THE UNIVERSITY of EDINBURGH

IN®
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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B TR Room Finder - Outlook Web App
IS Help

O In the event that you would like to find a room for, click the Add a room or location box

New event

© Series Busyv @+« O+ &~ G My Templates =

Add title O Sensitivity v < B > Tue, 07Jul, 2026 -

Invite required attendees & v

Tue 07/07/2026 13:00 - 13:30 & & Scheduler

Jrdd a room o location Qv

@ Teams meeting
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& TERE Room Finder - Outlook Web App
IS Help

O Click Browse all rooms

New event

@ Series Busyv {0+ O+ &+ | O MyTemplates =]

Add title O Sensitivity v < B > Tue 07Jul, 2026 ~

Invite required attendees &3 v

Tue 07/07/2026 13:00 - 13:30 & & Scheduler

Add a room or location Qv

Suggestions
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TR Room Finder - Outlook Web App
IS Help

O Click the Building drop-down box

New event

BB (5e)cwe s 0 0 5

Add title

0 MyTemplates (3 -

QO Sensitivity v

Invite required attendees

=]

Room Finder

Building Clear filters

Tue 07/07/2026 13:00 - 13:30

I ITest BuildingA Meeting Rooms:

Add a room or location

@ Teams meeting

Jul 08, 2026

Type

Conference room

Capacity Floor

Any

) [

Features

Select features

Conference rooms in Test BuildingA Meeting ...

Test BuildingA Room 1.04 - Meeting Roo...
© Available 24 9 Central

Test BuildingA Room 1.03 - Meeting Roo...
© Available R4 © Central ¥ & =

Test BuildingA Room 1.05 - Meeting Roo...
© Available 26 © Central

Test BuildingA Room 2.02 - Meeting Roo...
© Available 23 © Central

Test BuildingA Room 2.03 - Meeting Roo...
© Available 26 © Central ¥ & o

Test BuildingA Room 2.03 - Meeting Roo...
O Available 29 © Central

Test BuildingA Room 3.06 - Seminar Room...
© Available 210 © Central =

a

v
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TR Room Finder - Outlook Web App

IS Help

O Click the area where the building you require is located

New event
@ Series Busy+ @+ O+ &+~ | B MyTemplates v | @

Add title O Sensitiviy Room Finder X

Invite required attendees &5 v Building Clear filters

Test BuildingA Meeting Rooms
Tue 07/07/2026 13:00 - 13:30 & &) Scheduler
Recent buildings

Add a room or location @ v e Test BuildingA Meeting Rooms

All cities

@ Teams meeting

Central

Edinburgh

Select features

Conference rooms in Test BuildingA Meeting ...

Test BuildingA Room 1.04 - Meeting Roo...
© Available 24 9 Central

Test BuildingA Room 1.03 - Meeting Roo...
© Available 24 0 Central @ &2 ©

Test BuildingA Room 1.05 - Meeting Roo...
© Available 26 © Central

Test BuildingA Room 2.02 - Meeting Roo...
© Available 23 © Central

Test BuildingA Room 2.03 - Meeting Roo...
© Available 26 9 Central ¢ & o

Test BuildingA Room 2.03 - Meeting Roo...
© Available 29 9 Central

Test BuildingA Room 3.06 - Seminar Room...
© Available 210 © Central =
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TR Room Finder - Outlook Web App

IS Help

O Click the appropriate building list

New event

@ Series Busyv v O+ &+~ | O MyTemplates =]

Add title O Sensiivity Room Finder X

Invite required attendees &5 v Building Clear filters v

Test BuildingA Meeting Rooms

Tue 07/07/2026 13:00 - 13:30 & & Scheduler
Recent buildings

Add a room or location @' v e Test BuildingA Meeting Rooms

All cities

@ Teams meeting

Central

Forrest Hill Meeting Rooms

[est BuildingA Meeting Rooms . ||

Edinburgh

Test BuildingA Room 1.04 - Meeting Roo...
O Available 24 © Central

Test BuildingA Room 1.03 - Meeting Roo...
© Available 24 9 Central ¥ & =

Test BuildingA Room 1.05 - Meeting Roo...
© Available 2.6 9 Central

@ Test BuildingA Room 2.02 - Meeting Roo...

