
A Step By Step Guide 
to Using EMS



Log into your portal and click on the “Conference Services” Icon
*IMPORTANT – Do not use Internet Explorer.  Use another browser like Chrome or Firefox.



Your home screen in EMS should say “Faculty/Staff Request for Space.”  Click the “Book Now” button 
on the right. 



Clicking the Calendar on the right under Date and time will pull up a calendar for you to select a date.  
*IMPORTANT - the system will not allow you to request space less than 24 hours in advance.  If you try, 
you will receive an error notice that says “First Booking Date Violation.”  If you must have a room in 
less than 24 hours, please contact the Conference Services Office directly. There will be more on how 
to book a recurring reservation in future slides.



Double check your start and end time (watch your AM and PM!).  You can either highlight the time and 
type it in, or click on the clocks and click through time options.  IMPORTANT – The time you put in here 
should ONLY be the actual time of the event – you will be able to add prep time and tear down time 
later in the reservation!



If you want to see the availability of rooms, you would want to use “Let me search for a room.”  Put in 
the number of people and then hit the search button.  This will bring up all of the rooms that can 
accommodate that number of people and the rooms’ schedules for that day.  



The bottom option is to select “I know what room I want.”  This allows you to type in the room name 
and then it will appear underneath for you to select.  Please note that this does not necessarily mean 
that the room you want is available for the date and time you selected.  If the room is not available, it 
will let you know in the next step.



The vertical red lines to the right show the time frame you are requesting, so you can see if a room is 
available or not.  To the left, you will see the room names.  To get more information about a particular 
room, click on the room name.  



By clicking on the room name, it will bring up a window that shows information about the room.  The 
first option is room details.  



The second option is set up types.  This will list all of the set up options for that particular room and 
the capacity.  This way, you can see if the room will accommodate your needs.  For example, if you 
wanted this room in classroom style for 100 people, it would not be large enough, because it can only 
accommodate 80 in classroom style.  



The third option is features.  This shows you all of the amenities and features that are already in the 
room.  For example, you can see that this room already has a ceiling mounted projector in it, so you 
don’t have to request a portable projector later on in the reservation process.



The fourth option is images.  The majority of the rooms in EMS do have images so that you can see 
what the room looks like.  This is a great feature if you are not familiar with a particular space.



The last option is availability.  This allows you to select different dates to see what the schedule of the 
room is.



Once you decide you want to book the room, you would click on the plus sign next to the room name.  
This will add the room to your request.  



A window will pop up, asking again for the attendance and set up type requested.  It’s important to 
note that you should always provide as much information as possible when requesting rooms.  Do not 
leave the number of attendees at 1, and please make sure you select the set up type you actually 
want.  Click “Add Room.”



Once you click “Add Room,” you will see the room you selected at the top of the page under the 
“Selected Rooms” area.  At this point, if there are more rooms you want to book, you can select those 
as well by clicking on the plus sign next to those room names.  IMPORTANT – if you need to book 
multiple rooms for the same event, but need them for different times, you will need to put in separate 
requests for those.  This will only book multiple rooms for the same times.  



When the room you want is selected, you can either click on “Services” at the top or the “Next Step” 
button to the right.  They will both take you to the next page in the process.



The next step in the process is important – selecting the services you need for your meeting.  In this 
example, we selected a room in Pogue, so we want to select Pogue services.  For other buildings on 
campus, you would generally want to select Facilities services for set ups and LTS services for 
audio/visual needs.  Select the type of equipment you need, and then the specific item. Please note –
some offices have cut off times for selecting their services, so if you don’t see a service available, you 
are probably requesting it too close to the date of the event.  BOOK EARLY!



A window will pop up asking you how many of the item you need, and then a box for special 
instructions.  IMPORTANT - the special instructions area is very important to note the details of the 
item you need – if it’s furniture, this is where you would indicate placement, or if it’s A/V equipment, 
what you’ll be using it for, or how you need it to work etc.  The more specific information you have, 
the easier it is to process so you don’t have to worry about getting a lot of follow up questions later.



Once you’ve clicked okay, you will see your item in the “Services Summary” on the right of the page.  
You can then request whatever other services you will need.



After you’re done selecting all of your services, you can either click “Reservation Details” at the top of 
the page, or the “Next Step” button on the right.



The next step is putting the reservation detail information – Event name, event type, what group it is 
for, and contact information.  Please be as accurate as possible when putting this information in. 
When selecting the group, please note that in the drop down menu, you should have groups assigned 
to you, depending on what offices you work in, and what other organizations in which you are 
involved.  



IMPORTANT – If your group does not show up in your drop down menu, the Conference Services 
Office can add it for you.  This could apply if you work in multiple offices.  EMS “talks” with our 
campus directory, so whatever offices you are listed for there will be what shows up for you in EMS.  
IMPORTANT – the campus directory only recognizes up to two offices for any individual.  If you work 
for more than two offices, let us know and we can add an office in for you.  *If you have a student employee 

who makes reservations for your office, we can add them to your office as well.  It is important to note that you will need to let the 
Conference Services Office know when that student has moved on so we can remove them later.



