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HOW TO BOOK ROOMS IN OUTLOOK 
 

When you need to book a room for your meeting please do the following: 

Note: there is a difference between the online (and newer Outlook desktop app) and the older one. Both are shown 

in this document. Microsoft Teams process is the same as the newer Outlook. 

You can book rooms for the following locations: 

Castlebar (2 rooms) / HQ Castlebar (8 rooms) 
Ballina (2 rooms) 
Foxford (2 rooms) 
 

Older Outlook app (or older online look in 365 Outlook)  
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Newer Outlook app (or newer online look in 365 Outlook)  

 

 

 

Make sure you received an acceptance email from the booking system. 

 

To cancel, simply edit the event and either select different details and or room, or cancel altogether. 

 


