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 The Meeting Room Booking portal login link is as follows: 

 Internal Link: http://192.168.1.213/BookMeetingRoom/Login.aspx 

 External Link: http://115.254.122.215/BookMeetingRoom/Login.aspx 
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 The Meeting Room Booking page on the portal shows real time bookings of all the 

meeting rooms for the selected date. The page lists all the meeting rooms for the 

selected location along with the time slots from 8:00 AM to 6:00 PM.  
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 This portion shows all the upcoming meetings of the user.   

 

 

 

 

 

 

 

 

 The user can navigate to any further or previous dates by clicking PREVIOUS/NEXT 

buttons or can click on calendar to go to a particular date. A user can book a meeting 

only three months in advance. 
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 Clicking on the meeting room name on the booking page will show the meeting room 

details like Occupancy and Extension numbers along with the location of it highlighted in 

the office layout.  
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 Clicking on any empty slot will open up the popup where user needs to fill the meeting 

details like Time slot, Meeting Title, Meeting Agenda and Attendees to book the 

meeting. Once the user books a meeting, the system sends the meeting request mail to 

all the attendees selected in the request along with the meeting details entered. 
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 In order to select attendees, when you type few keywords of the attendees name, it 

displays the suggestion list, from which you select an attendee. Once you select the 

attendee from the list it gets added in the Attendees field and then you can add next 

meeting attendees similarly. 
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 Clicking on any booked meeting slot(Red marked) booked by others, will open up the 

popup where user can view the meeting details.  
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 Clicking on any future meeting slot(Green) booked by the user will open up the popup 

where user can view/cancel the meeting request. The user can also modify the details 

like Time slot, Meeting Title, Meeting Agenda and Attendees from here. Once the 

user modifies a meeting, the system sends the meeting request mail to all the attendees 

selected in the request along with the meeting details modified. 
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 My Meetings section in the portal lists all the meetings booked by the employee with all 

the meeting details. 
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