DBTU Oracle Procedures


Scheduling Conference Rooms

Using Outlook to schedule meetings in conference rooms requires an understanding of several processes:

· Reserving a conference room

· Inviting attendees from the conference room calendar

· Inviting attendees from your own calendar

· Updating a meeting

· Canceling a conference room reservation

· Canceling a meeting from your own calendar

Reserving a conference room

1. In the Outlook folder list, click the + sign on Public Folders to open the folder.

2. Click the + sign on All Public Folders.

3. Click the + sign on CIT.

4. Click the + sign on Division of Computer System Services.

5. Select a conference room (for example, 12/2202 Conference Room 1)
Alternatively, you may want to select CIT>Conference Rooms>Building 12B 2nd Floor.

6. Click the day on the calendar for the meeting and click the required time slot. Using the shift key and mouse, you can click multiple time slots to extend the time by half hour increments to the length of the meeting.

7. Click Actions>New Appointment or Actions>New Meeting.
If you click New Meeting, a meeting icon will appear in the time slot.

8. For Subject, enter your name and the purpose of the meeting.
It is important to enter your name so that others who check the conference room calendar know who scheduled the meeting.

9. Adjust the start time or end time if necessary.

10. Decide whether to invite attendees from the conference room calendar or from your own calendar. 

If you invite attendees from the conference room calendar, you will need to invite yourself if you want the meeting posted to your calendar. Skip step 11 and proceed to the next section.

If you invite attendees from your own calendar, the meeting is automatically posted to your calendar. Continue with step 11 and then go to Inviting attendees from your own calendar.
11. Save the reservation.

· If you clicked New Appointment, click Save and Close on the Tool Bar.

· If you clicked New Meeting, click the File>Save and then File>Close on the Menu Bar.

Inviting attendees from the conference room calendar

If you invite attendees from the conference room calendar, you will need to invite yourself if you want the meeting posted to your calendar. 

12. For Location, enter the room number (for example: 12/2202 CR1).

13. Add details to the body of the message.

14. Click the Attendee Availability tab.

15. Click the Invite Others button.

16. Select the attendees and click Required or Optional for each one. Be sure to select yourself so that the meeting will appear on your calendar.

17. Click the Send button.

Outlook tells you that responses will not be tallied.

Outlook offers you the opportunity to update your calendar. A Yes reply is equivalent to accepting the meeting invitation. If you reply No, the invitation is sent to your mailbox, where you can respond to it.

Inviting attendees from your own calendar

18. Click your calendar in the folder list.

19. Click the day on the calendar for the meeting and click the required time slot. Using the shift key and mouse, you can click multiple time slots to extend the time by half hour increments to the length of the meeting. Make sure the day and time match the conference room reservation.

20. Click Actions>New Meeting.

21. For Subject, enter the purpose of the meeting.

22. Adjust the start time or end time if necessary.

23. For Location, enter the room number (for example: 12/2202 CR1).

24. Add details to the body of the message.

25. Click the Attendee Availability tab.

26. Click the Invite Others button.

27. Select the attendees and click Required or Optional for each one.

28. Click the Send button.

Outlook updates your calendar with the time, subject, and location of the meeting.

Updating a meeting

29. On the calendar you used to invite attendees (conference room calendar or your own calendar), click the meeting to select it.

30. Click File>Open>Selected Items.
31. Enter updates in the message area.

32. Click Send Update on the Tool Bar.

Canceling a conference room reservation

If you must cancel a meeting, you should cancel the conference room reservation and the meeting.

33. On the conference room calendar, click the reservation to select it.

34. Click Edit>Delete.
If you have invited attendees from the conference room calendar, Outlook offers you the opportunity to send cancellation notices.

Canceling a meeting from your own calendar

If you have invited attendees from your own calendar, you should cancel the meeting on your calendar.

35. On your own calendar, click the meeting to select it.

36. Click Edit>Delete.
Outlook offers you the opportunity to send cancellation notices.
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