How to Check Room Availability in Outlook

When looking up the room, enter +MRN to search for rooms available for booking.

B Click Location.

Click the Location button
to open the room search
window.

n Open a new meeting.

Click Calendar and [
select New Meeting.
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B Search for rooms using +MRN.

Select Rooms: Search Results - All Rooms

In the search box,

Search: All columns Name on
type +MRN and . o Y
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Name Location
§ et +MRN DTpod] Maynard Hall (0670) A
This will display all [ +MRN DTpod2 Maynard Hall (0670)
rooms you can book. +MRN DTroom1 Maynard Hall (0670)
[#] +MRN DTroom2 Maynard Hall (0670)
[F] +MRN LC 105 Main Floor Library Classroom Bldg.
[#] +MRN LC 105K Classroom Library and Classroom Bidg.
[#] +MRN LC 205 Classroom Library and Classroom Bldg.
[#] +MRN LC 217 Classroom Library and Classroom Bidg
+MRN LC 226 Classroom Library and Classroom Bldg.
[#] +MRN LC 227 Classroom Library and Classroom Bidg.
[#] +MRN LC 230 Classroom Library and Classroom Bldg.
[#] +MRN LC 231 Classroom Library and Classroom Bidg.
( \ +MRN MR 100 Auditorium Morrill Hall (0627)
| * IMPORTANT: +MRN MR 105 Classroom Morrill Hall (0827)
[3] +MRN MR 166 Conference Room  Morrill Hall (0627)
Always enter +MRN [#] +MRN MR 212 Conference Room  Morrill Hall (0627)
: +] +MRN MR 219 Classroom Morrill Hall (062
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The Scheduling Assistant
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your attendees and the
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Look for open time
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All Attendees. i
o oo i
+MRN MR 166
Conference Room

Close the window

when done.
Free . Busy

Send your meeting.  [iiacigy
Click Send to invite

B>
attendees. Sopsind
Optional
The room is now listed
- - - Stant tme Wed 415/2026 S00AM v Eashy Time (US & C
in the Location field. 8 i hnsboretis
Endtime  Wed@M2036 [T} 230AM ~  Easter Time (US&Ca -
Location +MRN MR 166 Conference Room

R

S |

] Tentative

Foemat Test Revew Help

Add the room, then use Scheduling Assistant
to check availability.
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1. Double-click the
room you want

to book.
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Before reserving the space,
your event must be approved.

Room reservations are

not confirmed until your IMPORTANT:

event has been & Before reserving the space,
reviewed and approved your event must be

by the Dean’s Office. approved.

If your event is not
approved, the room
reservation may be
removed.

Once your event is
approved, the room
can be reserved.

TIP:

Always enter +MRN in the search box
to see all rooms available for booking.

Use Scheduling Assistant to view availability
and choose the best time for your meeting.