© Available 23 9 Central

@ Test BuildingA Room 2.03 - Meeting Roo...

© Available 26 © Central ¥ & =

° Test BuildingA Room 2.03 - Meeting Roo...
© Available 29 9 Central

° Test BuildingA Room 3.06 - Seminar Room...
® Available 210 9 Central &
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TR Room Finder - Outlook Web App

IS Help
O Click an available room that meets your capacity and feature requirements

New event

@ Series Busyv @+ O+ &+ | B MyTemplates =

Add title (2 Sty = Room Finder

Invite required attendees 3 v Building Clear filters

Test BuildingA Meeting Rooms
Tue 07/07/2026 13:00 - 13:30 o & Scheduler

Type

Add a room or location @ v Conference room

. Capacity Floor
@ Teams meeting
Any : I IAny

Features

Select features

Conference rooms in Test BuildingA Meeting ... 4

Test BuildingA Room 1.04 - Meeting Roo...
O Available 24 © Central

Test BuildingA Room 1.03 - Meeting Roo...
© Available 24 9 Central ¥ & &

Test BuildingA Room 1.05 - Meeting Roo...
© Available 26 © Central

Test BuildingA Room 2.02 - Meeting Roo...
© Available 23 9 Central

@ Test BuildingA Room 2.03 - Meeting Roo...

© Available 2.6 © Central ¥ & o

Test BuildingA Room 2.03 - Meeting Roo...

O Available 29 © Central

Test BuildingA Room 3.06 - Seminar Room...

© Available 210 9 Central = v
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TR Room Finder - Outlook Web App

IS Help

O Click Close

New event

@uwe Bu- B 0 &

Add title

G My Templates

Q Ssensitivity v

Invite required attendees

Qo
<8 v

Tue 07/07/2026 13:00 - 13:30

. & Scheduler

Test BuildingA Room 1.04 - ...

Amiiatds X Add a room or location

Qv

@ Teams meeting

Jul 08, 2026

@

Room Finder
Building Clear filters
Test BuildingA Meeting Rooms .

Type

Conference room

Capacity Floor

Any : I I Any

Features

Select features

Conference rooms in Test BuildingA Meeting ...

Test BuildingA Room 1.04 - Meeting Roo...
© Available 24 9 Central

Test BuildingA Room 1.03 - Meeting Roo...
© Available R4 9 Central © 2 =

Test BuildingA Room 1.05 - Meeting Roo...
© Available 26 9 Central

Test BuildingA Room 2.02 - Meeting Roo...
© Available 23 9 Central

Test BuildingA Room 2.03 - Meeting Roo...
© Available 26 9 Central ¥ &2 o

Test BuildingA Room 2.03 - Meeting Roo...
© Available 29 ? Central

Test BuildingA Room 3.06 - Seminar Room...
© Available 210 9 Central &=
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B TR Room Finder - Outlook Web App
IS Help

O The room has now been added to your meeting

New event

XNl (o o Soo O 0 6. D B O

Add title O Sensitivity v < B > Tue,07.Jul, 2026 v

Invite required attendees & v

Tue 07/07/2026 13:00 - 13:30 & &3 Scheduler

Test BuildingA Room 1.04 - ... X
Available

@ Teams meeting

dd a room or location Qv
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AN Room Finder - Outlook 2021

IS Help

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

File Meeting Scheduling Assistant Insert Format Text

We ng O B B3 &

Delete = Meeting Cancel Address Check Response
Notes Invitation Book Names Options v

Actiors Meeting Notes Attendees

@ You haven't sent this meeting invitation yet.
This appointment conflicts with another one on your calendar.

