Windsop Essex Community Haclin Cepie HOW TO RESERVE / BOOK A
W@CHC MEETING ROOM OR VEHICLE

Friendly Reminders:

e Before booking a meeting room or vehicle - kindly check the respective calendar for availability first.

e |f you have a series of repeat meetings - please note that the calendars can only be scheduled up to 180 days in
advance.

e Book meetings as you need them. Please do not reserve a room or vehicle “just in case” you need it.

e |f your meeting is cancelled, please remember to properly cancel your meeting in Outlook. This will automatically
update the respective booking calendar and free up the date/time reserved.

e If you experience any problems, kindly submit an IT ticket.
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How to View a Room Calendar

1. Open your Outlook Calendar. Now click on the icon
that says “Add Calendar”
choose “From Room List”

2. From the list that appears, select the meeting room or
van by double clicking the name. Ensure you see that
room name in the “Rooms” field at the bottom of the
page. Now click Ok.

From the drop-down menu,

2
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[] Ford Transit Van - License Plate: BES 1391

[F] Ford Transit Van - License Plate: BES 1392

[] Leamington - Multipurpose Room #106

[] Leamington - Multipurpose Room #107

[F] Pickwick - Consult Room

[] Pickwick - Multipurpose Room

[] Pickwick - Murses Room

E] sandwich - Activity Space (Gym] - Room #1638

[] sandwich - Group Room #151

[] sandwich - Group Room #153

[] street Health - Directors Room - Unit 3 - Room #1-22
[] Street Health - Meeting Room - Unit 2 - Room #1-18
[] Teen Health - Lower-Level Boardroom

[] Teen Health - Meeting Room #113

€

Ford Transit Van - License Plate: BES 1391

Ford Transit Van - License Plate: BES 1352
Leamington - Multipurpose Room #106
Leamington - Multipurpose Room #107

Fickwick - Consult Room

Pickwick - Multipurpose Room

Pickwick - Nurses Room

Sandwich - Activity Space (Gym] - Room #1638
Sandwich - Group Room #153

Sandwich - Board Room #151

Street Health - Directors Room - Unit 3 - Room #1-22
Street Health - Meeting Room - Unit 2 - Room #1-18
Teen Health - Lower-Level Boardroom #021

Teen Health — Main Floor Mtg Rm #113

Sandwich - Activity Space (Gyml - Room 168 .

= -

Cancel
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How to Reserve/Book a Meeting Room or Vehicle

1. Open your Outlook Calendar

2. Click on “New Meeting”
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3. Proceed as you normally would by
typing the title name of your
meeting, selecting your attendees,
dates, start & stop times, and any
additional information in the body of
the message.

Testing - Rooen / Van / Zoom - Booking Through Outlook Mooting
Fite M«*(nng Scheduling Assistant Insert Format Text Review Developer Help Q Tell me what you want to do
- = - =~
Tl e T J {_ﬁ]\w. s Book Esnowas s N BE g8 ¢
iy E 0 o A \_ @ | O
{1hg ]
Dedete Teams R Ll Categon Offi
Meeting » Irvtation rJ Rewpone Optiorn L3 Reminder Add
A Meeting Meeting b Attendees tions fags Add-4m A |

- Booking Through Outlook >

200 PM

Tue 2020-07-14 B

230 PM

Tue 2020-07-14 0

***Add any additional meeting information here....
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4. Now click on the

“Location” button.

Testing - Room / Van / Zoom - Booking Through Outlook Moetng
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***Add any additional meeting information here....

Format Text Review

Developer Help
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| High impoetance
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5. Now click on the drop-
down menu and select
“All Rooms”

6. From the list that appears,
select the meeting room
or van by double clicking
the name. Ensure you see
that room name in the
“Rooms” field at the
bottom of the page.

Now click Ok.

Select Rooms: Imagro@wechc.org s
Ti| Search: @AII columns OName only Address Book:
-+ X Imagro@wechc.org ~ Advanced Find
Imagro@wechc.org
Contacts

Global Address List

No entries in this Address Book

All Address Lists
All Contacts
All Distribution Lists

Offline Global Address List

Public Folders

Rooms: All Room X
Tii Search: (® All columns (O Name only Address Book:
- . All Rooms - Imagro@wechc.org e Advanced Find
| Mame Location Business Phone Cap

[] Ford Transit Van - License Plate: BES 1391
[] Ford Transit Van - License Plate: BES 1392
[] Leamington - Multipurpose Room #106
[] Leamington - Multipurpose Room #107
[] Pickwick - Consult Room

[] Pickwick - Multipurpose Room

[] Sandwich - Group Room #153

[] street Health - Directors Room - Unit 3 - Room #1-22
[] street Health - Meeting Room - Unit 2 - Room #1-18
[] Teen Health - Lower-Level Boardroom