You can add attachments to your reservation request.  These are very helpful if you have a specific set 
up you want, or are bringing in an external group that has a contract, rider, or certificate of insurance.  
Remember – more information is best when completing your request, as the process can be delayed if 
we need more information that you did not initially provide.



The next portion of the form is additional questions and information.  The first one is asking how much 
time you need prior to the event and after the event for set up, etc.  IMPORTANT – On the first page of 
the form, you should have only put in the actual time of the event, so this is the area that you indicate 
when you need access to the room prior to and after the event (you should not be including this extra 
time on the first page of the reservation request). 



The next question is asking you to choose the most accurate description of the event.  Depending on the 
type of event it is, a different questions will appear regarding your event.  IMPORTANT – the answers to 
these questions should be as detailed as possible or the processing of your request may get delayed as we 
request more information from you. 



The next questions are fairly simple.  Please choose the best answer from the drop down menu.
If asked, please list any outside groups or organizations that will be involved with the event, whether it 
be a DJ, performer, a company setting up equipment, etc.  Depending on what you’re bringing in, there 
may be additional information or paperwork that is required, and it is very important that we take care 
of these things well in advance of an event.



If there is any information that has not already been provided in the questions above, please put it here.  
It is best for us to receive as much detailed information as possible about each event so that it is as 
successful as possible.



The last piece it asks for is your cost center code.  This information is requested in the event that you 
have requested services that will incur a cost (catering, facilities overtime, etc.)



Click “Create Reservation” on the left.



Once you click “Create Reservation,” this window will pop up. Click OK.  This completes your initial 
reservation request.  
Once you click “Create Reservation,” this window will pop up. Click OK.  This completes your initial 
reservation request, which puts it into “Web Request” status, meaning it has been requested.  Once it 
processes, it may change statuses to “Pending,” “Confirmed,” or “Denied/Cancelled.”



Making A Recurring Reservation



If you want to schedule multiple dates for an event, next to the date is a Recurrence button.  This 
allows you to select more than one date to schedule



If you hit “Recurrence, this window will pop up.  You can select your event to repeat daily, weekly, 
monthly, or randomly.  You can then select a start date and end date, and then a start time and end 
time (watch your AM and PM!).  Click “Apply Recurrence.”  Note – to use the recurrence button, all of 
the event must occur at the same time.  If you need different times, you need to put in separate 
reservations.



Once you apply your recurrence, it will take you back to the main page, and you can see on the top left 
what you have selected for your reservation.  Here you can see that my reservation will occur every 
week on Fridays from June 1 through August 3 from 2:30pm-3:30pm.  Then you can hit search and it 
will search for available rooms for you.



Once the system pulls up the room list, you will be able to see how many of the dates the room you 
want is available.  For example, I would like my event in Pogue 143, but it’s showing me that Pogue 143 
is only available for 5 out of the 10 dates for my event.  You can either search for another room that’s 
available for all your dates, or you can select that room and then get other options for the other dates.



I really want Room 143, so I’m going to select it.  You can then see at the top that it’s showing me 
again that I have that room for 5 of my 10 dates, and then in the middle, that I have 5 remaining dates 
left in which I need to choose another space.  The system will automatically adjust the room list to 
show spaces that have availability for the remaining 5 dates.



I decided to put my other 5 dates in the Cyber Café of Pogue.  Once again, at the top, it will show me 
the rooms I have and that I have each for 5 dates.  The click “Next Step.” The rest of your reservation 
will follow the same procedure as a single booking reservation.



You can also choose to skip the 5 dates that are remaining, rather than selecting a different room.



If you choose to skip the 5 dates that are remaining, it will take you back to the  list of rooms, and you 
will want to either select a room that is available for all of the dates you need, or just go to the next 
step and only book those 5 dates.  The remainder of the reservation process will be the same as for a 
single booking reservation.



Changing or Cancelling a Reservation



If you ever need to make a change to a reservation – changing the date or time, or adding services, EMS 
allows you to do that!  Log into your portal, click on the Conference Services icon, and then click on “My 
Events.”  



This will bring up a list of all of your reservations that you have put into the system, and it shows the 
date, location, whether you have services on that reservation, the reservation ID number, and the status 
of your reservation – whether it is still in web request status, pending, or confirmed.  Today we will be 
looking at my reservation called “EMS Test Event.”



To make a change to your date or time, you will want to click on “Booking Tools.” 



This will bring up a window that allows you to select from a drop down menu what you would like to do 
with either changing the date or the time.  



For today, we are going to make a change to the time of our reservation.  On the drop down menu, I 
selected “Reschedule Booking to Specific Time.”  Click the check box next to the booking you want to 
change (depending on your reservation, there may be multiple dates in this area).  You will see that 
when I made the initial request, my end time was 11:30pm.  I want to change that to 1:30pm, so I put 
that in the area under the end time.



