Booking meeting rooms

Which room is which?
Our meeting rooms are named after the Brazilian and Swedish cities:
e Sé&o Paulo
* Rio de Janeiro
o Fortaleza
« Stockholm (S)
* Goteborg (G)

Please see the picture below to understand which room is which:

p

Rio de
Janeiro

How To - Book a conference room
In your meeting invitation/event, include the respective room as a recipient:

« Sao Paulo: conferenceroom.saopaulo@sebratec.com

« Rio de Janeiro: conferenceroom.riodejaneiro@sebratec.com
« Fortaleza: conferenceroom.fortaleza@sebratec.com

« Stockholm: conferenceroom.stockholm@sebratec.com

« Goteborg: conferenceroom.goteborg@sebratec.com

By searching for “conference...” you will see the list of rooms appear as in the picture below.
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When you choose a room, you will be able to see other bookings for this room. If the time you choose for your meeting is in conflict with

another booking of the room, a red “X” will be shown for the recipient, just as in the picture below.
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Booking confirmation/declining

When you've sent out the meeting invitation, and included the conference room as a recipient, you will receive an email response that either

confirms or declines your booking of the room.

If your booking of the room was successful (there were no conflicts with other bookings), you will receive an email with this information (see

picture below).

Accepted: hadij @~ &« ~

To: @ Wilma Forsgren
Today at 13:56

5 Tuesday, 24 October 2023 at 14:15 - 14:40 in (UTC+01:00) Amsterdam, Berlin, Bern, Rome, St...

@ Conference Room: Fortaleza <conferenceroom.fortaleza@sebratec.com>

L:'g Accepted

ﬁour request was accepted. )

Sent by Microscft 365

If your booking is declined (the room is already booked), you will receive an email with this information as well as information about the

conflicting meeting (see picture below).

Declined: New Event ® a « ~
O Conference Room: Fortaleza <confer .fortal k com
To: @ Wilma Forsgren
Today at 13:59

[ Tuesday, 24 October 2023 at 14:00 - 15:00 in (UTC+01:00) Amsterdam, Berlin, Bern, Rome, St...

[g Declined

Your request was declined because there are conflicts.
The conflicts are:

Organizer and Time of Conflicting Meeting
Wilma Forsgren - 24 October 2023 14:15:00 to 24 October 2023 14:40:00

All times listed are in the following time zone: (UTC+01:00) Amsterdam, Berlin, Bern, Rome, Stockholm, Vienna

Sent by Microsoft 365

See the conference room calendars
If you wish to see the conference room calendars before booking your meeting, you can add them to your own calendar function in outlook

by:
1. Pressing “Add Calendar” then “Add shared calendar” and then searching for the respective room (see email-address for the rooms
above).

2. When you've added the calendar according to step 1, you will be able to choose them under “People’s Calendars”.
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