SFU Mail, Outlook Desktop, and FHS
Meeting Room Calendars

How to Book, View, and Manage
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Permissions Overview

Free/busy information for most FHS rooms is available to all SFU Mail users and can be seen when
booking a room. FHS faculty and staff can also see additional limited details (title, location) for
meetings/appointments in most FHS rooms.

FHS faculty and staff are free to add room calendars for frequently used rooms to their list of calendars

FHS administrative staff can manage room calendars directly, including moving/deleting existing
meetings/appointments and booking meetings/appointments directly in the room’s calendar



Outlook 2016 desktop

Booking a meeting room
Faculty and staff can book meetings/appointments in most FHS meeting rooms, as follows:

1. Inthe calendar view, ensure your personal calendar (called Calendar) is visible
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2. Inthe timetable grid, click on the desired date/time. The appointment dialog should open as
shown below
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4.

5.

In the scheduling assistant, click on the Add Rooms... button
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In the Select Rooms dialog, set the Search option to More columns and then type ‘fhs’ into the
Search field and press the Go button
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FHS Classroom (BLU11660) [R] Room
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FHS Meeting Room (BLU10200) [R] Room
FHS Meeting Room (BLU11002) [R] Room
FHS Meeting Room (BLU11028) [R] Room
FHS Meeting Room (BLU11509) [R] Room
FHS Meeting Room (BLU11208) [R] Room
FHS Meeting Room (BLUS509) [R] Room
FHS Meeting Room (BLUSE20) [R] Room
FHS Teaching Lab (BLU 9650) [R] Roam
FHS Tutorial Room (BLU10401) [R] Roam
FHS Tutorial Room (ELU11401) [R] Room
FHS Vancouver Boardroom (HRBC 2412) [R] Room

loc-blut1660@sfu.ca
loc-blug011@sfu.ca
loe-blugoz1 @sfu.ca
loc-bluggzo@sfu.ca
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loc-blui0s09@sfu.ca
loc-blu10200@sfu.ca
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loc-blut1401@sfuca
loc-hrbezd12@sfu.ca

oK

Cancel



6. Double-click on the FHS room you wish to book to add it to the Rooms list at the bottom of the
Select Rooms dialog. Press OK.
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| Mame Location Business Phone Capacity Description E-mail Address
FHS Classroom (BLU11660) [R] Room loe-blu11660@sfu.ca
FHS Classroom (ELUS011) [R] Raoom loe-blug01 1 @sfu.ca
FHS Classroom (BELUZ021) [R] Raam loc-blug02 1@sfu.ca
FHS Classroom (ELUS920) [R] Raoom loc-blugazo@sfu.ca
FHS Dean's Meeting Rm (BLU11324) [R] Room loc-blu11324@sfu.ca
FHS Meeting Room (BELU10509) [R] Raoom lec-blu10509@sfu.ca
FHS Meeting Room (BELU10200) [R] Raoom loc-blu10200@sfu.ca
FHS Meeting Room (BLU11002) [R] Raom lec-blu11002@sfu.ca
FHS Meeting Room (BLU11028) [R] Raom loc-blu11028@sfu.ca
FHS Meeting Room (BLU11509) [R] Raom lec-blu11509@sfu.ca
FHS Meeting Room (BELU11208) [R] Raom loc-blu11208@sfu.ca
FHS Meeting Room (BLUS509) [R] Raom loc-blugsoe@sfu.ca
FHS Meeting Room (BLUSS20) [R] Raom loc-blugszo@sfu.ca
FHS Teaching Lab (BLU 2650) [R] Room loc-blugas0@sfu.ca
FHS Tutorial Room (ELU10401) [R] Raom loe-blu10401 @sfu.ca
FHS Tutorial Room (ELU11401) [R] Raom loe-blu1 1401 @sfu.ca
FHS Vancouver Boardroom (HRBC 2412) [R] Raom loc-hrbeza12@sfu.ca

Rooms -> FHS Boardraom (BLUT1021) [R]

Cancel

7. Theroom is added to the meeting. Add other attendees and modify other aspects of the
meeting as needed. When done, press the Send button to save the meeting/appointment, notify
any invitees and book the room.
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Viewing a meeting room calendar

To add a commonly-used calendar for viewing, follow the steps outlined below:

2.
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In the calendar view, find Other Calendars (as pictured below) and right-click on it.
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A context menu should open. Click on the Add Calendar | From Rooms List... option. In the
Select Rooms dialog, set the Search option to More columns and then type ‘fhs’ into the Search




field and press the Go button
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3. Double-click on the FHS room you wish to book to add it to the Rooms list at the bottom of the
Select Rooms dialog. Press OK.