[] Teen Health - Meeting Room #113

Ford Transit Van - License Plate: BES 1391 Cancel
Ford Transit Van - License Plate: BES 1382
Leamington - Multipurpose Room #1086
Leamington - Multipurpose Room #107
Pickwick - Consult Room

Pickwick - Multipurpose Room

Pickwick - Murses Room

Sandwich - Activity Space (Gym) - Room #168
Sandwich - Group Room #153

Sandwich - Board Room #151

Street Health - Directors Room - Unit 3 - Room #1-22
Street Health - Meeting Room - Unit 2 - Room #1-18
Teen Health - Lower-Level Boardroom #021

Teen Health — Main Floor Mtg Rm #113

<

e >
Rooms Sandwich - Activity Space (Gym -Roﬂ)
Cancel
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7. Be certain that the name of the room is
also listed in the “To” field. (This is very

important)

8. When all is information is completed,
click “Send”

Testing - Room / Van - Booking Through Outlook -

Meeting L

File Meeting Scheduling Assistant Insert Format Text Review Help
R Oy
A o m 1 & | 0
= | @ oy @J <) ¥
Delete S . Teams Sendto | Aftendees | Options | Tags Dictate | Immersive Viva View
Meeting OneMote - M M Reader Insights | Templates
Actions Teams Me... | OnelNote Vaice Immersive Add-in | My Templates

@You haven't sent this meeting invitation yet.

B, Title

send Required

Optional

Start time

End time

Location

Testing - Room / Van - Booking Through Outlook

Magro Li@— Activity Space (Gym)] - Rn@

Wed 2022-08-24 E 9:00 AM -

7] an day O @ Time zones

Wed 2022-08-24 E 9:30 AM w| 4% Make Recurring

Sandwich - Activity Space (Gym) - Room £168 E{ Room Finder

***Add Any Additional Meeting Information Here....¥**

e
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9. You'll receive a confirmation email
if your meeting has been accepted
or declined based on availability.

See examples below:

By Date

Sandwich -

Activity Space (Gym) - Ro...
Accepted: Testing - Room f Van - Booking Throu...
Your request was accepted,

Wed 2022-08-24 8:50 AM
Sandwich - Activity Space (Gym) - Room #168

esting - Room / Van - Booking Through Outlook
When August 24, 2022 900 AM-9:30 AM [UTC-05:00) Eastern Time (US & Canada).
Location Sandwich - Activity Space [(Gym) - Room #1638

@ Sandwich - Activity Space [Gym] - Room #7168 has accepted this meeting,

T

I Your request was accepted. I

Sent by Microsoft 385

All Unread By Date ~» T

w Today E
Sandwich - Activity Space (Gym) - Ro... = |
Declined: Testing - Room / Van - Booking Throuw... 8:53 AM

Your request was declined because there are

VWED CULE-UG-2oF On 33 Al

Sandwich - Activity Space (Gym) - Room #168

Declined:fTesting - Room / Van - Booking Through Qutlook?2

When August 24, 2022 900 AM-%:30 AM (UTC-05:00) Eastern Time (US & Canada).
Location Sandwich - Activity Space [Gym) - Room #1638
@ Sandwich - Activity Space (Gym) - Room #168 has declined this meeting.

Your request was declined because there are conflicts.

The conflicts are:

Organizer and Time of Conflicting Meeting

Magro, Liz - Wednesday, August 24, 2022 9:00:00 AM to Wednesday, August 24, 2022 9:30:00 AM

All times listed are in the following time zone: (UTC-05:00) Eastern Time (US & Canada)
Sent by Microsoft 365
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10.Please remember that calendars can only be
scheduled up to 180 days in advance. Ifitis
past that point, you will receive a declined
email notification.

All Unread By Date v T

~ Today E
Sandwich - Activity Space (Gym) - Ro.. = |
Declined All: Sandwich - Activity Space (Gym) - R..  9:01 AM

Your meeting request was declined, The end date

Wed LI 0E-Z3 0T AR

Sandwich - Activity Space (Gym) - Room #168

Declined All:jsandwich - Activity Space (Gym) - Room #168

When Ocecurs every Wednesday effective 2022-03-24 until 2023-02-24 from 11:00 AM to 11:30 AM
[UTC-05:00) Eastern Time {US & Canada).
Location Sandwich - Activity Space [(Gym)] - Room #1638

@ Sandwich - Activity Space (Gym] - Room #168 has declined this meeting.

IYour meeting request was declined.l

The end date of this series of repeating meetings is too far in the future. This resource
an only be scheduled up to 180 days in advancel The end date must be before
Monday, February 20, 2023.

All imes listed are in the following time zone: (UTC-05:00) Eastern Time (US & Canada)

Sent by Microsoft 365

Page 10 of 10




	Instruction Guide:  How to Reserve / Book a Meeting Room or Vehicle
	Friendly Reminders
	How to View a Room Calendar
	How to Reserve/Book a Meeting Room or Vehicle


