Quick Reference Guide - EMS Web Application " EMS

University of Nebraska and Nebraska State Colleges

This guide is meant to be a quick reference only. Full explanations of all steps are included in more detail on the EMS Success
Website — www.success.emssoftware.com

Overview of Processes ‘

Navigating the EMS Web App

Creating Single Reservations

Creating Recurring Reservations
Cancelling a Reservation

Editing a Reservation

Adding Services to an Existing Reservation
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Navigating the EMS Web App

1. Onthe left, you have a menu bar with the following options:
e Create a Reservation: takes you to your reservation templates
e My Events: takes you to your event list of upcoming and past events in EMS
e Browse:
o Events: See all events in your organization
o Locations: See the free/busy of all the rooms in your organization
o People: See the same-day events for the people in your organization
2. On the main section of the page, you see My Reservation Templates, which allows you to make a quick booking right from
your home page.
3. Below that is a list of your bookings for the day along with a search option to find your reservations.
4. Finally, in the upper right-hand corner, you see your name and a drop-down for your account options.
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Creating Single Reservations

To make a reservation, begin at either My Home or Create Reservation
e  Click book now next to the template you wish to use.

*NOTE — The templates are designed for different kinds of bookings. Use the one that best matches your reservation needs.
The about button will tell you the rules of the template.

MY HOMRE

My Reservation Templates

Bockrow  abeut

Bocknow  about
My Bookings

FAYE 206 SEAROH

(Eastern Time [ET])

R R e
AM - 1500 PM d

M 300N

- 550

Cancel
e Select your date and time.
x Request A Mecting Room © Fuycno
1 Rooms 2 Services 3 Reservation Details

New Booking for Thu Jun 28, 2018
Date & Time Selected Rooms

Date Your selected Rooms will appear here,
Thu 06/28/2018 ] Recurrence Room Search Results

Start Time End Time Rooms matching your search criteria will appear here.
10:00 AM (o] 11:00 AM []

Create booking in this time zone

Mountain Time v

Locations. Add/Remove

(all)

© | Know What Room | Want

@ Let Me Search For A Room

Room Name

Qa

e If you don’t have a room preference or don’t know which room you want, click Let Me Search For a Room.
o Use the Setup Types filter and/or enter the Number of People to find a room that will best fit your needs.

Locations Add/Remove

(ally

Let Me Search For A Room

Setup Types Add/Remove
As Is/Standard

Number of People

1 >
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o Click Search to get your list of available rooms.

*NOTE — If you don’t wish to use any filters, you can click Search to see all rooms.

Rooms You Can Reserve h

TAM 8 9 10 11 12 PM 1 2 =
C - Student Center (MT) Cap
C—STUD - Bordeau... 20
0 C-STUD- Bordeaux... 100
Rooms You Can Request h
TAM 8 9 10 11 12 PM 1 2 2

C - Student Center (MT) Cap

© cstupBackyard(. 0 | ‘

o The headings will tell you if you are allowed to Reserve a room (doesn’t require approval) or Request a room
(does require approval). Select a room by clicking on the blue + next to the room name.
*NOTE — Clicking the room name will give you the room details. Use the links at the top to view additional

information about the room.

about C-STUD - Bordeaux/Lakota/Ponderosa

ROOM DETAILS  SETUPTYPES ~ FEATURES  AVAILABILITY

Room Code SC-Bord/Lak/Pond

Description C-STUD - Bordeaux/Lakota/Ponderosa
Room Type Meeting Room

Floor 15t Floor

Requires Check-in No

o Enter the number of attendees and desired setup.

Attendance & Setup Type

To continue, please enter the number of attendees and desired setup type for this Room.
No. of Attendees

10 [

Setup Type

As Is/Standard v

o Click Add Room.

e If you do have a room preference or know which room you want, click | Know What Room | Want.

o Enter the Room Name.
o Click the magnifying glass to search.
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Q@ | Know What Room | Want

Room Mame

|. c-stu d| Q |

+ C-5TUD-Balircom

+ C-5TUD Backyard (east of 5C)

+ C-5TUD- Bordeaux/Lakota

+ C-5TUD - Bordeaux/Lakota/Ponderosa

+ C-5TUD-Bordeaux

o The rooms that match your search criteria that are available will be listed.
o Click the room you wish to reserve.
o Enter the number of attendees and desired setup.

