IT Equipment and IT Resource time bookings

This innovative way allows you to see which resources are available to book within Outlook on a
given day\time

The booking will be checked automatically for availability and either grant or deny the booking

What can be booked?
IT Equipment

e Microphones

e Canon video camera
e Lighting board

e 3 x Mobile phones

e Projector

e Webcam

IT Support

e Drama Theatre — Assemblies
e \isitor assistance

How do | make a booking?

Foremost, browse to the Calendar tab in Outlook

Click either New Appointment or New Event
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e IT Equipment - Canon Video Camera
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Enter a suitable title to label the request
Invite Attendees — You must always include the ‘IT Support Team’ for ICT’s visibility

Date\Time — set the date and time you require

At this stage, select the resource you would like to book
Press the ‘Search for a Room or Location’ (You may need to toggle In-Person Event to On)
Followed by ‘Browse with Room Finder’

In the Building field, enter ‘ITRoomList’
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All the bookable resources will show

Conference rooms in ITRoomList
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Select the one relevant, care should be employed to select the correct resource!

e IT Equipment - Mobile Phone 3

The system will look at the parameters set and either grant or deny the booking. The booking
invitation will be forwarded to the IT Support Desk calendar
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