Team!




CONTENTS

SECTION 1 Creating a Meeting

Using your Outlook Calendar.

SECTION 2 Using the Room Finder Page 4

Seeing what is available.

SECTION 3 Booking and Accepting a Meeting Page S

Finalising your meeting.

DIOCESE
OF
BALLARAT  _
CATHOLIC
EDUCATION
LIMITED

CATHOLIC EDUCATION BALLARAT



SECTION 1 Creating a Meeting

OUTLOOK CALENDER

Create a meeting in your Outlook calendar as per usual.

Complete the Meeting title, Date and Time, and invite any attendees you wish to be part
of your meeting.

In the location field, begin typing the name of the meeting room you wish to use. You
will see a list of meeting rooms which match your search.

If the room is available for the time you have specified, it will appear as ‘Available’ in
green text.

If the meeting room is already booked for all or part of
your scheduled meeting, it will appear in red as ‘Busy’.
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secTioN2  Using the Room Finder :“‘ I
ROOM FINDER

Alternately, you may choose to use the room finder by clicking Room finder to the right

of the location field (or the Browse with Room Finder link in the suggestions drop down). Room Finder X
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The Room Finder will give you a list of suggested conference rooms, again with their
availability highlighted either in green or red.
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You will notice meeting rooms with televisions in them have an icon of a TV’ next to
them. You can filter these by ticking the Display box in the features drop down.
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SECTION 3 Booking and Accepting a Meeting
FINALISING

After selecting your meeting room, click the send button to save your meeting.
If the meeting room is available for your scheduled meeting, you will receive an
automated meeting acceptance from the meeting room itself.

If the meeting room is busy, you will receive a ‘declined’ automated response.
Bookings in both the Conference room requires approval, so automated responses will
come back as tentative until approved by the Administrative Team, (Kerrie Zammit,

Sarah Johnson, Susan Kern and Debbie Stabek).

Each meeting room which has a display will have the room’s booking calendar on
screen allowing staff to easily see if rooms are booked.



