How to Add a Room Calendar in Outlook

A simple step-by-step guide for faculty and staff

n Step 1 — Open your Outlook Calendar a Step 2 — Open the “Add Calendar” menu
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. Open Outlook. 1. At the top ribbon, click “+ Add" men
2. On the left, click Calendar (the calendar icon). (Found under the Home tab)
o On Macs, look for File — Open — Shared Calendar...
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B Step 3 — Choose “From Room List” = ¢t foom ol |
search: @ Allcolumns () Name only Address Book:
1. Select From Room List... [+mrn Go |Rooms v | Advanced Find
2. In the search bar type +MRN and press enter Name Location Email Address
for a searchable list of all campus £ +MRN DTpad1 Maynard Hall (0670) MRN-DTpod1@osu.edu ~
Y +MRN OTpod2 Maymard Hall (0670) MRN-DTpod2@osu.edu
room calendars to appear. £ +MRN LC 105 Main Floor Library Classroom Building MRN-LC 105MainFloorifosu.edu
4 +MRN LC 205 Classroom Library and Classroom Building MRN-LC205CIassroom@iosu.edu
[ +MRM LC 217 Classroom Library and Classroom Building MRN-LC217Classroom@osu.edu
e +MRN MR 100 Auditorium Maorrill Hall (0627) MRN-MR100Auditorium@osu.edu
B +MRN MR 105 Classroom Morrill Hall (0627) MRMN-MR 105Classroom@osuwedu
-':L +MRN MR 166 Conference Room Morrill Hall (0627) MRN-MR166ConferenceRoomiElasu.edu
[ +MRN MR 212 Canference Room Morrill Hall (0627) MRN-MR212ConferenceRoomd@osu.edu
1 +MRN MR 219 Classroom Marrill Hall (0627) MRN-MR219Classroom @osu.edu
n Step 4 — Double click on the Select Name: Rooms X
room you are searching for Search: O Allcolumns () Name only Address Book:
' MRN Goe R Advanced Find
1. Select the room calendar(s) you'd 4 S il i
like to add and click on Rooms or ome Locatior EmalkAdes
s cart Blscdoubis cliclondhe fosm +MRN MR 100 Auditorium Morrill Hall (0627) MRN-MR100Audorium @osu edu
¥ * +MRM MR 105 Classroom Morrill Hall (D627) MRN-MR105Classroomirosu.edu
2. Before selecting OK, make sure +MRN MR 166 Conference Room Morrill Hall (06 MRN-MR166ConferenceRoomBiosu.ed
all selected rooms show in +MRN MR 212 Conference Room Marrill Hall (0627) MRN-MR212ConferenceRoomBrosu.e The room
the rooms space. calendar will
| now display in
3. Select OK. —— -
‘ Fockis +MRN MR 100 Auditorium; +MRM MR 105 Classroom; your left-hand

+MRN MR 166 Conference Room; +MRMN MR 212 Conference Room Z
calendar list.
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Step 5 — View or hide the ¢ April 2026 > Tuesday, April 14, 2026 N . S SR . g Sy
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room calendar e sy Calendar "+ MRN MR T00 Auditorium > +MRN MR 105 Classsoom ¢ «MIN MR 166 C
1. In the Calendar pane, you will now ; : 6: ; 2 :;
see the room listed under: o e e e
“Rooms” or “Shared Calendars.” O T R I o o ‘m =
2. Click the checkbox next to My Calendars 104M
the room name to toggle visibility. 5], oot i
Bury |m
3. Add multiple rooms to compare o

availability side-by-side.
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