TO ACCESS THE ROOM BOOKING CALENDARS USING WEB OUTLOOK

1. 
CLICK ON THE SHARE BUTTON 
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2. 
FROM THE DROP DOWN MENU SELECT THE ADD CALENDAR OPTION
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‘You can add a calendar from your organization or from the
Intemet.

@ Calendar from your organization
@ Name...
(Example: Tony Smith)
(O Calendar from the Intemet

Calendar URL:

(Example: webcal://contoso/soccer.ics)

oK | | Cancel





3.
CLICK ON THE NAME…. BUTTON AND THEN SEARCH THE ADDRESS BOOK FOR THE MEETING ROOM CALENDAR YOU ARE LOOKING FOR BY TYPING THE FIRST FEW LETTERS OF THE ROOM NAME AND NUMBER
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