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1. New meeting request

1. In order to improve the accuracy of meeting room reservation, please check the
free and busy status of all the company's meeting rooms before making an appointment,

that is, the usage.
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2. Enter the attendees and select the meeting room and
appointment time

Outlook Meeting - Meeting
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3. Click scheduling assistant to view the free and
busy status of the conference room

H Untitled - Meeting
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4.1 View conference room reservations

s Untitled - Meeting
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4.2 View conference room reservations
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5. After sending the reservation application email,
the system will automatically reply to your
reservation results.
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Fri 10/29/2021 4:35 PM

Meeting-Room-A

Accepted: Outlook Meeting

Ta Mason¥Yang

When Friday, October 29, 2021 4:30 PM-5:00 PM (UTC+08:00) Beijing, Chongqging, Hong Kong, Urumagi.
Location  Meeting-Room-A

Tentative Mo attendees have tlntatively accepted,
eclined.,
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Your request was accepted.

Sent by Microsoft Exchange Senver
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5.2 If you make an appointment at a conflicting time,
the meeting room will automatically refuse and prompt
the meeting organizer and time that confli
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6. Adjust the scheduled meeting time:

if you need to

adjust or cancel the meeting due to various reasons,
please enter the outlook calendar option.
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6. 2 Adjust the scheduled meeting time: find the
scheduled meeting and double—-click to open it.
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6.3 Adjust the time of appointment: after opening,

adjust the meeting time, participants and other
information. Confirm and click send updates.
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