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To book the Zoom Room to host your Zoom Meeting

Launch Outlook and open your Calendar

o

Outlook 2013

Select the time you want to book the Meeting

Room. - FE New Appointment

Right click in your calendar

. I .
Select new meeting request g Mew Meeting Reguest ]
€
" L Meeting
I_E-_d. MNew Recurring Appointment
Mew Recurring Event
Mew Recurring Meeting
ES Today
Go to Date...
' Color 3
Calendar Options...
.n.'n' View Settings...
|nV|te yOUI" attendees = =) Appointment * E‘: r| EE Z ey 4 Recurrence > Q, Search Archive ‘i‘
22 Scheduling Assistant “ b 2 L @ Time Zones [P Archive —
Delete - Online  Teams  Meeting  Cancel 15 minutes - Tags | Zoom  Start Ina  Conference  Jc
Select the Room 2 Meeting ~ Meeting Notes  Invitation &1~ 2 Room Finder - Inking Meeting ~ Conf
ct Show TeamVie... Teams M.. Meeting... Attendees Options 1] Zoom Ink Barracuda Metworks Mitel

) Vou haven't sent this meeting T

To.. Smith, Sara; Zoom Room - 33 Talbot Street South|
' Subject Essex IT Meeting
Send
Locstion  |Zoom Room - 33 Talbot Street South
Starttime | Fri 2021-03-19 | (e304m - All day event
End time Fri 2021-03-19 FE| [10:00 AM -
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Select Rooms: All Rooms

In the Room List
Search: @ Mame only O More columns  Address Book
Go All Rooms - jbarron@essex. ca Advanced Find
lect - Zoom Room
Se eC 00 00 ‘ MName Location Business Phone Description E-mail Address
Council Chambers - 33 Talbot 5... 33 Talbot 5t 5 Essex Room cchambers@essex.ca
33 Talbot St S Essex Room Imeetingrm@essex.ca

Large Meeting Room - 33 Talb:

Zoom Room - 33 Talbot Street om Room - 33 Tal...

Click - OK

Zoom Room - 33 Talbot Street South

mntel
—

FILE MEETING INSERT FORMAT TEXT REVIEW
To check availability .
A i . Eﬁppmntmeﬂt a %
Click > Scheduling Assistant — = £ Scheduing Assstant .
S- Meeting  Meeting
TeamVie.. Teams M.

Actions Show
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12:00 PM

Click Send \
=l send 100% -~
All Attendees
€ Barron, Jack
& Smith, Sara | B
€3 Zoom Room - 33 Talbot Stree ‘

X %,
Cancel
Invitation D
fa

& M Busy - ¥ Recurrence >
Time Zones
“ Tags  Zoom

Iyminutes 7| i RoomFinder =
Zoom

Options

Attendees

March 19, 2021
9:00 10:00

200 AM 11:00
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YOU Wl” rece|ve an emall MEETING RESPONSE LASERFICHE ACROBAT

. ; a & & L ) T _AP Scan Box -.. ¥ Move - = n > it Fina
confirmation that you have | < Ld &G muens BB QioMormger -] Erues E B Retsed~
SUCCGSSfU”y booked the Delete  Reply R;p”'}' Forward i More~ M;:t;nsg 9 Team Email =] £ Actions- ﬁfﬁ"- Ul\r:l;r:d Cate%unze FE!D-W Translate s Select Zoom
room Delete Respond Meeting Notes Quick Steps 6 Move Tags Editing Zoom

'.-Iin 2021-03-08 1:37 PM
Zoom Room - 33 Talbot Street South

If the room was b00ked at Accepted: Essex IT Meeting

that time you would To  garon, Jack
receive an email rejecting | [0 Ll s

your request_ Accepted Zoom Room - 33 Talbot Street South
Tentative Mo attendees have tentatively accepted.
Dedined  No attendees have dedlined.

@ Zoom Room - 33 Talbot Street South has accepted this meeting.

Your request was accepted.

Outside of the meeting room — Your
Meeting will be displayed on the Room
Display Calendar.

Zoom Room

On the day of your meeting if you require any assistance with meeting set up. Please do not hesitate to
contact the IT Department.
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