B Title

Senc

Required
Optional
Start time Wed 01/07/2026 [T} 11:00
End time Wed 01/07/2026  [T] = 12:00
Location

n Shared Folder Q Calendar -

Jul 08, 2026

Untitled -

Meeting

&2 Show As: [l Busy v G

Q Reminder: 15 minutes

v

v

Options

[(JAllday [] @ Time zones

< Make Recurring

Review Help Q Tell me what you want to do

%E E] Private

Recurrence = Categorize
v

v

! High Importance

J, Low Importance

Tags

View
Templates

My Templates

EO.\ Room Finder
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& renns Room Finder - Outlook 2021
IS Help

O Click the Show a room list drop-down arrow

Untitled - Meeting

File Meeting Scheduling Assistant Insert Format Text Review Help Q Tell me what you want to do

We @f 5 B FH gl - O BF B G

|
Delete = Meeting Cancel Address Check Response : High Importance

D Reminder: |15 minut Recurrence | Categorize View
Notes Invitation Book Names Options v bRl ¥ J, Low Importance Templates
Actiors Meeting Notes Attendees Options Tags My Templates .

@ You haven't sent this meeting invitation yet. Room F|n v x
This appointment conflicts with another one on your calendar.

4 July 2026 »

Title Mo Tu We Th Fr Sa Su
> " s
S 6 7 8 9 10 11 12
24 25 26
1B
Optional 3 |
Start time Wed 01/07/2026  [T] = 11:00 v| [JAlday []J Q Time zones Good | |rair [ Poor
Show a room list:
o o ’\ 0
e i i B i s S eke Bacuing Test BuildingA Meeting R

. § Choose an available room:
Location E)\ Room Finder
L None

Test BuildingA Room 104 -
Test BuildingA Room 1.3 -
Test BuildingA Room 1.05 -
Test BuildingA Room 2.2 -

Suggested times:
1 Shared Folder Q Calendar - | 08:00 - 03:00
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& renns Room Finder - Outlook 2021
IS Help

O Select the appropriate room list for the area where the building you require is located

Untitled - Meeting

File Meeting Scheduling Assistant Insert Format Text Review Help

Q Tell me what you want to do

[m] @ @( p\% E &3 Show As: [l Busy v O IE]B B private D

| Wi
Delete S, Meeting Cancel Address Check Response QRemin 15 i Recurrence | Categorize * High Importance View
Notes Invitation Book Names Options ¥ ' ok’ N \L Low Importance Templates
Actiors Meeting Notez Attendees Options Tags My Templates
@ You haven't sent this meeting invitation yet. 1 v X
This appointment conflicts with another one on your calendar. Room FI n...
4 July 2026 »
Title Mo Tu We Th Fr Sa Su
> 1 s
S 6 7 8 9 10 11 12
end Required 18 19
24 25 26
31
Optional
Start time Wed 01/07/2026  [] = 11:00 v| [JAllday [] @& Time zones Good  [[T] Fair [ Poor
Show a room list:
d time Wed 01/07/2026 12:00 O M: i ]
End time /07/ | v | € Make Recurring Test BuildingA Meeting R°°1L

Murchison House El and Ter
Location

E\ Room Finder

Old Surgeon’s Hall Meetings
Roslin Institute Meeting Spa
St. John's Land Meetings Ro

UEBS Mee! ngs Rooms
Custom

08:00 - 09:00 o,

1 Shared Falder 6 Calendar - _
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IS Help

Room Finder - Outlook 2021

O Click an available room that meets your capacity requirements, you can scroll horizontally to see the capacity of the room

Untitled - Meeting

File Meeting

We mf 5 @ & &

Scheduling Assistant Insert

Delete Meeting Cancel Address Check Response
2>~ S s
Notes Invitation Book Names Options v
Actiors Meeting Notez Attendees

@ You haven't sent this meeting invitation yet.
This appointment conflicts with another one on your calendar.

