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Outlook Calendar Best Practices
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Overview

When booking a room for a meeting, certain steps should be taken to ensure everyone is reserving
the spaces in the same manner and to avoid double booking a location.

Quick Start

Using the calendar for your mailbox, click on the time you would like to start your meeting. Expand the
window to view the scheduling assist tools. Book your meeting in the appropriate available room and
choose attendees.

Microsoft 365

New event - Calendar - blums@live.siouxcityschools.com [

Event Scheduling Assistant

=~ Response options Busy ~ T 15 minutes before ~ {7 Categorize ~ ?h Scheduling poll & Viva Insights 3 My Templates
B Send | v @ Calendar - < B » Fri, May 10, 2024 ~

{2 Test meeting

83  FENGEL CHAD x| COPPLE HOLLIE * Optional 2AM
Suggested times Preferences
9 AM
Fri 5/10 Fri 5/10 Fri 5/10
10:00 AM - 12:00 PM 12:00 PM - 2:00 PM 2:00 PM - 4:00 PM 10 AM
@ Available: Everyone @ Available: Everyone @ Available: Everyone
(©  s5/10/2024 10:00AM ~ | @ Allday & Time zones 11 AM
5/10/2024 12:00 PM ) Don't repeat
12 PM
® E.S.g..R.WJ m @ Teams meeting
Suggested locations 1PM
ESC_Rm110_HR_12
(D Available 212
2PM
ESC_Rm103_BoardConf_12
(O Busy R12
ESC_Rm102_BoardRoom_91 3PM change sub password Dcl &
(D Busy R91
ESC_Rm101_Equity_6
@ Available 2.6 4PM
ESC_Rm105_ProfLearning 42
(D Busy R42 SeM

Browse with Room Finder
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Outlook desktop app using Scheduling Assistant

o= _

Review Help

z) = Test meeting - Meeting

o R A L&

Format Text

Insert

File Meeting

Refresh  AutoPick Add Add  Room Options
Availability - Attendees Rooms Finder -
Scheduling Attendees Options
B’ Start time Fri 5/10/2024 ﬁ 10:00 AM «| [ Allday O @ Time zones
Send End time Fri 5/10/2024 [=]| 12:00PM v| 43 Make Recurring
Friday, May 10, 2024
1AM 12 PM 1PM 2PM 3PM 4 PM 7AM 3AM 9AM 10 AM 11AM 12 PM 1PM 2PM 3PM 4PM

All Attendees [ ]

~ Required Attendee

BLUM, STACY CIA/TECH
FENGEL, CHAD -

COPPLE, HOLLIE
] escem 5111 AT Y

~ Resource (Room or Equipm...

ESC Rm105 Proflearning 42 IJenmer Gasaway - AP Psychology Exam IAP European History Exam §ND AP Spanish Literatufe Exam

Add resource
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Reserving a room for a meeting in Microsoft 365

Log into your Microsoft365 account by going to office.com in a browser like Google Chrome.

- = (m] X
B9 Signin to your account X 4+ [+]

< C @ loginmicrosoftonline.com/common/oauth2/authorize?client id=4345a7b9-963-4910-a426-35363201d503.. % Wy O B * &

= Microsoft

Pick an account

[E pritchj@live.siouxcityschools.com

—|— Use another account

Terms of use  Privacy & cookies

¥ Signin to your account x IR o ~ 7
< C @& loginmicrosoftonline com/common/oauth?/authorize?client id=4345a7b9-9a63-4910-2426-35363201d503.. % gy O & W &

mi&%‘m(ﬁy‘:w
& pritchj@live.siouxcityschools.com

Enter password
B

Forgot my password

‘Welcome to the Sioux City Community School
District. If you have trouble logging in please check
the district technology support website at
http://sccsd.freshdesk.com. Additionally call the help
desk at 712-279-6803

Terms of use  Privacy & cookies

Complete multi-factor authentication.
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Click on the waffle icon in the top left corner and choose calendar.

Microsoft 365

Apps
R outiook @ OneDrive
il word i oo
@ roverroint I onenote
B sharcroint I Teams
Sway 3y roms

Engage 2 Power Auto...

‘ Calendar 'Stream

On your mailbox calendar, select a time to start the meeting. This is an important step when booking
a room so that others can see who is reserving the space. Click the double arrows at the top right
corner to expand the window to see all the options.

@ cCalendar - !

*2 Add a title
&g Invite required attendees

O 3M10/2024 10:00 AM ~ @ All day

5/10/2024 10:30 AM

©  Search for a room or location

(E Add a description

Maore options
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Add a title for your meeting and include attendees. Adjust the time to cover the entire meeting and add a
room. Each item you include gives you more information about who is available during the timeframe and
if the location chosen is an option. You can see from the example below that some of the attendees are
not available (You and 1 other aren’t available on calendar view and red X’s by their names at the bottom),
and several rooms are marked “Busy” and therefore are already booked. DO NOT choose a room that is
marked busy. Another staff member has reserved this room, and it will not be available for your meeting.

