How to add meeting room calendars

1. Launch the calendars tab in Outlook. Expand the "Add Calendar" option and select
"From Room List...".

Folder View

Fle  Home  Send/Receive

= ; = o
= - < =1 [ =] E] £
| L4 & <] [=] =] [
New New New | Meet NewTeams | Today Mext Day  Work Month Schedule
| Appointment Meeting ftems~ | Now Meeting 7Days Week View
& Teams Meeting GoTo Arrange Sl B From Address Book..
4 - 10 grudnia 2023 £ From Boom List
v @& From Intemet...
L TR Create New Blank Calendar.. | ZEX PIRIEE
55 4 5 @ TS e T 8
¥ Show Manager's Team Calendars
20 21 2
¥ Show Team Calendars
5 21 28 29 320
styczeri 2024
WPS-Team daily: Microsoft 1y | WPS-Team daily: Microsoft Ty |
| i
1200
13:00 Huddle - Backend Engineerit . |
i
v 0 My Calendars 14:00 , 2023: Abteilungshuddle Offi 3 | ez ag] ]
. Room Berli it
Team - Workplace Services T |
M United States holidays 1500
W Birthdays
16:00
> M Team: Thomas Ostermeier Weekly standup / weekly syl |

> M Team: Jacek Dziemian

> M Other Calendars

>M Shared Calendars

>M Rooms

2. Alist of available rooms will open. You can filter it by typing "Warsaw" in the search
engine. Thenall the rooms from the Warsaw office should show up. Double-click on the
room whose calendar you want to open, and then "OK".

Select Name: Search Results - All Rooms

Search: (8) All columns () Name only Address Book:
Warsaw =+ | % SearchResults - All Rooms v | Advanced Find
MName Location Business Phone Capa. Description  Email Address

E] Room Praga Warsaw 8 Room mir-praga@loyaltypartnergroup.onmicrosoft.com

LP-Internal



3. The calendar will open and will be added to the "Rooms" tab for easy closing and
opening of the calendar in the future.
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