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Finding and Booking Meeting Rooms in Outlook Using Room Finder 

 
This guidance document provides step-by-step instructions for finding and booking meeting rooms using the specific Outlook applications, 

including Outlook on the Web (OWA), Outlook for Mac, Outlook for Windows LTSC 2021, and Outlook for Windows LTSC 2024. Each 
guide includes screenshots and navigation steps relevant to that particular application/client. 
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Using Room Finder – Outlook Web App Instructions 
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Room Finder - Outlook Web App 

IS Help 

 

 

In the event that you would like to find a room for, click the Add a room or location box 
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Room Finder - Outlook Web App 

IS Help 

 

 

Click Browse all rooms 
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Room Finder - Outlook Web App 

IS Help 

 

 

Click the Building drop-down box 
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Room Finder - Outlook Web App 

IS Help 

 

 

Click the area where the building you require is located 
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Room Finder - Outlook Web App 

IS Help 

 

 

Click the appropriate building list 
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Room Finder - Outlook Web App 

IS Help 

 

 

Click an available room that meets your capacity and feature requirements 
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Room Finder - Outlook Web App 

IS Help 

 

 

Click Close 
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Room Finder - Outlook Web App 

IS Help 

 

 

The room has now been added to your meeting 
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Using Room Finder – Outlook 2021 Instructions 
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Room Finder - Outlook 2021 

IS Help 

 

 

In the meeting that you would like to find a room for, click the Room Finder button 
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Room Finder - Outlook 2021 

IS Help 

 

 

Click the Show a room list drop-down arrow 
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Room Finder - Outlook 2021 

IS Help 

 

 

Select the appropriate room list for the area where the building you require is located 
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Room Finder - Outlook 2021 

IS Help 

 

 

Click an available room that meets your capacity requirements, you can scroll horizontally to see the capacity of the room 
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Room Finder - Outlook 2021 

IS Help 

 

 

Click the Close button to close the Room Finder 
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Room Finder - Outlook 2021 

IS Help 

 

 

The room has now been added to your meeting 
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Using Room Finder – Outlook 2024 Instructions 
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Room Finder - Outlook 2024 

IS Help 

 

 

In the meeting that you would like to find a room for, click the Room Finder button 
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Room Finder - Outlook 2024 

IS Help 

 

 

Click the Building drop-down box 
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Room Finder - Outlook 2024 

IS Help 

 

 

Click the area where the building you require is located 
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Room Finder - Outlook 2024 

IS Help 

 

 

Click the appropriate building list 
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Room Finder - Outlook 2024 

IS Help 

 

 

Click an available room that meets your capacity and feature requirements 
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Room Finder - Outlook 2024 

IS Help 

 

 

Click Close 
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Room Finder - Outlook 2024 

IS Help 

 

 

The room has now been added to your meeting 
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Using Room Finder – Outlook for Mac Instructions 
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Room Finder - Outlook for Mac 

IS Help 

 

 

In the event that you would like to find a room for, click the Add a location box 
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Room Finder - Outlook for Mac 

IS Help 

 

 

Click Browse with Room Finder 

 

  



Jul 08, 2026    29 of 34 

 

 

 
Room Finder - Outlook for Mac 

IS Help 

 

 

Click the Building drop-down box 
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Room Finder - Outlook for Mac 

IS Help 

 

 

Click the area where the building you require is located 
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Room Finder - Outlook for Mac 

IS Help 

 

 

Click the appropriate building list 
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Room Finder - Outlook for Mac 

IS Help 

 

 

Click an available room that meets your capacity and feature requirements 
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Room Finder - Outlook for Mac 

IS Help 

 

 

Click Close 
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Room Finder - Outlook for Mac 

IS Help 

 

 

The room has now been added to your meeting 

 

 