New event - Calendar - blums@live.siouxcityschools.com X

Event Scheduling Assistant

=7 Response options ~ Busy ~ {IJ 15 minutes before {J Categorize ~ G Scheduling poll & Viva Insights 3 My Templates
B Send | v @ Calendar - < B » Tue November 14, 2023 ~

{4 Test meeting

7 AM
&g  FENGEL CHAD x | COPPLE, HOLLIE > Optional
8AM
Suggested times Preferences
Tue 11/14 Wed 11/15 Thu 11/16 9 AM
1:30 PM - 3:30 PM 3:00 PM - 5:00 PM 9:30 AM - 11:30 AM
@ Available: Everyone @ Available: Everyone @ Available: Everyone
10 AM
© | 1171472023 11:30 AM ™ [ ] Allday @ Time zones
11/14/2023 1:30PM ™ 2 Don't repeat 1AM
© EsC_Rm| @D & Teams meeting

12PM

Suggested locations

ESC_Rm110_HR_12

(D Available 212 1PM

ESC_Rm103_BoardConf_12

e (© Busy A12 So

ESC_Rm102_BoardRoom_91

(© Busy A 91

3PM

ESC_Rm101_Equity &

(O Available R 6

ESC_Rm105_Proflearning 42 4PM

(O Busy R42

Browse with Room Finder 5PM

Y
BS HC
[:) "0 [
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In the example below, all attendees are available (Everyone is available on calendar view and green checks
by their names at the bottom), and several rooms are marked “Available”. Select an available room and
click send to reserve the room and invite attendees.

New event - Calendar - blums@live.siouxcityschools.com

Event

=7 Response options -

Scheduling Assistant

Busy ~

{3 15 minutes before ~

() Categorize -~ Scheduling poll

& Viva Insights

0 My Templates

=X

B Send | v @ Calendar - < [ » Tue November 14, 2023 ~
7 Test meeting
T AM
&g  FENGEL CHAD x | COPPLE, HOLLIE x Optional
8 AM
Suggested times Preferences
Wed 11/15 Thu 11/16 Thu 11/16 9 AM
3:00 PM - 5:00 PM 9:30 AM - 11:30 AM 1:30 PM - 3:30 PM
@ Available: Everyone @ Available: Everyone @ Available: Everyone
10 AM
@ 11/14/2023 1:30PM v | @ All day @ Time zones
= . 17 AM
11/14/2023 330PM v ) Don't repeat
ESC R i
© ESCR er ‘) K Teams meeting —
Use this location: ESC_Rm
=

ESC_Rm103_BoardConf_12
Available 212

ESC_Rm110_HR_12
([© Available 212

ESC_Rm102_BoardRoom_91
(® Available 291

ESC_Rm101_Equity &
(O Available 26

ESC_Rm105_ProfLearning_42 4P
(O Busy R42
Browse with Room Finder 5PM
~ 9
BS HC
odo "o

Once approved, you will receive an acceptance email and the final reservation will look like this on your

calendar and the room calendar:

Man @ | Tue ® | Wed Hor® | Thu ¥ B
13 14 @ .
10 AM
1AM
12PM
1PM
[ Test meeting BLUM, STACY
2em ESC_Rm103_BoardConf 12 (US) [l ESC_Rm103 BoardConf 12 (US)
BLUM, STACY

3PM
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Reserving a room for a meeting using the Outlook desktop app

Open Outlook and select the calendar view. On your mailbox calendar, click on New Meeting at the top.
This is an important step when booking a room so that others can see who is reserving the space. Then
click on Scheduling Assistant at the top of the meeting window. Adjust the time for your meeting, add

attendees, and select a Resource (Room).

You can see from this view that one attendee is not available and the room is already reserved. You must

select another time and room.

=l = P Search

Test meeting - Meeting

File Meeting

O R A HE| S

Scheduling Assistant Insert Format Text Review Help

Refresh  AutoPick Add Add  Room Options
Availability = Attendees Rooms Finder =

Scheduling Attendees Options

> Sattme | Wed 1152023 [ Oaldsy [ @ Timezones

Send End time Wed 11/15/2023 ]| 300PM | <3 Make Recurring

Wednesday, November 15, 2023
4PM 7AM BAM 9 AM 10 AM 11AM 12PM 1PM 2PM 3PM

~ Required Attendee
= I ——
o S
=
)

Add required attendee
~ Optional Attendee

o optiongl gifendas

~ Resource (Room or Equipm...

ESC Rm102 BoardRoom 91 Maonthly Principal Me|

Add resource

[+ |

Thursday, November 16, 2023

7AM 8AM 9AM

rl

10 AM

11 AM

12PM

1PM 2PN

M Busy % Tentstive BB Out of Office % Working Elsewhere [N No Information [ Outside of working hours

Q [1o0% -
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Here we see the attendees and the room is available. Click send to reserve the room and invite the

November 14, 2023

attendees.
9 = Test meeting - Meeting O Search =
File Meeting Scheduling Assistant Insert Format Text Review Help
o R A HKRE
] T+ [+ [
Refresh  AutoPick Add Add  Room Options
Availability = Attendees Rooms Finder =
Scheduling Attendees Options
== Start time Thu 11/16/2023 7] | 1:00AM v| [Alday [ @ Time zones
Send End time Thu 11/16/2023 5] | 100PM ¥« Make Recurring
Thursday, November 16, 2023 Friday, November 17, 2023
4PM 7AM 8AM 9AM 10AM  1TAM 12ZPM 1PM 2pm 3PM 4PM 7 AM 9 AM 10AM 1AM 12PM 1PM 2PN
e~ -E . ]
v Required Attendee
BLUM, STACY
4 . o | . ]
COPPLE, HOLLIE V7
Add required attendes
~ Optional Attendee
Add optional attendee
~ Resource (Room or Equipm...
ESC Rm102 BoardRoom 91
Add resource
[+ [
W Busy P2 Tentative B8 Out of Office ¥ Working Elsewhere [N No Information [T Outside of working hours Q |100% -

Once approved, you will receive an acceptance email and the final reservation will look like this on your

calendar and the room calendar:

9 AM
10 AM
11 AM

12 PM

Assistance

If at any time you experience issues reserving a room, please enter a help desk ticket at this link.

15

Wednesday

Thursday
16

Test meeting
ESC_Rm102_BoardRoo
m_91

BLUIM, STACY

Test meeting
ESC_Rm102_BoardRoo
m_91

BLLUIM, STACY


https://sccsd.freshdesk.com/support/tickets/new
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