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Title: Booking a Conference Room

Intended Audience: DPH Business Users

Entity: Request for Service

Description: Help desk to assist users with booking a conference room reservations and reoccurring meetings.

Step-by-step Procedure:  Do not book a meeting directly into the conference room. To book a Conference Room follow these steps:

When you are ready to book a Conference Room - Find an available Conference Room and Time you want to book and……

a. “Select New Appointment[image: ]
2. Fill in the subject line, start date & time and end date & time[image: ]

3. Select Scheduling Assistance and click add Attendees[image: ]





4. Add Attendees that are required and or optional and hit OK.  You do not have to add a “Resources” anymore[image: ]
5. Then Select Add Room and Select the Conference Room you want to book and Hit Send[image: ]























6. When a meeting invitation is sent out, the organizer receives a confirmation Email from the Conference Room in which you booked with the subject of Accepted or Declined.  You no longer have to remember to add the conference room as a resource as they are now automatically added as such.



a. Accepted Response:  [image: ]

b. Meeting Conflict (Declined) Response:  [image: ]

7. When a message is Declined, the meeting created remains in the calendar. The Business user who created the meeting must move it to a different time slot, a different room or cancel/delete the entry.  By doing it this way, will send notifications of the cancelled meeting to the invitees.

8. When creating reoccurring meetings, choose an end date or the number of occurrences.  The rooms/resources are allowed to be scheduled up to 6 months in advance.  If you leave no end date, or the reoccurrence is set to end greater than the 6 months allotted, it will be declined.  In the notification sent out, the maximum end date allowed is in the text of the email.  User must set the end date or number of occurrences and resend out the notifications to the invitees.  This feature eliminates open-ended and orphaned meetings. 


Success Criteria:	User can reserve a conference room or reoccurring meeting.
    Escalation Point:	If User cannot book a room, route IMPACT Work Order to Helpdesk.dph@ct.gov or Call the Helpdesk @X7777 Messaging Services
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From:  DPH Computer Training Room Sent: Tue 8/30/2011 2:40 PM
To: Hawikins, Cathy
e

Subject:  Accepted: Christmas is coming soon.

When:  Thursday, September 01, 2011 12:30 PM-1:30 PM (UTC-05:00) Eastern Time (US & Canada).
Location:  DPH Computer Training Room

Accepted:  DPH Computer Training Room
Tentative: No attendees have tentatively accepted.
Declined:  No attendees have declined.

Your request was accepted.

El I »

Connect to social networks to show profile photos and activity updates of your colleagues in Outlook. X

Click here to add networks.





image7.png
EI- RPN

Declined: holloween is before Christmas - testing - MeetingR.. ., [@ 53

pr— o .0
x ; a ; B ’ 3 [ Rules - v a}) & Find Q
(8] OneNote 2 Related
Delete | Reply Reply Forward @, .| Quick | Move Tags | Translate Zoom
Al Steps ~ - B Adions v |~ ~ W select -
Delete Respond Quickst.. Move Editing Zoom

© DPH Computer Training Room has declined this meeting.

From:  DPH Computer Training Room
To: Hawkins, Cathy
e

subject:  Dedlined: holloween is before Christmas - testing

Wher
Location:  DPH Computer Training Room

Accepted: No attendees have accepted.
Tentative: No attendees have tentatively accepted.
Declined:  No attendees have declined.

Sent: Tue 8/30/2011 2559 PM

Thursday, September 01, 2011 12:30 PM-1:30 PM (UTC-05:00) Eastern Time (US & Canada).

Your request was declined because there are conflicts.

The conflicts are:
4 w

Click here to add networks.

Connect to social networks to show profile photos and activity updates of your colleagues in Outlook.

x
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