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How to Book Meeting Room
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Step Two: Click on the date and time that is available time ™

to book

Step Three: Add Title, Time, add guest.
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Step One: URL (https://calendar.google.com)
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Add title

Event Focustime Outofoffice Workinglocation Task

Saturday, 30 November 9:30am - 10:30am

Time zone - Doesn't repeat
Find a time
Add guests

Add Google Meet video conferencing | ~
Add rooms or location
Add description or a Google Drive attachment
Xinyi Marcus Teo @

Busy - Default visibility - Notify 10 minutes before

More options

Appointment schedule
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No room allocated | 25 1

Browsea all rooms and resources

@ Add location

Add description or a Google Drive attachment
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More options Save

Step 4: click on Browse all room
Step 5: select on the rooms that you want to book

Step 6: click on save



