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GETTING STARTED WITH THE EMS WEBAPP

LOGGING IN AND OUT

You can access EMS Web App through any standard Internet browser.

1. Open an Internet browser session and navigate to reservations.fiu.edu. The EMS Web App home
page opens, prompting you to Sign In.

2. Inthe Email Address field, enter your FIU email address and FIU password. Click for help with your
password or contact your Administrator if you do not have one.

3. Then click Sign In. The window changes to show your MY HOME and offer more options for creating
reservations and browsing events, locations, and people.

FIU iiiinon EMS Web App

A HOME

SITEHOME | MY HOME |
—

CREATE A REQUEST

R
Sign In Welcome, Guest.

M EVENTS
FIU Departments, please log in with your FIU AD credentials. Students Request AR
and Student Organizations, please select panther.ad.fiu.edu from the

@ LOCATIONS A5E SE
domain drop drown list before signing in.
FIU Username (e.g.: roary001) *
FIU Terms & Conditions I l

Password *

I l

Domain:*

ad.fiu.edu

TO LOG OUT

Under your name in the upper right corner, click the dropdown arrow and then click Sign Out.

[(il)N.‘\L Room Req uest

A HOME My Account

My Reservation Templates Admin Functions

[5] CREATE A RESERVATION Create Custom Link
Events - Indoors (ex: ballrooms, multipurpose)

2 MY EVENTS (® Sign Out
Fuents - OQutdnars (ex: narins. lawns) aL


file:///C:/Users/amathapp/AppData/Local/Microsoft/Windows/INetCache/Content.Outlook/KD73JBLK/reservations.fiu.edu
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INTRODUCTION TO THE HOME PAGE

Once you have signed in to EMS, you will see a menu on the left and your home page on the right. To
begin making a reservation, click CREATE A RESERVATION. To explore events, locations, and people,
use the options under BROWSE.

MAIN MENU

The menu on the left enables you to:
* CREATE A RESERVATION
* MY EVENTS (shows your events in a calendar grid by Day, Month, or Date)
* BROWSE
o EVENTS in a calendar grid
o LOCATIONS (Buildings, Facilities, Regions, and Rooms)
o PEOPLE
* LINKS (your favorite shortcuts)
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MY HOME

Once you click on MY HOME the page shows three regions:
+ My Reservation Templates (different types of reservations you can make)
* My Bookings (your reservations)
* My Infographics (a summary of your activity)

—w
10N =1
SITE HOME Personalize
I ] CAFATE A AFSFRUATIONY I‘sm o your account
My HCSOTos = mlalos
Everts - Indoors (e Bal nosms, muTipurpose) 1 nank o | akanr

Erents - Dubdeors e pat o, lawns Make reservations nook roes | akour
using your
FAnCEARSs (oo confereaes fanms| templates book rov | about
evenls
& space Pleeties Gea conlierer e founs] trusnk v | b
find peopl Peamctianal SENaRe ex: cecals hanners) e
LIN
Rerrearion Jrx: kagaes, Blkss, roaLms) bouk row | atout
FIL Tomrs B Candibans
Study Fooms - Collepe of Business bouk rio | atioul
Tebling ji.e. tasles in SO and WD main comicarn nonk rees | akonr
ENTS
n MWy Bookings
@ Luans
AFHIL S 2T SFAACH Eastern Time [ET]
8 rFeoPLE

- P Toase et

FIL) Torms B Candibnns

There are no bookings Tor April 26, 20018
W LVLRIS

El Talke me to the next day containing bookings.
F LOCATIONS
28 rooRC
e My Infographics
FIL T & Conditons
Todaw This Week This Manth
O hnnkirgs O bnokings 9 konk ngs

L_RECEIEE

. B 1 canceler

Tip: Anywhere you see "..." on a room name, you can click to expand and see the full room name.
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SITE HOME

Clicking the SITE HOME tab will show your organization's customized EMS home page.

VAL E M S Web App 0 Garcia, Deborah

SITE HOME MY HOME @

CREATE A RESERVATION

CENTRAL RESERVATION HUB

M EVENTS

This is FIU's online application to request meeting, study, and event spaces as well as support services and recreational equipment. We are here to assist you with finding the best space for
Q@ LOCATIONS your event and the most efficient way to reserve it

Selected spaces are currently available to browse and reserve. These include:

& PEOPLE

BBC Wellness and Recreation Center MARC Pavilion shopVenues
College of Business Miami Beach Urban Studios Wolfe University Center
FlU @ I-75 Other MMC Athletic spaces Riccardo Silva Stadium
FlUin DC Ocean Bank Convocation Center School of Music
FIU Terms & Conditions
Q LOCATIONS Graham University Center
* PEOPLE Access to additional spaces will be available for Phase 2. You may contact the respective Facility Manager for spaces not listed above

Recreational equipment is limited to BBC Wellness and Recreation and only for department and student organizations events only. Students wishing to request recreational equipment may
contact BBC REC directly.

If you are hosting a personal event, please log out and use the "request a room" tab under “Welcome, Guest" to submit your request
READY TO PLACE A REQUEST?

Click on "Create A Request" and choose from one of the Reservation Templates.
. 5 " " ’
FIU Terms & Conditions Once you have identified a template that applies to you, click on "book now™ and proceed with your reservation request.

Your request should be as detailed as possible but you may book a space even if you do not know all of the specific service needs or have all of the required documentation at the time
Get Help of submitting the reservation request.
Please ensure the name under "1st contact” is the person who can make decisions and answer questions regarding the event.

