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Successfull meeting planning
- easy steps -

Outlook and RoomService Central
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“When you’ve decided to 
have the meeting then…”

2
“… you can start looking 

for availability.”

You can use standard 
Outlook or you can ease 
of the process by utilizing 

Exchange Central 
from Add-On Products.

3
“Using Outlook then you 
will need to activate the 

meeting request and 
invite people and book 

the meeting room.”

However to finish the 
planning process then 
you’re still missing…”

4
“… a very important part 
to initiate your successful 

meeting.”

What about all the 
associated services?

Coffee, lunch, badges, the 
special seating plan etc?

4
Well, now you can be 

served by 
RoomService Central

RoomService will take 
care of all the internal or 
external communication 
between the different 

providers of the service 
required.

4
RoomService Central

enables you, in real time, 
to order the services 

required.

“RoomService sends out 
emails to everyone

involved and provides the
organizer with an 

electronic confirmation...”

5

… Outlook, of course, 
takes care of the meeting 

room and all the 
participants”

6
”Well, usually you’re all 
set now and ready to 

focus on your meeting.”

But what if, something
came up and you needed
to change the time slot 
you’ve picked... - or you
got notified that some
people will not show up

for the meeting?

6

”While Outlook will take
care of notifying the

meeting room and the
participants then you’re, 
usually, on you own to 
coordinate the extra

services you’ve ordered.”

6

”Well, you need not to 
worry any more...!”

RoomService Central
will keep track of all 

changes or cancelations
for you.

It will even notify the
service providers if you

change the content of the
order.

6

This completes our
easy steps

to successfull meeting 
planning.

Be served by 
RoomService Central!
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