Quick Guide on Meeting Room UC-106 Booking
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NOTE: The room booking can only be scheduled up to 180 days in advance



1) USING OUTLOOK WEB APP

If the booking calendar has been added to the Outlook account, users can directly refer to
P.5 for adding a new room booking.

1.1 Add Meeting Room UC-106 Booking Calendar

Step 1

Visit Web Outlook Exchange Calendar (https://owa.exchange.ust.hk/owa/#path=/calendar)
and login with your ITSC account.
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Step 2
Select the Calendar Tab.

(=] lm [T Today J»  September 2021 [M Month ~ & Share @ Print
| m September 2021 T b sunday Monday Lesdey Wednesday — Saturday Tue, Sep 28

a S M T W T F S Aug 29 30 3 Sep 1 2 3 4

w 5 6 7 8 9 mn

12 13 14 15 16 17 18

@ 19 20 21 2 23 24 25

5 6 7 a 9 10 1
g “OED
3 4 s 7 8 9
@ _'”I'
B Add calendar
12 13 " 1 16 17 8 “v
n
My calendars
Calendar ’
alenda Nothing planned for the day
; Enjoy!
@ @ United States holidays 19 20 2 2 2 24 25
Birthday
. ys

26 Sep 27 ey 60" 28 @ 29 & 30 et 1


https://owa.exchange.ust.hk/owa/#path=/calendar

Step 3

If you have not added the Room resource, you may click on "Add calendar".
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Step 4

A dialog box will pop up after clicking “Add calendar”, then click on “Add from directory”.
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Step 5

After clicking “Add from directory”, a text box will show. Type “uc_room_106@ust.hk” into
the text box.
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Step 6

After typing “uc_room_106@ust.hk” into the text box, select a calendar to show the UC-
106 Meeting Room Booking Calendar.
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Step 7

After selecting the location to show the booking calendar, please click on “Add” to confirm.
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Step 8

UC-106 Meeting Room Booking Calendar is added and listed under your selected calendar
location.
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1.2 Add a New Room Booking

Step 1

To make a new room booking, please select the calendar of uc_room_106@ust.hk, and then
click "New event" button at the top.
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Step 2

After clicking “New event” button, a dialog box will pop up. Please input your booking
details, select the date and time, and search “BDI Room UC106” in the location column.
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Step 3

After inputting and selecting the booking details, click “Send” button at the top left corner
on the pop-up dialog box.

1 Colerdar-Chery AU~ Outiook X | -

-] x
€ > C & outleokofficecom/cakendan/viewsweek Qe s @0 0O

BF Scheduling Assistant [ Response options ~ @ Busy v < Categorze ~ & @ o

< @ > Tue July 26, 2022 v

s :\ Click “Send” button after inputting the booking details

ez @ | 130AM - .

7/26/2022 200AM v G Dan't epeat

15 minutes before

Step 4

After a while, the scheduled event will be listed on the calendar. An automatically generated
email will be sent out from system to confirm the booking.
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Sample of automatically generated email for booking confirmation
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1.3 Cancel Room Booking

Step 1

To cancel the room booking, please select your own “Calendar” first. Then, right click on the
booking that has to be cancelled and select “Cancel”.
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Step 2

After selecting “Cancel”, a dialog box will pop up. Click on “Send” button and the booking
will be cancelled.
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Il) USING OUTLOOK ON DESKTOP

If the booking calendar has been added to the Outlook account, users can directly refer to
P.11 for adding a new room booking.

2.1 Add Meeting Room UC-106 Booking Calendar

Step 1

Select the Calendar Tab.
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Step 2

Right click “My Calendar”, and then choose “Add Calendar”, and choose “From Room List”.

Right click “My Calendar”, choose “Add Calendar”,
then choose “From Room List”




Step 3

Choose “BDI Room UC106” from the room list, double click and then press “OK”.
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Step 4

After a while, the BDI Room UC106 Meeting Room Booking Calendar is added and listed.

———— aarch Peole

4 Adress Bock

o Qmw
‘

New  New Meet Today Mext7 Dy Work WWAGK Month Schedule _ Open  Calendar E
Meeting -hems - Mecting  Now Days Vi View  Calendor - Greups - Calendar
Tamr Temshetig | GoTo Arange Manage Caedar: e ind -
‘ dune 2822 ' 4 v 26June - 2 July 2022 Sear i 0 P
Mo T WE TH R A
0 SunDAY wonDar TuEsoAY EDNESDAY THuAsAY FRDAY SATURDAY
5§ il 26 27 28 29 30 1 2
o "
1 » 5
» 0
July 2022
0o T WE TH R SA B
12
o @b W »
e maaa
uunznann n
4[] My Calendars 2™
Calendar-
i Siates holays 1
Sithcays
Colenr- bogusLIE y i
2 i
g
Sharad Calendars .
Other Calendars
6
8
= m g & .
[T C— T r———— >

10



2.2 Add a New Room Booking

Step 1

To make a new room booking, please select the calendar of BDI Room UC106. Click "New
Meeting" button at the top and select “Meeting with All”.
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Step 2

After selecting “Meeting with All”, a dialog box will pop up. Please input your booking
details, select the date and time.
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Step 3

After inputting and selecting the booking details, click “Send” button on the pop-up dialog
box.

Meeting

P = a x & Tstowns Moy - ST Private.

- | High Importance

& 0

Delete  foryarg - APPOINIMENtScheduling  Onfine  Teams  Meeting  Cancel Address Check RESDONS® 5 gminger: 15 minutes - Recumence Time foom Categorize | 8" """ viva add o Zoom settings  View
Assistant  Meeting  Meeting  Notes  Invitation Book NamesOptions Zones Finder P insights  Meeting Templates
Actions shew TeamViewsr Taams Mesting Meeting Notes Attendess Options Tags zeom My Templates ~
@ vou haven't sent this meeting invitation yet.
aucheryiust ik
801 Raem UC10
esting
BDI Room UC106 hd Rooms...
Sun 26/6/2022 [ 1230PM - Al day event
Sun 26/6/2022 T 100 -

Step 4

After a while, the scheduled event will be listed on the calendar. An automatically generated
email will be sent out from system to confirm the booking.
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Sample of automatically generated email for booking confirmation
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2.3 Cancel Room Booking

Step 1

To cancel the room booking, please select your own “Calendar” first. Then, right click on the
booking that has to be cancelled and select “Cancel Meeting”.
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Step 2

After selecting “Cancel Meeting”, a dialog box will pop up. Click on “Send Cancellation”
button and the booking will be cancelled.
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