
VIEWING Room Availability in Outlook (Desktop)    
   

To see the availability for each room you will need to open the room calendar in Outlook. 
   

1. Open Outlook on your Desktop and click on the Calendar icon.  
2. Click on “+ Add Calendar” in the Home ribbon  

 

 
 

3. Select “From Room List”  
4. Type desired room name in the search 

field 
5. Double click on one or more of the 

rooms listed to add the room(s) to the 
“Rooms” field 

5. Click on “OK”  
 
 
 
 
 

 
6. The room(s) will now be added to the “Rooms” section on the 
left side of the screen.   
7. Click in box before the name of the room to see the schedule 
for that room.  
 

  
  The numbers in 

parentheses reflect 
the classroom 
capacity. 



RESERVING a Room in Outlook (Desktop)  
1. Open Outlook on your Desktop and click on the Calendar icon.  
2. Click on “New Meeting” in the Home Ribbon.  
 

 
3. Click on “Location.”

 
4. Find and double click on desired room(s) from the rooms list. You can add multiple rooms.  
5. Click “OK” 
6. Click on “Scheduling Assistant” in the Home Ribbon to view available time/day. 
 

 
 
7. Select available start time, end time, and date. 

 

 



8. Select “Meeting” in the Home Ribbon to return to the main meeting page. 
9. Enter the event name in the “Title” field.  
10. If recurring, click on “Make Recurring” link and add details.  
11. Click on the “Send” button  
 

 
 
If the room is already booked, you will get a declined email immediately.  If the room is 
available, you will receive an email indicating that your request was received and is 
pending approval. You will receive a confirmation email when your request has been approved.  
 
 

CANCELING a Room Reservation in Outlook (Desktop)    

1. In the Outlook Calendar, open your room reservation.  
2. Click on “Cancel Meeting.” 
 

 
The request will be removed from the calendar.  
 

  

EDITING a Room Reservation in Outlook (Desktop)    
  

1. In the Outlook Calendar, open your room reservation.  
2. Edit the Start time or End time information.  
3. Click on “Send Update” 

 
 

When you send an update, your original reservation is replaced with a tentative version of your 
reservation.  You will receive a confirmation email when your request has been approved.  

  
 


