Booking Meeting Rooms At Campus
You already know that the Schedule Assistant on Outlook shows you who's free and who's
not at a given time. You can also book rooms while you’re booking the people as well.
Here’s how:

1. In Calendar, click to “New Appointment” icon.
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2. Click on “Invite Attendees” icon.
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3. Add the people needed to attend the meeting.
4. Under To line and Subject line, you will now see “Location” and click on it.
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5. Click on “Location” icon to get the list of room at The Campus there will be a pop up
with the room list - it also shows you the room capacity so you can plan better.
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6. Press Ctrl and click on a number of rooms to be able to see each schedule
7. Click OK and Click on Scheduling Assistant icon
8. You'll see this:
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9. Please select the room that is closest to you. Once you click the room, it will be
added to the “invitee list” on the “To” line of the meeting invite. Please also add
frontoffice@yoma.com.mm in CC so that the team is also aware.
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10. Click send to book the room. You’ll receive an email saying, “Your request is
accepted.” If the room is available.
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Accepted:

To Nyein Nyein Thant

When  Friday, July 6, 2018 4:00 PM-4:30 PM (UTC+06:30) ¥angon (Rangoan).

Location  GR-01

Accepted  No attendees have accepted.

Tentative No attendees have tentatively accepted.
Dedined  No attendees have declined.

© GR - 01 has accepted this meeting.

Your request was accepted.

Sent by Microsoft Exchange Server 2018

You can also check on “Room Finder” icon the right-hand side pane to see if there are
conflicts right away.
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Suggested conference rooms
KOSPA Finance Meeting Room
® Available 25 @ Singapore
KOSPA Fleet Meeting Room
® Available 26

Now your meeting room is ready to use according to the reserved time.



