
FIND A MEETING 
ROOM



Find an available meeting room

You can use: 

 Room Finder

 Scheduling Assistant

 Calendar 



Room Finder
How to find Room finder: 

■ Invite to a ”New meeting”

■ Click ”Room finder”

How to find an empty room:

■ ”Show a room list”  and find the 
relevant list e.g.”DTU Open 
Meeting Rooms” (Meeting 
center 101 og 202)

■ Now you can see all available
rooms for your meeting



Scheduling Assistant

Use Scheduling Assistant when:  

■ You want a specific room.

■ Want to find a time all participants incl. a specific room are 
available   

■ The find a new time, if you have to reschedule your meeting



Room Finder and Scheduling Assistant
working together

If you need a or more rooms for a meeting, you can activate Room Finder and 
Scheduling assistant at the same time.  



Calendar

To book the same room(s) often, you 
can add them to your calendar.  

 Right click om rooms.

 Find the room(s) and click OK.

 Now you can open the room(s) 
calendar together with your own 
and your colleague
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