
Resource Calendar Room 2.14 & 2.100 Instruction Guide 

Room 2.14 – TTMI Boardroom 

How to View the resource calendar from your outlook 

1. Log into your TCD email account in Outlook 

2. Click the Calendar icon   in the bottom left corner of your window 

3. Click the Add Calendar  

4. Click the Add from Directory and Select an account to search from 

  

5. Type in the calendar name – TTMIr214 

6. Click Add. The resource calendar will be available in your calendar list on the left. 

Please note that adding the calendar to your Outlook is not a mandatory step before booking the 

room. 

How to Booking a room for a meeting 

1. Open Outlook 

2. Click on New Meeting/ Event Tab from your calendar 

3. In the Location field, type the name ‘Room2.14’. 



 

4. In the Title field, type the purpose of the reservation or meeting. 

5. Change the Start time and End time. 

6. To allow others to join online or call in to the meeting, click Teams Meeting. 

7. Please check the room calendar availability first before booking. (If room 

unavailable for the slot will show as Red) 

8. When finished, choose Send. 

 

Note: If you have any further concerns, please contact Jiaxin by ZENGJ2@tcd.ie  

 

 

 

 

 

 

 

 

 

mailto:ZENGJ2@tcd.ie


Room 2.100– TTMI Seminar Room 

How to View the resource calendar from your outlook 

1. Log into your TCD email account in Outlook 

2. Click the Calendar icon   in the bottom left corner of your window 

3. Click the Add Calendar  

4. Click the Add from Directory and Select an account to search from 

 

5. Type in the calendar name – TTMI2100 

6. Click Add. The resource calendar will be available in your calendar list on the left. 

Please note that adding the calendar to your Outlook is not a mandatory step before booking the 

room. 

How to Booking a room for a meeting 

1. Open Outlook 

2. Click on New Meeting/ Event Tab from your calendar 

3. In the Location field, type the name ‘Room2.100’. 



 

4. In the Title field, type the purpose of the reservation or meeting. 

5. Change the Start time and End time. 

6. To allow others to join online or call in to the meeting, click Teams Meeting. 

7. Please check the room calendar availability first before booking. (If room 

unavailable for the slot will show as Red) 

8. When finished, choose Send. 

 

Note: If you have any further concerns, please contact Jiaxin by ZENGJ2@tcd.ie  
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