
Booking Software

1. Purpose
This procedure describes the steps to create a meeting with externals and/or book a
meeting room.

2. Used abbreviations
MR: MeetingRoom

3. Methodology
Go to: visitor.otterburcht.eu
Login with mail address and password:

http://visitor.otterburcht.eu


3.1 Booking MeetingRoom
Click on “Reservations” in the menu
Then click on “Create Reservation”

A pop-up will open with the overview of the available MR:
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Double-click on the desired start time. A pop-up will open:

Title: Name the meeting if desired
Host: default yourself
Start: start date and time
End: end date and time

Click "Save"

The MR is booked.
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3.2 Overview occupation
Click on “Reservations” in the menu
Then click on “Reservations”

The calendar view opens:

Use the filters at the top right to adjust the view.
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