Booking a Room in Outlook

To book a room in Outlook you need to invite the room when scheduling a meeting.

1. Rooms display in the Flinders Global Address List and are prefixed with ‘Room’.
Hint: Enter ‘room’ in the Search field to quickly access the list of rooms. Most rooms are
area grouped:

FNT - Flinders Northern Territory

FURCS - Flinders University Rural Health
FUVS - Flinders University Victoria Square
TON - Tonsley

U - Bedford Park

Select Attendees and Resources: Global Address List- Staff

Search: @Nameonly DMorecolumns Address Book
room Go |GlobaIAddress List- Staff - w Advanced Find

| MName Title Business Phone

[] Room - TON_T1_3.06 (3] L
[] Room -TON_T1_3.30_Video Conference Meeting Room_{12)

[] Room -TOMN_T1_3.31_Small Meeting Room_(&)

[]Room - TON_T1_3.32_Small Meeting Room_(&)

[] Room -TON_T1_4.28_Standard Meeting Room_{12)

[] Room - TON_T1_4.2%_Small Meeting Room_(&)

[]Room - TON_T1_4.30_Small Meeting Room_(&)

[] Room - TON_T1_5.01_Small Meeting Room_(4)

[] Room - TON_T1_5.18_Small Meeting Room_{4)

[] Room -TON_T1_5.21_5Standard Meeting Room_{10)

[]Room - U_BIOL_02%_Meeting Room_{12)

[] Room - U_EASC_210_Meeting Room_{14]

[] Room - U_EDUC_4.27_Meeting Room_{10)

[]Room - U_EDUC_4.63_Meeting Room_[9)] 18333
[] Room - U_EDUC_4.76_Student Meeting Room_(1)

[] Room - U_EDUC_4.764_Meeting Roam_(2)

[] Room - U_EDUC_5.64_Meeting Room_{10) 18333
[]Room - U_ENGR_308_Meeting Room_(16]

[] Room - U_ENGR_335_Meeting Room_{15)

[]Room - U_ENGR_336_Meeting Room_{16] 18333
[]Room - U_ENGR_432_Meeting Room_{g)

[] Room - U_ENGR_434_Meeting Room_[16]
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[] Room - U_ENGR_450 Meeting Room_(36] 18333

1 Diem e LL CRITO AL Bdoodbie o O oo en (0

=T = — £ = =

MOAnAm 11 FRED ARY Adaatinm Danm (R

£ >
Required
Optional

Resources Room - U ENGR 450 Meeting Room [36]

To invite a room to the meeting, select the room and click on the Resources button.

Add other meeting attendees as required and click on the OK button.
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4. The room defaults in the Required and Location fields on the meeting request.
2 =

File Meeting | Scheduling Assistant I Insert Format Text Review Help Q Tell me what you want to do
. o=
m Calendar ¢ @ e P\% 5 Eshow As: |:|Busy v O

Delete — Forward ~ Teams Meeting C.anc.el Address Check Response I:I_. Reminder  Mone . Recurrence
Meeting Motes Invitation Book MNames Options ~
Actions Teams Meeting | Meeting Motes Attendees Options

@‘r’ou haven't sent this meeting invitation yet.

From
>

Send Title Meeting

Required Attendeel; Attendee2) ) Room - U ENGR 430 Meeting Room (36)

Optional
Start time Tue 30/03/2021 E 11:00 AM ~| [Janday [] @ Time zones
End time Tue 30/03/2021 11 1115AM w| ¥ Make Recurring

Location Room - U ENGR 450 Meeting Room (36)

5. Click on the Scheduling Assistant button to check room (and other attendees)
availability.

6. Complete the remainder of the meeting request as required and Send.

Some rooms have been setup to automatically accept or decline a booking, based on whether
the room is free or busy. In these instances, if the room is free an email is automatically sent
back to the meeting organiser accepting the invitation and booking the room. If the room is
busy, an email declining the invitation is sent.

Other rooms have a manual approval process. When a booking is made for these rooms, a
designated staff member is sent an email and they subsequently accept or decline the booking
and notify the meeting organiser accordingly. As this is a manual process, there may be a delay
between sending a meeting request and receiving the email notification.
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