Attendance & Setup Type

To continue, please enter the number of attendees and desired setup type for this Room.
No. of Attendees

10 s

Setup Type

As Is/Standard i

o Click Add Room.
e  Click the Next Step button at the top right of the screen to add services.
*NOTE — You can click on 3 Reservation Details if you want to skip adding services.

= Conferemce Room o DU LTS Cresie Reseranion
1 Roams & Anendees 2 Services 3 Aeservation Detai

Services For Your Reservation

S Services Summary

e If you choose to add services, click on the resource you wish to add any other information required for the resource and any
special instructions (if needed).
e Click OK when done adding the resource

Flipchart Paper

- *

Spedial Indtrectsoni

e A summary of your services will build on the right side of the screen.
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Services Summary

o Set-ups

-] & Coffee Setup #

© Conference Room Catering. 8:30 AM - 2:30 AM, Drop Off #

(-] i Energy Cafe #

© Building Equipment

] 1 Flipchart Paper

e Click Next Step to enter your reservation details.

*NOTE — Anything with an “*' next to it is a required field.

&'A EMS

Event Details
Event Nama * Evant Type *
nternal Staff Meating Stafl Only Daytime

Lo

e  Enter your Event Name and choose an Event Type.

Group Details
Group *
City of Chadron E|

1st Contact

Donna Rust E|

1st Contact Phone * 1st Contact Fax

308-123-4567

1st Contact Email Address *

someone@chadron-nebraska.com

e Choose the Group — this is who will be hosting the event.

e Choose a 1% contact — this is the contact for the event (if it is someone different than the Organization/Individual). The

Phone, Email Address and Fax can be modified if necessary.

Agesiriual Vol e
Are you validating parking?

t w

Bdling information

Fund Code ™ Accosnt Code =

Page 5 of 9



Quick Reference Guide - EMS Web Application

University of Nebraska and Nebraska State Colleges

Add any additional information (questions will vary depending on the template chosen).

o Add Billing information

Click Create Reservation.

Reservation Created

What would you like to do now?

> Add to my calendar.

¥ Edit this reservation.

If necessary, click the terms and conditions checkbox.

Creating Recurring Reservations

&'A EMS

You will get a message that your reservation has been created. However, if you are only allowed to create a request for a
room, it will still need to be approved.

From the Home page, choose your reservation template and click book now.

New Booking for Thu Jun 28, 2018

Date & Time

Date

Sele

You

Thu 06/28/2018 ] Recurrence
| |-

Start Tima End Tima

When choosing your date/time, select the Recurrence button.

Create booking in this time zone

Mountain Time v

Recurrence
Repeats Daily
® Every 1 dayls)
O weekdays Only
Start Date Thu 06/28/2018
@ End Date Fri 06/29/2018
O end after 1 occurrence(s)
Start Time End Time
11:00 AM o] 12:00 PM

Remove Recurrence

Apply Recurrence  [NaTe

Enter your recurrence details and click Apply Recurrence.
Enter your filtering criteria and click Search.
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Selected Rooms
Your selected Rooms will appear here.
Room Search Results
LIST
[ Faverite Ro... Find A Room
Filter
Room Available v Location Floor TZ Cap Price Match
Rooms You Can Reserve
| C - Student 1st
C-5TUD-Ponderosa 272 MT 32
| Center Floor e
(+] C-STUD-Scottsbluff 272 C-SuEa Ist MT 80
Center Floor —
C - Student 1st
©  CSTUD- Bordeaux/Lakota 172 ucen MT 80 [ ]
Center Floor
C - Student 1st
©  CSTUD-Bordeaux/Lakota/Ponderosa 172 uoen MT 60 [ ]
Center Floor

&'A EMS

A list of open rooms will appear with the availability listed in the second column. In the above example, 2/2 means that the

room is available for 2 out of the 2 occurances.
e Click the blue + to add the room you wish to book.
e Complete the reservation as outlined in Creating Single Reservations above.