Once you have changed the information you want, click “Update Booking” on the upper right.



You will see that your end time has changed to 1:30pm.  Also note that when you change the date or 
time of a reservation, it changes the status of your reservation back to “Web Request,” no matter what 
status it was in before.  For example, if you had an event that was already confirmed, if you change the 
date or time of the event, it needs to be re-approved and confirmed again.  



When you are finished, go back to your reservation by clicking the Reservation Name on the top left.



There are many other things you can change as well.  Click on “Edit Reservation Details.”



In this example, I decided to change the name of my event from “EMS Test Event” to “EMS Party.”  Type 
in what you want to change, and then click “Save Reservation Details” on the top right.



You will then see your changes listed under the “Edit Reservation Details” section.



You can also change information in the “Additional Information” section.



Click on “Edit Additional Information” and it will bring up the questions asked in the initial reservation 
process.  



You can change the answers and information from the original reservation request here.



You can also add attachments to your reservations.  Attachments are very useful for room layouts, riders 
or contracts for outside presenters and vendors, certificates of insurance, or any other additional 
information about an event.  PLEASE NOTE – if you add an attachment to your reservation after it’s 
already been confirmed, please contact the Conference Services Office, as we do not get notified if you 
add an attachment after a reservation has been confirmed.



Click “Select Your Files” and find the file you want to attach on your device and add it in here. 



You can also add services to your reservation request by clicking “Add Services” on the upper right of the 
page.  If you learn that you will need a special room set up or audio/visual support and you’ve already 
submitted your reservation request, this would be the place you could then request those services.



This will take you to the services page of the reservation, and you can select what you need.  PLEASE 
NOTE – Some services require a certain amount of lead time.  If you need a certain service and it is too 
close to the event, you may not be able to request it via EMS.  You may need to contact that service’s 
office directly.  In this example, I am requesting a custodian from Facilities to cover the event.



IMPORTANT – Provide information about why you are requesting that service and specifics about what 
you  need in the special instructions.



The services you request will show up on the right.  When your are finished, click “Next Step.”



On this page, make sure you check the box next to the booking date you want to add the services to, 
and then click “Add Services.”  If you have more than one booking date, make sure to check all the dates 
you want that service for. PLEASE NOTE – Just because you are adding services does not necessarily 
mean that the office providing those services has approved them.  Follow up and call that office to 
ensure that they have approved the services you requested at least two weeks in advance of your event!



Once you have services added to a reservation, you can view your services by clicking on “View 
Services” underneath the bookings.



Once you click on that, it will bring up a short summary of what you’ve requested so that you can see 
everything.



Also once you have services added to a reservation, you can manage them and change them by clicking 
on “Manage Services” underneath the Bookings. 



Once you click on that, it will bring up the page again where you can add new services, or change the 
ones you already have.



If you want to cancel an event, you can click on the minus symbol next to the booking date.



Once you click on that, it will bring up a window that asks why you are cancelling, and any additional 
information you want to provide.  Then you click “Yes, Cancel Booking.”



You can also click on “Cancel Bookings” to cancel an event.



Once you click on that, it will bring up a window where you can check a box next to the booking you 
want to cancel and then click “Cancel Selected Bookings.”  Either way you choose to cancel is fine.  They 
both accomplish the same thing.



You can also look at events that have already happened.  Under bookings, if you click on “Past,” it will 
bring up all your bookings under that reservation number that have already happened.  



You can also cancel services on a reservation or booking.  If you click on “Cancel Services” on the upper 
right, it will take you to a window where you can cancel services if you decide you no longer need them.



First you will select the service category that you want to cancel, then make sure the booking that you 
want to cancel it for is checked (if you have multiple bookings, you can either check them all or just 
some of them if only some of them need their services cancelled).  Then click “Cancel Services.”



You can also cancel an entire reservation.  If you click on “Cancel Reservation” on the upper right, it will 
take you to the same window as when you cancel a booking.



This window will ask you for a cancellation reason and provide you with options from which to choose in 
a dropdown menu.  You can also add your own notes if you have more information you would like to 
add.  Then select “Yes, Cancel Reservation.”



You can also view a summary of your reservation by clicking on “View Reservation Summary” on the 
upper right.



This window will come up that shows you a summary of the information for your reservation.  
Information like the date, time, name of the event, status of the event, location, set up type, and 
services you have requested will be here.



You can also view service availability for your reservation by clicking on “View Service Availability” on 
the upper right.



Another window will come up that shows all of the services available, and information about how far in 
advance you need to request those services.  PLEASE NOTE – if your event is happening in less days than 
is listed here, you will not be able to request that office’s services!  You will need to contact that office 
directly to request their services, and there is no guarantee that they will be able to provide services at 
that point.  Request services early via EMS in order to make your event run smoothly!


