
How to… MOVE you meeting to a different room. 
 

 
 
 

 
 

1. Select the booking you 
want to reschedule and click 
the Amend Booking button 
below. 

2. Click on the 
Reschedule/Modify button 



 
 

 
 
 
 
 

3. Select Move Room 

4. Click on the Drop-down 
arrow to see what rooms are 
available 

5. Select an alternative 
room, (in this case there is 
only available: Room 7). 
Then click the Apply button 
to complete your change 
and then click the Close 
button. 

6. If you wish to broaden 
your choice of alternative 
rooms, click on the 
Additional Criteria button 
below. 


