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Find an available meeting room
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Room

How to find Room finder:
m [nvite to a "New meeting”

m Click "Room finder”
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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
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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
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Room Finder anda 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.

-

L
=(T} C\ 221l ef
=3 5 : | (23] &% Iﬁ : gy -
x [ Calendar D = = “,/F_,. X I Yo & 22 show As: |l Busy - i
Appointment Scheduling Skype Meeting Cancel Address Check Response EornreEel 15 minutes . Recurrence Time Room Categorize
Assistant Meeting Notes Invitation Book MNames Options ~ Zones | Finder - ¥ Low Importance
Actions Show Skype Meeting Meeting Motes Attendees Options ] Tags A

[ | Private

Q

I High Importance
Delete L:_‘)Fnrward -

=1 send 100% - | 26 March 2020 27 March 2020 28 March 2020 29 March 2( ROO m Fl nder - X
08:00 09:00 10:00 11:00 12:00 13:00 14:00 15:00 08:00 09:00 10:00 11:00 12:00 13:00 14:00 15:00 08:00 09:00 10:00 11:00 12:00 13:00 14:00 15:00 08:00

Al Attendees ____ﬁ____—ﬁ_______ﬁ_ 4 Marchz2o b
& Sarsh Ven I I bam |
|:| & LY101-R3.070Maderum S09( ] Msjen Lerche Mafler DTU Heaith Tech -
[[] & Lr101-R3.071Maderum S10( [ =l 4=t Chiistiznsen Villum iny i |
[] & Lr101-R3.074Maderum S12(
[[] & LY101-R3.076Maderum S14( |
[] & Lr101-R3.078Mederum S16(
[] & Lr101-R3.075Mpderum S08(
& LY101-R3.080Mpderum S07(
¥101-R3.081Mgderum S05(
Y101-R3.082Mgderum S0
Y101-R3.086Mpderum S0
Y101-R3. 143MBDERUM 2(:
Y101-R3. 196MIDERUM 1{"
Y101-R3. 148MIDERUM 5(2 en
¥101-R3.15IMBDERUM 4(1 Henrik Tackholm KAD-made

Mo Tu We Th Fr S5a Su

DSE Me: DSE Messe 2
| 2 3 4 5[(6|7 8

9 10 11 12 13 14 15
16 17 18 19 20 21 22
23 24 25 26 27 28 29
30 31

ier Maller SAINT skolen

eff charione Emmenwmn 5]

Good Fair Poar

—

Show a room list:

H

ier Mgiler SAINT DTU Open Meeting Rooms -

,_
™

Kasper Bagh Ped

Choose an available room:

,_

None A
L¥101-R3.086Mgderum_S01(3

—

O
Oo
O
e
Oo
Oo
e
e

—




Calendar

Other Calendars 14

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