> Title

Send Required
Optional
Start time Wed 01/07/2026 E
End time Wed 01/07/2026 ﬁ
Location

) Shared Falder 0 Calendar - g

Jul 08, 2026

Format Text

11:00

12:00

Review Q Tell me what you want to do

Help
&3 Show As: [l Busy v O D & private
! High Importance

Recurrence
v

G

View
Templates

My Templates

Room Fin... + X

Categorize

v

D Reminder: 15 minutes
Low Importance

Options Tags

4 July 2026 »
Mo Tu We Th Fr Sa Su

128 s s

6 7 8 9 10 11 12

24 25 26

31

v [ }/\ll day Good [ Fair

. Poor

(] @ Time zones

Show a room list:
~ .
Y| % MiknReawing Test BuildingA Meeting Roo

Choose an available room:

@ Room Finder

Test BuildingA Room 104 l
est BuildingA Room 103"~

Test BuildingA Room 1.05 -

Test BuildingA Room 2.2 -

Suggested times:

08:00 - 09:00 u,
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& renns Room Finder - Outlook 2021
IS Help

O Click the Close button to close the Room Finder

Untitled Meeting

File Meeting Scheduling Assistant Insert Format Text Review Help Q Tell me what you want to do

[E @ E):‘( P\% é’ﬂ & Show As: [l Busy v O EB 8 private D

! High Importance

Delete Meeting Cancel Address Check Response Recurrence | Categorize View
= o A Reminder: i v
Notes Invitation Book Names Options v 0’ BRI 15 minutes Y l, Low Importance Templates
Actiorz Meeting Notez Attendees Options Tags My Templates .
@ You haven't sent this meeting invitation yet. Room F|nde - E

This appointment conflicts with another one on your calendar.

] July 2026 »

B Title Mo Tu We Th Fr Sa Su
R
Senc 6 7 8 9 10 11 12

18 19
24 25 26
31

Required Test BuildingA Room 2.03 - Meeting Room Capacity 9
Optional

Start time Wed 01/07/2026 E 11:00 v [JAnday [] Q Time zones Good Fair . Poor

Show a room list:

End time Wed 01/07/2026 E 12:00 v ¥ Make Rp(umng Test BuildingA Meding Y

Location Test BuildingA Room 2.03 - Meeting Room Capacity 9 E_')\ Room Finder C:oose SN o
e

Test BuildingA Room 1.0¢ -M
Test BuildingA Room 1.03 - M
Test BuildingA Room 1.05 - M«
Test BuildingA Room 2.02 - Mt
Test BuildingA Room 2.03 - M«
Test BuildingA Room 2.03 - M«
Test BuildingA Room 3.06 - Se
n Shared Folder @ Calendar- | Test BuildingA Room 3.07 - M«
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& renns Room Finder - Outlook 2021
IS Help

O The room has now been added to your meeting

Untitled - Meeting

File Meeting Scheduling Assistant Insert Format Text Review Help Q Tell me what you want to do

e @i O B & & SwesBs O B O [

! High Importance

Delete S Meeting Cancel Address Check Response 1) Reminder: |15 minut Recurrence | Categorize View
Notes Invitation Book Names Options v ' ik i 2 J, Low Importance Templates
Actiors Meeting Notes Attendees Options Tags My Templates -

@ You haven't sent this meeting invitation yet.
This appointment conflicts with another one on your calendar.

> Title

Senc Required Test BuildingA Room 2.03 - Meeting Room Capacity 9

Optional
Start time Wed 01/07/2026  [] = 11:00 v [JAlday [] @ Time zones
End time Wed 01/07/2026 E 12:00 v < Make Recurring

Location Test BuildingA Room 2.03 - Meeting Room Capacity 9 @ Room Finder

n Shared Folder Q Calendar -
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& TR Room Finder - Outlook 2024

IS Help

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

File Meeting  Scheduling Assistant  Insert  Format Text  Review Help Q Tell me what you want to do
- . ) (T EE & D
(i & @ O s@w o o 7 o O3 5
Delete 8 Teams Send to Cancel ¥ Q |15 minites v| A% Rectlivence Categorize - Immersive New View
Meeting v OneNote Invitation D v S v \J, Reader Scheduling Poll ~ Templates
Actions Teams Meeting OneNote Attendees Options Tags Immersive Find Time My Templates g

@ You haven't sent this meeting invitation yet.

