Book a Meeting Room Using Outlook

Most meeting rooms at the SCDE can be booked using Outlook.

Only large event spaces and training rooms need to submit a service request.

. Open Outlook and choose “New
Meeting” in calendars.

. Enter the meeting details: title, attendees,
date, and time.

. Forlocation, you have two options:
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4. If you have remote attendees,
include Microsoft Teams AND a
physical room in the location

5. Send your invitation. You will
receive a confirmation email from
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the room you reserved.

You haven't sent this meeting invitation yet
This appointment is next to another one on your calendar.
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If you need help, submit a ticket at eSupport.ed.sc.gov
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