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Reserving an Intel Conference Room
1. Go to https://employeeportal.intel.com/irj/portal
2. Click Conference Rooms on the left-hand side.
3. Choose Amberglen in the drop down menu under the Americas side and click Go.
4. Amberglen 6 is usually where meetings take place.
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5. Choose the start time and end time, as well as the day of the meeting (calendar located at top right-hand of screen). Click Available Rooms.
6. To view a specific room details - click the room number on the left. 
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7. Click Available Rooms again.
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8. The system will automatically assign you a room. You may choose another by clicking the down arrow in the room field and selecting another that is available.
9. Once you have the correct information click Submit. 
10. The red fields will show the room and times you have reserved.
11. Make sure to put this information in an invite when scheduling a meeting through Microsoft Outlook* Calendar.
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