
 

 

 

 

Click on Calendar on the Home page 
 

 
 

 

 

          

 

Click on the New button on the top ribbon 
 

 

 

 

Once all meeting details are entered, click on the 
Add room button 
 

 

 

 

 

   
 

Note rooms that are available at the time of your 
meeting will only appear 

 

 
 

Enter other details and click send 
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