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Lactation Rooms Calendar Guide 

Adding Rooms to Outlook Calendar 

In the Outlook Calendar Tab, click “Add Calendar” and select “From Room List…”

Scroll down and select the room(s) you want based on the location. 

DC – "3rd Floor Lactation Room A/B, 8th Floor Lactation Room" 

Richmond - "RIC - 2nd Fl Lactation Room"

Bloomington - "HD - Rainy Lake Team Room”

Click on “Select” to bring them to the queue; then click “OK”.

These rooms will show up on the 
Left side bar in Outlook 
Calendar. 

When you are done using the 
rooms, right-click and choose 
“Delete Calendar” to remove
them.  
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Reserving Rooms in Outlook 

In the Calendar tab, choose “New Meeting” 

Click on the “Location" button on the left side

The Rooms will appear as below: 

Select the room and then click the “Rooms” button, then click “OK” 
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Title your Meeting as “First Name Last Name” 

Use the “Scheduling Assistant” to find a free time in the room. 

Appointments will be automatically accepted by the room mailbox, or automatically 
declined if: 

 The meeting conflicts with an already scheduled meeting

 Is longer than 24 hours

 Is a reoccurring meeting with an end date greater than 6 months

https://www.eab.com/
https://www.eab.com/
https://www.eab.com/
https://www.eab.com/
https://www.eab.com/



