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How to schedule a meeting via Outlook 

1. Open OUTLOOK and create a new Meeting. 

2. Click Room Finder, then choose Sodexo China Shanghai 

On the right side show a room list selection, you will see all 

available rooms, the room names contain its capacity and 

which floor. such as 

CN.SH.S.705.3P.THEBUND, 7th floor, capacity 3 people. 

 

3. Click Scheduling Assistant, it will show the free/busy 

status of all meeting rooms, Blue time has reserved. 

 

 



 

4. Click on Add Attenders to invite participants can be added. 

5. Input your start time and end time, then send the meeting request.  

6. You will receive a confirmation message as bellow shortly to let you know the meeting request 

has accepted or not. If yes, your reservation will display on both calendar and room tablet 

screen. 

 

 
 

*Room retention time is 15 minutes by default, the room you booked will be released if no one 

enters after retention period. Exception for (709) Red Square, (708) Blue Mountains and (808) 

The Louvre 3 meeting rooms. 

See you next week. 


