Outlook - Using Equipment
and Room mailboxes to
Create meetings.

In Outlook go to Calendars > New Meeting
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In the dialogue that appearschoose Rooms...
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ﬂ You haven't sent this meeting invitation yet.

To...
-:] Subject
send Location - Rooms...
Starttime  Tue 12/04/2022 = 0830 | [ a4l day event
End time  Tue 12/04/2022 8 0%:00 -

You will be shown a list of rooms or equipment bookable in your business, double click on the one
required and then press OK


https://wiki.safetynet-it.com/uploads/images/gallery/2022-04/CmirMdnQg7P7Y9zS-image-1649748059109.png
https://wiki.safetynet-it.com/uploads/images/gallery/2022-04/wIF8hWcPtwTNPz6e-image-1649748024679.png

e Pl i LY I R TR S
*:I Fe

L% ki T

.
Select Rooms: All Reams s
Search: (®) Mame only () Mare columns  Address Book Pl
Gao All Rooms - safetynet E meeems ssemes Advanced Find
| Hame Location Busimess Phone Capacity Descrip
] e m e e e Room
e w e e e o EoEm CmEm Raomn
B w Fem -

Meeting Room

Zoom Call
Zoom volunteering Roon
r
g
< >
Rooms e Meeting Room: |
| Cancel

Choose a time and date and then hit Send.

You can see the room availability in the bottom right "Suggested times:" area. The event will then

show in your own and the calendar of the room/equipment.
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