Select Rooms: Search Results - All Rooms * ‘

Search: (_)Mame only (@ More columns  Address Book
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| Mame Location Business Phone Capacity Description E-mail Address
FHS Classroom (BLU11660) [R] Room loe-blu11660@sfu.ca
FHS Classroom (BLUS011) [R] Room loc-blugo11@sfu.ca
FHS Classroom (ELUS021) [R] Room loc-blug0z 1 @sfu.ca
FHS Classroom (ELUS920) [R] Raoom loc-blugazo@sfu.ca
FHS Dean's Meeting Rm (BLU11324) [R] Room loc-blu11324@sfu.ca
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FHS Meeting Room (ELU11028) [R] Room loe-blu11028@sfu.ca
FHS Meeting Room (BLU11509) [R] Raom lec-blu11509@sfu.ca
FHS Meeting Room (BELU11208) [R] Raom loc-blu11208@sfu.ca
FHS Meeting Room (BLUS509) [R] Raom loc-blugsoe@sfu.ca
FHS Meeting Room (BLUSE20) [R] Room loc-blusgzo@sfu.ca
FHS Teaching Lab (BLU 2650) [R] Raom loc-blugsso@sfu.ca
FHS Tutorial Room (ELU10401) [R] Raom loe-blu10401 @sfu.ca
FHS Tutorial Room (ELU11401) [R] Raom loe-blu1 1401 @sfu.ca
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4. Click on OK. The select room should open in your calendar
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5.

If you wish to overlay the room calendar with your existing calendars, right-click on it and

choose Overlay
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Editing/managing meeting room calendar entries

Administrative staff in the Dean’s Office and Programs areas have the ability to manage room calendars
directly, including booking directly into the room’s calendar and modifying existing
meetings/appointments. To book directly in a room calendar, do the following:

1.

Ensure you have completed the steps listed above under ‘Viewing a meeting room calendar’

2. Adjust your calendar view by toggling off all calendars except the meeting room you wish to

book
=]
File Home Send / R
T New Appointment

1 April 2018 »
SU MO TU WE TH FR SA

-
8 g 10 112 3 14
5 16 17 3 19 2
2 23 24 25 26 28
9 30

May 2018

SU MO TU WE TH FR SA

12 3 n 5

6 7 8 9 10 11 12

3 14 15 16 17 18 19

20 21 22 23 24 25 26
27 28 29 30 N

3 4 5 6 7 & 9

4| My Calendars

Calendar

Calendar - fhs_suppont@sf...

FHS IT Maintenance Tasks
FHSIT AV Calendar

4 v Other Calendars

| FHS Boardroom (BLU1...

Shared Calendars

4

View

» April 30 - May 4, 2018

Burnaby, Canada ~

Tomorrow

Search All Calendar ftems (Ctri+E

63°F/54°F
MONDAY TUESDAY WEDNESDAY THURSDAY
30 1 2 3
c
5
6
7
8
9 Policy and Systems RCA meeting
“FHS Boardroom (BLU11021) [R]"
<loc-blu11021@sfu.ca>
fhsres@sfu.ca
10
1
12 test
1 set-up for FEC: "FHS Boardroom (Bl _
e e
“FHS Boardroom (BLU11021) [R]"
2 <loc-biu11021@sfu.ca>
fhssecy@sfu.ca
3
4
5
6
7
8

Connected O

UGSC Working Group meeting

“FHS Boardroom (BLU11021) [R]*

<loc-blu11021@sfu.ca>
thsug@sfu.ca




3. Click on the desired date/time in the timetable grid to open the Appointment dialog. Complete

the booking details as needed, then Save & Close.
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4. The meeting/appointment should appear in the room calendar
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