> Title

Send ‘ Required |
‘ Optional ‘
Start time Tue 07/07/2026 (53| 1300 v| [OAlday [] @& Timezones
End time Tue 07/07/2026 =) 1400 w| & Make Recurring
Location I @ Room Finder

In Shared Folder &) Calendar- _ _
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of LDINBURGI

. A Room Finder - Outlook 2024
IS Help

O Click the Building drop-down box

© &7 | S Untitled - Meeting — @
File Meeting  Scheduling Assistant  Insert  Format Text ~ Review Help Q Tell me what you want to do
- @ O e m 3 0
] & M ¢ smw o 2 O I 5
p‘l <> Recurrence 5 | s .
Delete =5 - Teams Send to Cancel 7 th miinutes "I Categorize - Immersive New View
Meetingv ~ OneNote  Invitation [=] « —_ v o Reader Scheduling Poll ~ Templates
Actions Teams Meeting OneNote Attendees Options Tags Immersive Find Time My Templates b
(@) You haven't sent this meeting invitation yet. Room Finder h X
Building Clear filters vV
> Title
Test BuildingA Meeting Rooms v
Send ‘ Ricii ‘
equired
PR Type
’ Optional Conference room W
Start time Tue 07/07/2026 =] 1300 v| OAldey [] @& Timezones Capacity Floor
End time Tue 07/07/2026 El 14:00 v| < Make Recurring Any < ‘ Any G
Featu
Location E\ Room Finder e
Select features v

>

Conference rooms in Test BuildingA Meeti...

Test BuildingA Room 1.04 - Meeting Room Ca...

© Available 24 ? Central

Test BuildingA Room 1.03 - Meeting Room Ca...

© Available 24 9 Central ¢ 2 o

Test BuildingA Room 1.05 - Meeting Room Ca...

© Available 26 9 Central

Test BuildingA Room 2.02 - Meeting Room Ca...

© Available 23 ? Centra

Test BuildingA Room 2.03 - Meeting Room Ca...

© Available 26 ? Central ¢ 2 o v

In Shared Folder £ Calendar - _
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THE UNIVERSITY Room Finder - Outlook 2024

of LDINBURGI

IS Help

O Click the area where the building you require is located

[0 RS S Untitled - Meeting - o X
File  Meeting Scheduling Assistant  Insert  Format Text  Review Help Q Tell me what you want to do
= g g [ T — EE A& [ ﬁ [
iy w0 X, il o om | < i 5
Delete =5 v Teams Send to Cancel 2 ﬂ|15minutes v‘ e hecurrence Categorize - Immersive New View
Meeting v OneNote  Invitation D - — v U Reader Scheduling Poll ~ Templates
Actions Teams Meeting OneNote Attendees Options Tags Immersive Find Time My Templates b
() You haven't sent this meeting invitation yet. Room Finder 4 X
Building Clear filters VvV
> Title
Test BuildingA Meeting Rooms v
Send ‘ Reat ‘
equired
CE— Recent buildings
‘ Optiorial ‘ Test BuildingA Meeting Rooms-
Start time Tue 07/07/2026 £ 1300 v| [OAlday [J & Timezones | All cities
End time Tue 07/07/2026 =) 1400 w| < Make Recurring el >
Location @ Room Finder Edinburgh >

Conference rooms in Test BuildingA Meeti...

© Available 24 7 Centra

O Available 26 ? Centra

© Available 23 ? Centra

In Shared Folder £ Calendar - _

Jul 08, 2026

Test BuildingA Room 1.04 - Meeting Room Ca...
Test BuildingA Room 1.03 - Meeting Room Ca...
© Available 24 7 Central ¢ 2@ o

Test BuildingA Room 1.05 - Meeting Room Ca...

Test BuildingA Room 2.02 - Meeting Room Ca...

