Booking of a meeting Notebook
1. Open Outlook, choose new Appointment and open the Scheduling Assistant.
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2. Invite Meeting Notebook 1 or 2 as Attendee and chose date and time.
Availability is displayed immediately.

3. Is the notebook available you can send the booking.

4. First, you will receive a mail with the info that the booking still needs to be
confirmed.

Mit Vorbehalt: test - Mee...

Acrobat
ks

Wi 17.05.2027 15000
Meeting Notebook 1

Mit Vorbehalt: test
To Ante Klaul
Wihean Freitag, 21. Mai 2027 O0S:00-09: 30 (UTC+=01:00) Amsterdam, Berlin, Bern, Rome, Stockhaolm, Yienna.
Location

Accepted Mo attendees have accepted,

Tentative Meeting Notebook 1

Declined Mo attendees have declined.

i Meeting Motebook 1 has tentatively accepted this meeting.

Your request was received and is pending approval.

Sent by Microsoft Exchanpge Server 2016




5. When the booking is confirmed you will receive the following mail:

Accepted: Antje KlauB -...

Acrobat

o 17.05.2027 1513
Antje KlauB on behalf of Meeting Notebook 1
Accepted: Antje KlauB

To Antje Klaul
When Freitag, 21, Mai 2021 0% :30 [UTC=01:00) Amsterdam, Eerlin, Bern, Rome, Stockholm, Vienna.
Location

Accepted Meeting Notebook 1
Tentative Mo attendees have tentatively accepted.

Declined Mo attendees have declined.

i Antje Klauf has accepted this meeting on behalf of Meeting Motebook 1.

6. Please cancel the booking if the meeting notebook isn’'t needed after all.



