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Where to book meeting rooms
Meetingroomscan be booked directly through your OutlazztendarWhen booking a

room, it is possible to directly invite meeting members or book the room by itself
without inviting anyoneWhen checking theneetingroons status, it will show who
booked it and the subject of the meetikigeting details will not be shown if added to
the booking

You can book a room max. 7 days a row and max 1 year ahead. For meeting room in

the meetingentre you can book 2 years ahead.

NOTE! When booking all day meetings Outlook will

automatically change the st t he meet
OFreeo.
You have to c¢handwwuwahtitodooka ¢ 'usyo

meeting room,He system cannot do this for ydthis
change is necessary as [HshowAs [ |free - 1l l ows

resourceso be bookedo others. M Barmindar |05 Ase .| Rec

Also: Be aware of meetings that are booked and displayed on different public displays
around campus, they will show the subiject field. It is not possildertsorthis out, so
please be awai what is writen in the subject field, grammar and choice of words.
Cateringis booked in a separate system (h&p://kantine.cas.dtu.dk/)

A guide on how to use thn be found on inside.dtu.dk.

How to get started

All meeting rooms can be found tiheaddress bookf Outlook The rooms are named
after location, building and room number. Rooms in Lyngby starts with LY, Risg RI,
Ballerup BA, Silkeborg Sl and HirsttsaH]I.

The number in the parenthegisshows how many people the room is equipped to hold.

! Some meeting calendars will only show that the room is bdbkey and not thgerson who booked it
or the subject of the meeting


http://kantine.cas.dtu.dk/)

All employeesregiventhe rights to book meeting rooms at DTAtcesss given
through a series of DTUbase |ists. fAiOpenod m
employeest DTU, there aréhowever rooms with limitations as to who can book
them.
Those limitations could be
- You can see thenbut are unable to book any of them
- You canodot see them and therefore not boo
- There is a approval procedure connected to the room, which inditiastan
employeemust accept your booking.
Another limitation as written above is a max. dfdays in a row and 1 year ahead, for

rooms in the meetingentre2 year ahead.

Book one or morerooms

If you need to book a meeting room for your meeting, you just need to create an
invitation in your Outlook calendar, invite participants and/or the meeting room itself.
All participantsincluding the room itself will get the notificatiolm the meahg room
calendar, only the person who booked it and the subject of the meeting will be visible.

TheOutlook calendagives users multiple options, as to how to bookegtingroomi
meeting roomThey can be found beneath:

- If youwant aroom at a certaintimgu canus¢ he ol nvite particip
function, that will give you a local search.

- If you want a certain room fgour meeting, you canuseh e o6 Schedul e
assistanto. Using this witclpangarefeee you a v
and the room itself.

- Reuse a past booking without knowing if the room is already booked can also be

used.

olnvite participants: Find an available room
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function is called Room Findér.

If using the Room Finder function, @atmarked with blue show the current date and

yellow indicates which day you want your meeting to be held.

Beneath the Calendar, tiees a dropdown menu that shows all room

There is also a Ashow recent r
booking opjrtunity. There is alsan optionto show specific rooms
belonging to different institutes/departments.

Click the group or category.

It is now possible to highlight the room you want to use.

If no rooms are available, the list will be empty.

Changing the time or another list will give you the option to either
book the room you initially wanted, or find another roomyfour
meeting.
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When you have found a rocior your meeting, the room name will automatically
appeaint he AToo field alongside all of the par

Furthermore, the room il = -
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When all details are

given,click the Send

button. All meeting participants including the meeting roonifits#l now get the
invitation/booking. The meeting room will automatically accept the booking.

As explained earlier, sonmaeeting rooms will have an approval procedurehis case,
a DTU employee, who is responsibte the room will have to acceftte booking,
before the actual meeting can begin.

0Scheduihg assistani — : —
i = e-navngivet - Aftale
. . AFTALE = INDSAT  FORMATERTEKST ~ GENNEMSE
By USIng the SChedmig Qﬁj x [ Kalender D El C?% @ .‘,.-\.._ 2Z M optaget  ~|{3 Gentagelse = a
assistant’ it iS possib|e to See th u(;elrSk Slet (5 Videresend ~ Aftale Planlagningsassistent Sr:i;udee— Mgadenoter déﬂ\;i;rre 15 minutter  ~| & Tidszoner Kateg'oriser . Ag;ls[teil
Handlinger vis Skypem... Mpdenoter  Deltagere Indstillinger 5 Meerker Zoom  Tilfgjelses
roomavailability and the e
participantealendar atthe | ST T
current time you have chosen tc

book them.

I: H ¥ Ikke-navngivet -
FILER AFTALE  INDSET  FORMATER GENNEMSE

ﬂf) x [A Kalender 5533 @-\- E/j :‘-E\-.‘ Z o
Gem  Slet €3 Videresend ~ Aftale Rlanlzgningsassisteny Skype- Mgdenoter  Inviter 15 mi
g luk made deltagere
Handlinger Skype-m... Mgdenoter = Deltagere
Click Scheduling assistant. e |
i 14-02-2017 = 130 - Hele dagen

Sluttidspunid |t 14-02-2017 | 1500

3 In casethat another person have booked the rimthe meantime, the meeting roawil reject your
booking.



When using the scheduling assistant, the left pane gives the user an overview of all

participansbcalendar
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Click AOKo.
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After completing al |l ofAllpatiepantséatiendeased st ep s,

including the room itself will now get the invitation/booking. By default, the room will
automatically be booked, but some meeting rooms will have an approval prod¢edure.
thiscase, a DTU employee, who is responsible for tberwill have to accept the
booking, before the actual meeting can bégin.
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Remeanber to invite the roomitsefft he r oom MUST beandin both the
0 L o c afield. €liclothe hvite attendes pane.
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Write the name of t hamdclicksemd. i n the O0Toé. o fi

As explained earlier, sonmaeeting rooms will have an approval procedurehis case,

a DTU employee, who is responsible for the room will have to accept the booking,
before the actual meeting can begin.

Room details (not jet in use)

SBy clicking oinvite attendees@pageR).om finder wild.l
6 At this time, there is no information to be obtainvelten using room detailsthis is a work in progress
and will be added later.
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