Test BuildingA Room 2.03 - Meeting Room Ca...
© Available 26 7 Central ¢ 3
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THEUNIVERSITY Room Finder - Outlook 2024

IS Help

O Click the appropriate building list

[ NS S Untitled - Meeting - 0O X
File  Meeting Scheduling Assistant  Insert  Format Text Review Help Q Tell me what you want to do
; Bom f3 Db
] & i O ° smw g ° O 0 5
D 9.8 . < Recurrence 8 | 1 X
elete _y Teams Send to Cancel Categorize Immersive New View

15 minutes
Meeting v OneNote  Invitation a v Q|I—| . \L Reader Scheduling Poll ~ Templates

Actions Teams Meeting OneNote Attendees Options Tags Immersive Find Time My Templates ¥
() You haven't sent this meeting invitation yet. Room Finder e X
Building Clear filters vV
> Title
— Test BuildingA Meeting Rooms v
Send ‘ s ‘
equired
Recent buildings
orah ’
i G Test BuildingA Meeting Rooms-
Start time Tue 07/07/2026 E 13:00 v [DAnday [ Q Time zones | All cities
End time Tue 07/07/2026 E 14:00 w| <3 Make Recurring | Central v
Location [&. Room Finder ﬂ Forrest Hill Meeting Rooms
Test BuildingA Meeting Rooms
a
Edinburgh >
b © Available 24 9 Central
Test BuildingA Room 1.03 - Meeting Room Ca...
© Available 24 ? Central ¢ 2 o
G Test BuildingA Room 1.05 - Meeting Room Ca...
O Available 26 ? Centra
e Test BuildingA Room 2.02 - Meeting Room Ca...
O Available 23 ? Centra
o Test BuildingA Room 2.03 - Meeting Room Ca...
O Available 26 7 Central ¢ 3 o v

In Shared Folder £ Calendar - _
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. A Room Finder - Outlook 2024

IS Help

O Click an available room that meets your capacity and feature requirements

o7 NG < Untitled - Meeting = 0 X
File  Meeting Scheduling Assistant  Insert  Format Text Review Help Q Tell me what you want to do
. 8 T mE 5 i W
] s M O % @ o i ) i ;
o < Recurrence e I : )
Delete _ Teams Send to Cancel Q |15 minutes .,’ Categorize Immersive New View
Meeting v OneNote  Invitation Q v —_— v d Reader Scheduling Poll ~ Templates
Actions Teams Meeting OneNote Attendees Options Tags Immersive Find Time My Templates WV
() You haven't sent this meeting invitation yet. Room Finder N X
Building Clear filters Vv
> Title
hest BuildingA Meeting Rooms v
Send ‘ Radit
equired
Type
‘ Optional ‘ Conference room Vi
Start time Tue 07/07/2026 = 1300 v| OAlday [ @ Timezones Capacity Floor
End time Tue07/07/2026 | 1400 v| O Make Recurring Any § | Any -
. = Features
Location @ Room Finder
=_— v

Select features

Co Test; BuildingA-Room, 104 - Meeating Room Capacity 4 &

Q Test BuildingA Room 1.04 - Meeting Room Ca...

© Available 24 ? Centra

est BuildingA Room 1.05 - Meeting Room Ca...
O Available 24 9 Central ¢ 2 o
Test BuildingA Room 1.05 - Meeting Room Ca...

© Available 26 ? Centra

© Available 23 ¥ Central

In Shared Folder & Calendar - _

Jul 08, 2026

Test BuildingA Room 2.02 - Meeting Room Ca...

Test BuildingA Room 2.03 - Meeting Room Ca...
O Available 26 9 Central ¢ 2 o
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§ T Room Finder - Outlook 2024

IS Help

O Click Close

ﬁ B ¢ 1 ¥ \Untitled - Meeting

File  Meeting Scheduling Assistant  Insert  Format Text Review Help Q Tell me what you want to do

Ie & 0 ¢ o@w - B @ O
New

o . <> Recurrence

Delete _ Teams Send to C?nc.el Q |'15 e v| Categorize * Immersive . View
Meeting v OneNote  Invitation "ﬂ - —_— v 4 Reader Scheduling Poll  Templates
Actions Teams Meeting OneNote Attendees Options Tags Immersive Find Time My Templates
@You haven't sent this meeting invitation yet. Room Flnder
Building

> Title

V.

