JHH HILL MEETING ROOM
BOOKING INSTRUCTIONS

The following are the instructions and room names required to reserve meeting rooms at the HILL.

Room Name Zoom PC

R Emai Di N
oom Email isplay Name in Zoom Name

JHH HILL Meet 1

Meet 1 room-jhh-6046@newcastle.edu.au - 6046 jhh-6046 n/a
Meet 2 room-jhh-6045@newcastle.edu.au s I:Ig_cl)_4l\geet = jhh-6045 n/a
Meet 3 room-jhh-6050@newcastle.eduau '_*g%;geet 3 jhh-6050 200m-hh6050
Meet 4 room-jhh-6051@newcastle.edu.au JHHHILL Meet 4 jhh-6051 200m-jhh6051

- 6051

If you require the large meeting room, you must book both Meet 3 & 4.

To book aroom in follow these steps on Outlook: — eent  scheduing Assistant
Webmail: = Response options ~ & Busy ~ {3 15 minutes before &) Categorize ~ (3 Private | [, Schedulin
1.Choose ‘New Event’ (Webmail) @ s
2.Type Room name email into ‘Invite attendees’,
e.g. room-jhh-6045@newcastle.edu.au

e Calendar (Cherish.Mcdonald@health.nsw.gov.au)

3.Add a title - please include your name as it e
will appear on the screen within the meeting 14:00 ® Alday @ Timezones
rooms, and alert others to your booking. ERE 130 o Dentresest
4.Invite attendees and add meeting date as © @) inwperson event
usual
5.Click Save
Outlook Desktop App:
1.Choose ‘New Meeting’ (Outlook desktop), B |
2.Type Room name email into ‘Required , e.g. - \:m:)
room-jhh-6045@newcastle.edu.au :
3.Add a title - please include your name as it Stattime | Mon SiB/2024 g SO v Danday 1@ Timezones
End time Men 6/05/2024 930 AM w| 4% Make Recurring

will appear on the screen within the meeting
rooms, and alert others to your booking.
4.Invite attendees and add meeting date as
usual
5.Click Save

Location



