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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.

Click the button of 
new option in the 
upper left corner and 
select "meeting 
requirements" in the 
drop-down menu
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2. Enter the attendees and select the meeting room and 
appointment time
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3、Click scheduling assistant to view the free and 
busy status of the conference room

Click "scheduling 
assistant" to view 
the reservation of 
the current 
conference room
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4.1 View conference room reservations

The blue progress bar 
indicates that the 
participants and the 
conference room are busy 
during this period. During 
the conflict time, the 
participants may not be 
able to attend the meeting, 
and the conference room 
cannot be reserved
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4.2 View conference room reservations

View the current conference room 
reservations
1. If there is no conflict, click send
2. In case of time conflict, please 
change the meeting time and send 
it again

Conference room status 
information sign
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5、After sending the reservation application email, 
the system will automatically reply to your 
reservation results.
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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 conflict with you.

不可以像这样，将文字压在图片上。
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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.

不可以像这样，将文字压在图片上。
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6.2 Adjust the scheduled meeting time: find the 
scheduled meeting and double-click to open it.

不可以像这样，将文字压在图片上。
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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.

不可以像这样，将文字压在图片上。
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谢谢 / Thank you
IT Mason
2021-10-29
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