Clear filters VvV

— Test BuildingA Meeting Rooms v
Send ‘ Required ‘ Test BuildingA Room 1.04 - Meeting Room Capacity 4
Type
‘_ Optional ‘ Conference room 2 4
Start time Tue 07/07/2026 =3 1300 v| [OAlday [J @& Timezones Capacity Floor
~ ~
End time Tue 07/07/2026 E 14:00 v| <O Make Recurring Any iy I Any o
2 5 Features
Location ‘ Test BuildingA Room 1.04 - Meeting Room Capacity 4 [& Room Finder
e Select features 2 4
Conference rooms in Test BuildingA Meeti... &

© Available R4 © Centra

O Available 26 9 Centra

O Available 23 7 Central

In Shared Folder £ Calendar - _

Jul 08, 2026

Test BuildingA Room 1.04 - Meeting Room Ca...
Test BuildingA Room 1.03 - Meeting Room Ca...
O Available 24 ? Central ¢ 2

Test BuildingA Room 1.05 - Meeting Room Ca...

Test BuildingA Room 2.02 - Meeting Room Ca...

Test BuildingA Room 2.03 - Meeting Room Ca...
© Available 26 7 Central ¢ 2@ o
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& renns Room Finder - Outlook 2024
IS Help

O The room has now been added to your meeting

0] D) S Untitled - Meeting -
File Meeting  Scheduling Assistant  Insert  Format Text  Review Help Q Tell me what you want to do
= % How meoim G| D
(i & O O % sme e © [0 dl s
Delet T Send t Cancel 22 —————— ORecurmence i | ; N Vi
elete ._> v eams nd to ancel Q |15 minutes v| ategorize mmersive ew ew

Meeting v OneNote  Invitation Q v - \L Reader Scheduling Poll ~ Templates

Actions Teams Meeting OneNote Attendees Options Tags Immersive Find Time My Templates

@You haven't sent this meeting invitation yet.

> Title

Send

| Required ‘ Test BuildingA Room 1.04 - Meeting Room Capacity 4

‘ Optional ‘
Start time Tue 07/07/2026 | 1300 v [Danday [] Q Time zones
End time Tue 07/07/2026 =3 1400 w| < Make Recurring

Location (N Test BuildingA Room 1.04 - Meeting Room Capacity 4 I [&. Room Finder

In Shared Folder g Calendar - _

Jul 08, 2026
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@ Ty Room Finder - Outlook for Mac

By of EDINBURGIHT

IS Help

O In the event that you would like to find a room for, click the Add a location box

New Event « Calendar

Save @I Discard ‘ Busy £) 15 minutes before @ Mark as Private &% Attendee Options @ Scheduling Assistant 2 Attach File (® Loop Components

< G > Tue7Jul 2026

@ Calendar v
BST Tue
99 New Event 4
All Day B - - [~]
&  Addrequired people Optional  [E] 1

07/07/2026 B from 13:00 v o 13:30 v (D aidy ®

C]
@ Doesnotrepeat v
®

I Add a location F‘;’) Teams meeting {__

<
€T
<
[+ ]
~
IC
11
<
i
<
llj
i
I
<
"
<
&
6J
©

| B3

v 0 Aotos 12 A

()
13:00 - 13:30 (30 min) You are available
U
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b TRy Room Finder - Outlook for Mac

IS Help

O Click Browse with Room Finder

o New Event « Calendar «

Save @ Discard . Busy £) 15 minutes before @ Mark as Private &% Attendee Options @ Scheduling Assistant 2 Attach File (® Loop Components

< G > Tue7Jul 2026

@ Calendar v
BST  Tue
99 New Event 7
All Day ' - @
& Add required people Optional [ 70
© 07/07/2026 B from 13:00 v to 13:30 v (D Aidy ®
@ Doesnotrepeat v i
® |Add a location @5 Teams meeting
— 12
@ Main Library 7 U =viEv S = =v =ty e @ 0
@ Browse with Room Finder
13 ()
13:00 - 13:30 (30 min) You are available
@,
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