
 

Meeting Setup and Room Reservation 

 

 

 

 

 

 

 

 

 

 

1. Login to Office 365. You need to click Calendar. 

 

 
 

 

 

 



2. Click New for new meeting. 

 
 

 

3. Fill out the needed information such as meeting title, date, time, location and attendees. 

 



 

 

4. When you click Add room button, you will see available rooms at that time and date. 

 

 
5. If you want more information regarding the room and attendee’s availability, then click 

Scheduling assistant 

 

 
 

 



6. You can see the room and attendee’s available slots. 

 

 
 

7. After you are done with the form, send the notification to the room and attendees. 

 

 


