
 

SCHEDULING SUPPORT: ROOM APPROVER OR  1800-CONF-SERVICE@KP.ORG 

QRG - Outlook Scheduling and Room Approval Process  

From Your Outlook Calendar – Open a New meeting Invite      

Schedule your Outlook meeting with the following details:   

 Include a Meeting Title 

 Select the Date and Time 

 To Request a room:  Invite Rooms by adding them in the required field of your meeting invite as shown below 

o Outlook will save your frequently used rooms on a drop-down list. 

o If you do not have a specific room name, you can search for a room by using the Outlook Directory  

 The majority of KP administrative rooms are listed with a common naming convention:  

o The first three identifiers as follows:  1.)  State – 2.) City – 3.) Building (optional) 

o Followed by: Room number and /or Room name - Capacity and room type. (See example on the next page.) 
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   Listed below is a snapshot of the Outlook Room Directly.  In this example, we will book rooms at 501 Lennon Ln in Walnut Creek.  The drop-down menu is  

     set for All Rooms: 

 with the Search Filter limited to “CA” for California 

 Then Walnut Creek for the City and 501 for the Building  

 

Notes: 

Rooms at 501 Lennon Ln, Walnut Creek and 300 Pullman, Livermore are only available to employees assigned to those facilities. Your meeting may be denied if you are not 

housed at that facility. 

For rooms that can be combined such as 1950 Franklin 2A and 2B, book both rooms and send an email to 1800-CONF-SERVICE@KP.ORG to have the partition removed. 

For rooms with multiple layouts please send an email to 1800-CONF-SERVICE@KP.ORG to have the room configured to one of the approved layouts. Include meeting title, date, 

and time.  Refer to the Room Information document for layouts and capacities. 
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After selecting your rooms, use the Outlook Scheduling Assistant to check Room and Attendee availability (free/Busy) as shown below: 

 

Once you send the meeting invite, Outlook will pass along the request via the automated email system. 

Once your request is actioned, you will receive email updates indicating the status of your reservation. 

Examples below:  Accepted / Declined or Tentative (pending review) 

  

 

 

- Some rooms are set to Auto Accept based on calendar availability 

- Others require additional approval from the local room owner or conference services group 

- TIP:  Always open and review your email responses for each room – check the details of your reservation and request alternate rooms for 

those locations that may have been declined  
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The Outlook tracking tab is a convenient way to view responses and check the status of your requested rooms all in one place  

 

If a room has been declined – it will show as such,  in the tracking tab. However, Outlook Does Not automatically drop  the resource from you invite.   

Important:  To avaid any confusion, you’ll want to Remove the declined room from you Outlook invite and be sure the location and room details are up to date 

for your attendees.   

Please Note:  If your meeting is rescheduled, Outlook will re-send the room request and meeting invite for the NEW Date you choose. It is important to cross 

check your most recent email responses and track your approvals, as the same rooms may not be available for the new date. 
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This next section in this guide is specific to Room Approvers and Facilities Managers.  Those that have full Calendar rights for a specific room.  

See pages 5 and 6 if applicable. 

As a Room Approver you will receive an email notification when someone submits a request for a Private or Restricted room that you manage. 

Options contained in the invite are as follows:  Accept - Decline – Tentative - or propose new time 

Important:  Always choose to send a response, so that the meeting organizer is notified of the reservation status 

If you decline the room, you can also include also include a note with your response 

In addition, you may see several different rooms listed on the meeting invite.  However, you are only able to respond for the locations you manage 

 

Please Note:  If you receive what looks to be the same request twice. Check the meeting dates and details.   

It may be request with the same title and the same room as previously approved, but the meeting date has changed, or the time slot has been updated.   

 It is important to open each request you receive as Outlook will require an updated room approval (or decline) for any scheduling change 
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 Cross check the request with the most recent time stamp.  If you’re not sure, reach out to the organizer for clarification 

 

As a Facilities Manager or room owner, if you have full calendar control, you can also Action a request directly from the Outlook room calendar 

 If a meeting is shown on the room calendar with Hash Marks,     it is still Tentative and Pending approval                              

 Right click on the calendar entry you will see a list of options for response. (Screen shot below) 

 Note:  Always choose to send a response, so that the requestor/ meeting Organizer is notified of the reservation status 
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