
 

John Adams Academy - Adding Rooms and Calendars to Outlook for Booking Meetings  

 
Step 1:  
When Outlook is open, switch to the Calendar view.  

 

 

 

 

 

 

 

 

 

 

 

Step 2: 

Press on the “Open Calendar” button. 

 

Step 3: 

Select “From Room List”. 

 
 
 

 

 

 

 



Step 4: 

In the search bar type “EDH” which will filter for rooms that belong to the El Dorado Hills 
Campus.  

 

 

 

 

 

 

 

 

 

 

 

 

Step 5: 

Double click each room you would like to add. All of the selected rooms should show up in the 
bottom rooms bar. After that press the “Ok” button. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Step 6: 

You will probably see all the room calendars show up at once. This makes it hard to use the 
calendar. To solve this, we will press the small arrows next to each calendar to consolidate 
them all into one calendar. 

 
Step 7: 

You will now see one calendar with multiple tabs. You can switch between the tabs to highlight 
the events that belong to that calendar. However, you may not want to see all the events at all 
times. To reduce the amount of calendars at once, continue to step 8. 

 

 
 
 
 
 
 
 
 
 
 
 
 
 



 
Step 8: 

On the left side bar, you can uncheck unnecessary rooms. And then on an as needed basis, you 
can go back and check a room to see it and its events on the calendar.  

 
 
 
 
 


