
Booking a conference room 

 

• Open Outlook on the web (using either Chrome or Edge) or using the 
desktop application. 

• On the left side of the window, you should see a couple of options 
please click the one that looks like a calendar. 
 
 
 
 
 
 
 
 
 

• Start scheduling your meeting by clicking on “New event”. 



• In the section that talks about “room or location” 

• In that section, please type the name of the conference room and you 
should see the room pop up like: 



o The names of our current conference rooms are: 
 MWAP-CONF-ROOM 
 CENT-CONF-ROOM 
 KAG-WELLNESS-CTR 
 BMW-CONF-ROOM 
 JLR-CONF-ROOM 
 VOL-CONF-ROOM 
 CAD-CONF-ROOM 
 CDJR-CONF-ROOM 
 KC-CONF-ROOM 
 BGMC-TRAIN-ROOM 
 PBS-CONF-ROOM 

 
• Once you click on the room and click “Save”.  
• You should receive an email confirming that you have reserved the 

conference room if the room is free or declining your reservation due to the 
room being busy. 


