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HOW ARE ROOMS BOOKED AT ISLAND HEALTH? 

 

The majority of meeting rooms including those containing Videoconference equipment are self-booked on a 
“first-come first-served” basis using your Microsoft Outlook Calendar (see Step-by-step Room Booking 
Instructions below). 

For additional room booking information, please see the Room Bookings online HELP topic: 

• https://intranet.islandhealth.ca/departments/imit/servicedesk/online_help/calendar/Pages/room-
bookings.aspx  

 

Important NOTE 

In the past, some rooms at RJH and VGH were managed by Multimedia Services staff.  
Multimedia Services no longer manages room bookings for any Island Health location 

 

 

 

SELF-BOOKING ETIQUETTE – SOME IMPORTANT REMINDERS 

 

1. Please take a moment to review the Outlook Calendar Meeting Best Practices 

2. Please don’t contact the room “contact” to resolve scheduling conflicts – contact the person who has 
booked the resources you need (the meeting in conflict) and negotiate with them to release the resources 
you require 

3. Please clean up the room before you leave 

4. Important Note: Non-Island Health requesters who wish to book a self-bookable Island Health room 
require an Island Health sponsor to book the room for them, i.e. an Island Health member of staff with 
access to the Island Health Address Book (GAL) 

https://intranet.islandhealth.ca/departments/imit/servicedesk/online_help/calendar/Pages/room-bookings.aspx
https://intranet.islandhealth.ca/departments/imit/servicedesk/online_help/calendar/Pages/room-bookings.aspx
https://intranet.islandhealth.ca/departments/imit/servicedesk/online_help/calendar/Pages/out_cal_general_tips.aspx


 

 

Information Management/Information Technology 

Online HELP 

Room Booking Information 

 

Last modified: October 6, 2025                      Version 3.0            Page 2 of 6 

STEP-BY-STEP ROOM BOOKING INSTRUCTIONS 

 

1. Open your Microsoft Outlook Calendar 

2. Create a new meeting by selecting New Meeting, or by double-clicking on the date and time when you 
want your meeting: 

 

 

 

3. In the Meeting window that opens, select the meeting participants by clicking on the Required field and 
selecting invitees from the Outlook Global Address List (GAL).  Type the name for your meeting in the 
Title field: 

Note: the default is a Microsoft Teams Meeting, and the join link is automatically included. 
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4. Click on the Location field, then use the Outlook Global Address List (GAL) pop-up window to find and 
select the Meeting Room that you require.  Most (though not all) meeting rooms in the GAL start with 
“.mtg” 

5. Highlight your chosen room then click on Rooms, and OK 

 
 
 
6. Note that the selected room will be entered into the Location field, and also added to the Required 

recipients: 
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7. To check on availability of your attendees and selected room, click on Scheduling Assistant.  Move the 
meeting to a different day/time if they are not available.  When finished Press Send.  This will put a 
calendar entry into your calendar, and send an invitation to your attendees and room resource. 
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8. You should shortly thereafter receive an E-mail from the Room Resource, indicating that the room 
booking was accepted or declined.   If your room request was declined, choose an alternative time or 
room using the Scheduling Assistant. 
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DO YOU NEED MORE HELP? 

 

Have you visited our IM/IT online HELP?  Or Frequently Asked Questions? 

 

The BC Health Service Desk and Clinical Service Desk are attended 24 Hours X 7 Days: 

 

Local:  18777 or 250.370.8777 | Toll-free: 877.563.3152 

 

BC Health Service Desk and Clinical Service Desk: 

• Press 1: For all Password Resets 

• Press 2: For workstation support including logon issues, non-clinical application support, hardware 
issues, phones, printing and connectivity 

• Press 3: If you are calling regarding support for clinical applications such as Cerner or clinical hardware 
such as Integrated Med Carts or tablets 

 

For self-service options, please access the Island Health IM/IT Self-Service Portal (SSP) at: 
https://healthbc.service-now.com/sp_viha 

 

For step-by-step Instructions and help with using the SSP, please see the Island Health IM/IT Self-Service Portal 
User Guide 

 

 

https://intranet.islandhealth.ca/departments/imit/servicedesk/online_help/Pages/default.aspx
https://intranet.islandhealth.ca/departments/imit/servicedesk/online_help/Pages/Top10FAQs.aspx
https://intranet.islandhealth.ca/departments/imit/servicedesk/Pages/contact_us.aspx
https://healthbc.service-now.com/sp_viha
https://intranet.islandhealth.ca/departments/imit/servicedesk/online_help/Training/Documents/Self-Service-Portal_Userguide.pdf
https://intranet.islandhealth.ca/departments/imit/servicedesk/online_help/Training/Documents/Self-Service-Portal_Userguide.pdf

