Open a Meeting Room or shared Calendar in Outlook
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To open a resource calendar (e.g. meeting room calendar) or a calendar that another person has shared
with you

1) Open “Calendars” in Outlook

2) Right click “My Calendars” and hover over “Add Calendar”
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3) To open a meeting room or other resource calendar click “From Room List”
To open a shared calendar select “From Address Book”

4) Use the search box if needed to find the
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NOTE

You can only view information in these calendars — to make booking requests you must make a request
from your own calendar and select appropriate room in that meeting request to go through appropriate
approval process.

Please follow this link: Outlook-Request _Meeting in_a_shared calendar for more information on how to
do this.




