
How to Create a Meeting and Reserve a Room in
Outlook 2021 LTSC

Step 1: Create a New Meeting

Open Outlook, go to your Calendar, and click New Meeting.

Step 2: Enter Meeting Details

Enter the meeting title, required attendees, and set the start and end time.



Step 3: Add a Room

Click Location or Room Finder, choose an available room, then click OK.



Step 4: Check Availability with Scheduling Assistant

Select Scheduling Assistant to verify attendee and room availability.



Step 5: Send the Meeting Invitation

Review the details and click Send to reserve the room and notify attendees.





Room Availability and Conflict Resolution

When scheduling meetings and reserving conference rooms in Outlook, you may occasionally 
encounter a situation where a room is already booked. The following guidance explains how to 
proceed.

1 If a conference room is already booked for the requested time, Outlook will notify you that the room
  is unavailable.

2 You will need to change the meeting or event time, or select a different available conference room.

3 For large meetings or events, if Conference Room C or the Training Room is unavailable, please
  politely contact the person responsible for the conflicting meeting to see if a switch can be made.

4 If a switch is not possible, please contact your Officer for assistance.

*Using the Scheduling Assistant (shown earlier in this guide) can help identify availability before 
sending the meeting invitation.


