Creating an Event with Room Finder (CenClear

1 Launch Outlook

2  Click Calendar
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3  Click "New Appointment"
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4  Edit the Event Name
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Edit the Time and Date of the Event
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Click "Location"

File Home nd / Receive  View Help Acrobat

¥ Create new event - Appointment

Flle  Appointment Scheduling Assistant  Insert  FormatText Review Help

i Ty TeamsMeeting ~ = N} . invite Attendees [ showAs: |[]B

eate new event

| All day Time zones

Location

tegorize ~




7  Click "Browse with Room Finder"
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Using the "Room Finder", choose the room that you would like to reserve for your
meeting.
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9  And any additional participants to the meeting in the "required" field.
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10 Edit the body of the message with any additional information you wish to add.
Click "Send" An email will go out to the participants and the room that you choose
will now have a reservation on the schedule for others to see.



