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weCHC OR VEHICLE BOOKING

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 the room, vehicle, or zoom “just in case” you need it.

e If 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.

Pages 2 to 3 — How to View a Room Calendar

Pages 4,5 & 6 — How to Cancel a Meeting Room or Vehicle Booking

Page 1 0of 6



Windsor Essex Community Health Centre
Centre de santé communautolre de Windsor Essex

weCHC

Healthcare for You
Des soins de santé pour vous
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OR VEHICLE BOOKING

How to View a Room Calendar

1. Open your Outlook Calendar. Now click on
the icon that says “Open Calendar”. From the
drop-down menu, 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.
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How to Cancel a Meeting Room or Vehicle Booking
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File Meeting Series Scheduling Assistant Tracking Insert Format Text Review Help
2. Find the booking in your calendar @ [l e 8 D 0
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(i) Attendee responses: D accepted, O tentatively accepted, 1 declined.
5 instances of this recurring appointment conflict with other appointments on your Calendar.

= Title Sandwich - Activity Space (Gym) - Room #168
Send
Update Required Sandwich - Activity Space (Gym) - Room #168
Optional

8-24 until 2023-02-24 from

Recurrence  Occurs every Wednesday effective 2022-0¢
O Edit Recurrence

Location Sandwich - Activity Space (Gym) - Room #168 E:\ Room Finder
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File Meeting Series Scheduling Assistant

Meeting OneMote

Teams Meeting | OneMote

@Aﬂendee responses: 0 accepted, 0 tentatively accepted, 1 declined.

Tracking

$ [I E Q\% E = showas [Busy - G

Teams Send to Contact Address Check Response

Attendees ~

Insert Format Text Review Help

QREminder: 2 hours . Recurrence| | C

Book MNames Options ~

Attendees Options

5 instances of this recurring appointment conflict with other appointments on your Calendar.

3. Click on “Cancel Meeting”. = Ttle Sandwich - Activity Space (Gym) - Room #168
Send
Update Required Sandwich - Activity Space (Gym) - Room 168
Optional
Recurrence Occurs every Wednesday effective 2022-08-24 until 2023-02-24 from 11:00 AM to 11:30 AM <> Edit Recurrence
Location Sandwich - Activity Space (Gym) - Room #168

4. A box will pop-up.
Meeting”

Please choose ‘Send Cancellation and Delete

Microsoft Qutlook >

All attendees have declined this meeting.

| The attendees have not been notified that
this meeting "Sandwich - Activity Space [Gym]
- Room #168" has been canceled, Choose
one of the following:

@ Send cancellation and delete meeting.

Cl Delete without sending a cancellation.

Cancel

Page 5 of 6



Windsor Essex Community Health Centre
Centre de santé communautalre de Windsor Essex

weCHC

Healthcare for You
Des soins de santé pour vous

HOW TO CANCEL A MEETING ROOM
OR VEHICLE BOOKING

5. Now click on “Send
Cancellation”

=

Send

Cancellation

Required

Optional

Recurrence

Location

Sandwich - Activity Space (Gym) - Room #168 - Meeting Series

Sandwich - Activity Space (Gym) -

Sandwich - Activity Space (Gym) - Room #168

N2

Occurs every Wednesday effective 2022-08-24 until 202

Sandwich - Activity Space (Gym] - Room #168
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Meeting - Low Importance
Actions Show Teams Meeting Options Tags Voice

@The cancellation has not been sent for this meeting. Click Send Cancellation to update meeting attendees.

Room #168

3-02-24 from 11:00 AM to 11:30 AM

L

Immersive
Reader

Immersive

4_¥ Edit Recurrence
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