
Outlook Booking Guide 
Lactation Rooms 

 
 

 

Log into Outlook either on your desktop application or through my.creighton.edu: 

 

Access your Outlook Calendar and click on New Meeting: 

 
 

A new meeting window will pop-up: 

 

https://my.creighton.edu/hr/benefits/leaving-creighton


Enter the date and time to reserve. Then, you will need to type the Lactation Room in the location field. When the 
location option populates in the field, click on the location name:  

 
Refer to the Scheduling Assistant tab on the top menu to review the Lactation Room’s availability to      ensure it isn’t 
already reserved at the time of need:  

 
 
*If you see a color block on a specific time slot, this indicates the room has already been reserved for that 
timeframe.  

 

Once you have confirmed an available time slot, refer to the Meeting tab on the top menu and click the Send button 
to send the booking invite for the Lactation Room.  



 
 

You will receive an email confirmation to your Outlook inbox of your room booking: 

 
*If the Lactation Room has already been booked at the time slot selected, you will receive a Denied Request email 
and will have to refer back to the outlook meeting to reserve a new time.  
 
 
If you are having any difficulties booking a Lactation Room through Outlook, please contact Human Resources at 
HR@Creighton.edu or 402.280.2709 

mailto:HR@Creighton.edu