Cancelling a Reservation

e Onthe Home page, click on My Events. This will display your list of events.
RESERVATICING BOCKINGS Iy
Search Reservalions O inchede cancetied resenations
CURRENT PAST
Name Farst/Last Booking ~ Location Qrganiza Services i Status
C ovenant Bible Study Fri jul &, 2006 Fowndation For The Sara Rae - 164 Confirmsed
Frijul 8, 2016 Canolinas - Richardson
1St Fri jul & 20164 g Sata Fae - 165 Confirmed
Frijul & 20N6 anod
e Click on the Reservation Name you wish to cancel.

£ My Events/ Study Session beginning jul 12, 2016 (1

Bookings

CURRIWT

Cancel this
booking

Timse Tore

Loction

REBURATION DITALS  ADDITIDNAL INFORMATION  ATTACHAIENTS Reservation Tasks

# 1i8x Rewsr et - el Servicas
Caniel Bervces

Evern Name ty e Booking Tonk

Cancel all
bookings

O iecchuie eare

) b

Stanem,
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e C(Click either Cancel Reservation on the right side (cancels all bookings) OR
e  Click the minus sign next to the booking (cancels that booking only).
e  You will be asked to confirm your cancellation.

Editing a Reservation

&'A EMS

e  From the home page, click on My Events. This will display your list of events.

RESERVATIONS  BIOCKINGS [
Search Reservalions O inchede cancelbed resenvations
CURBENT  PAST
Name Farst/Last Booking -~ Location Cuganiza Services {[+] Status
C ovenant Bible Seudy Fri jul B, 20064 Foundanan For The Sara Ras - 164 Confirmasd
i Jul &, 2016
1Ested Fri Juil 8, 2016/ Sara Pk - 1% € e
el Jul 8. 2016
e Click on the Reservation Name you wish to edit
£ My Events / Study Session beginning Jul 12, 201611
BSERATION o FARS ADCITIORAL IFORMATION ATTACHMENTS. Reservation Tatks
,L A e
Cardd bervices
e — Bosking Fooh
[T —
- S Oy Dy
Edit i,
Reservation
sl
W
Bockings
CUSRENT — el chirgs
: [ chad canculid bocking
Edit
Booking
it T vt Dot Listatian Hafs
w e C e orfrmed
o

e  C(Click Edit Reservation Details to edit Reservation Details (Event Name, Event Type, Organization/Individual, First Contact).

e  Click the pencil icon next to the booking to edit the booking.

Edit Booking Tue Jul 12, 2016

eant Nama * UST  SCOMECLRR
s Ty AW B Ll 1 L] FL 2 ¥ 4
et
Rooms You Can Reserve
Date & Time T R ] "w n PV I ] 3 '

Foundston for Thedar.. o
Date
Bablh SucyC T Froge 3
o B 3PN "]

St Tieme £ Tirees

9 0
>
w, epend
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o You can select a new Date, Time or Location by using the search tools to the left.

o Ifthe room is open for your new date or time, click Update Booking to change your information.

Adding Services to an Existing Reservation

e To add services to an existing booking, from the Home Page, click on My Events.
e Select the Name of the reservation for which you wish to add services.

£ My Events / Study Session beginning Jul 12, 2016

e Click the Add Services link.

€ Study Session

e

Serdces Summany

©  Building Equipmasst

@ tanal

e Select the service and quantity you wish to add. A summary will display on the right of the screen.
e  (Click Next Step.

£ Select

VICES 2 55107
——

& e = Besshing Time Time Zome Lecasion Lewnt Hame Bt Tyrpe Bt

e Select the booking(s) to which you wish to add the service. For recurring reservations, you can add the service to multiple

bookings at the same time.
e Click Add Services.
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