You will receive a "Request Summary" via email once you submit your request. However, this is not a guarantee of availability nor approved use of requested space. Your Event
Coordinator will contact you within two business days for any further questions regarding this reservation. You may also check the status of your request by visiting reservations.fiu.edu
and clicking the "My Events" tab.

For a complete overview on how to navigate this site, check out this Quick Guide. You can download this manual onto your computer for easy access.
Questions?

Contact the Central Reservation Office (CRO) at (305) 348-1100 or visit AskCRO.fiu.edu.

Be sure to log out once you are finished!



Central
Reservations

BROWSING EVENTS, LOCATIONS, AND PEOPLE

The BROWSE section of the main EMS Web App menu enables you to explore Events, Locations, and People.

FIW [E&Rnow Browse Events

# HOME r
CREATE A RESERVATION Filters Compact View Saved Filters
888 MY EVENTS Date Sun 04/01/201 [ Add Filter
BROWSE Save Filters
M EVENTS

¥ LOCATIONS
DAILY LIST WEEKLY LIST MONTHLY LIST
& rEOPLE
< mMar April 2018 May >

LINKS SUN MON TUE WED THU FRI SAT

FIU Terms & Conditions 3 4 5 6 7

| 7 30a ude. 30am Stude 7:30am Stude.. | 7:30am Stude
| ; 30am Stude 7:30am Stude... | Stude..
[ 7:30am stude... | [ 7:30am stude 7:30am Stude :308m Stude 7:30am Stude... | n Stude
+ 37 more events  + 46 more events  + 39 more events  + 38 more events  + 26 more events  + 21 more events

10

8 9
&:00am MUT-.. Wl 8:00am MUT-...

a4

13
= B:00am MUT-... 11:00arm MUL... 8:00pm Facilit...
9:00am MUT-... B8:00am chris ... 2:00pm MUN-... 8:00pm Facilit...
10:00am MU... 9:30am TPP-2... 6:00pm MUN-... B:00pm Facilit...

s

Ll

o Bl
ER ER E
=
4
w
g
3
=
g -
138

Confir..

11:00am MUT... 10:00am MU... W 9:30sm APK-3...

+ 8 maore events  + 20 more events  + 11 more events  + 16 more events

§
3
z
3

1

RS 16 17 20 21
E:00am MUT-... &:00am MUT-... 8:00am MUT-... R B:00am test, . S:00am Addin...
9:00am MUT-... m AVP D... 8:00am chris ... 11:00arm MUL... 10:00pm prici...

10:00am MU... 00am TestR... | 9:00sm =, ma.. W 12:00pm Test,..

£

o
|
g
3
=
d
0

«©

QREETLR LIS + 20 more events B:00am Facult... 9:30am TPP-2... m

In the next sections, you will learn how to: Browse Events, Browse Locations, and Browse People.

~N






Central
Reservations

BROWSING EVENTS

You may wish to browse and explore existing events before you make a reservation in order to build familiarity
with facilities, related or adjacent events, and other users' reservations.

BROWSING EVENTS BEFORE MAKING A RESERVATION

1. Click Browse>Events in the menu bar.

2. The BROWSE EVENTS page displays events in a daily (default), weekly, or monthly view.

FIU:

#& HOME
Bava viaw fitars 9
f5] CREATE A RESERVATION Filters ferrextlime | Compact View * Saved Filters
Date
B2 BV EVENTS Fri 04272018 =] Add Filter
Save Filters mocations
Room

N eents Wi your reservatians Custamer Name
and bookings
9 LOCATIONS Event Name
Viewan eient Vv atoon Event Type ¥UST  MONTHLY LT
ﬁ PEOPLE Customer Type
{Thu  Friday, April 27th 2018 § sat»
Room lypes
STARTTIME ENDTIME - TIME ZONE EVENRNAME LOCATION wwsTOMER
P Tarms & Conditions 00N T200PMET Test GC-GC 140 Graham Center
BODAM  TZOOFM  ET Test GC-GC 1258 Graham Center
200AM  1ZO0AM ET Bus and Finance Goal Setting meeting MANGD - MANGO 100E1 Office of Business and Finance

Space Reservation - Tax Auta

10:00AM  Z00PM  ET weh app test - new rate schadule GC-GC155 Add Test

3. To browse existing events from BROWSE EVENTS, click on an event name. This shows Event Details in a popup.
|

Booking Details

EVENT DETAILS RELATED EVENTS @
Event Name Test =
Date Friday Apr 27, 2018
Event Time 8:00 AM - 12:00 PM
Reserved Time 7:30 AM - 12:30 PM
Location GC-GC 140
Customer Graham Center
1st Contact Name Garcia, Deborah
1st Contact Phone 305/348-0076

| 1st Contact Email debogarc@fiu.edu
‘ Reservation ID: 7186

~
Add to your Qutlook
| calendar
& Add to My Ca\endarm

13
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4. To see Room information, click the room name.

about GC 140, Auditorium

ROOM DETAILS SETUP TYPES FEATURES AVAILABILITY
Room Code GC 140
Description GC 140, Auditorium
Room Type Auditorium
Floor First Floor
Size 2575
Requires Check-in No

View All Building & Room Details

BROWSING EVENTS: USING FILTERS

You can use filters along the top of the Browse Events window to narrow your results. These are explained below.

View Description
Daily Events scheduled for the current day’s date in a list view.
Weekly Events scheduled for the current week (weeks always begin on a Sunday) in a list
view.
Monthly Events that are scheduled for the current month in a calendar view.
To filter basic information, use the filters along the top of the window.
Basic Filters How They Work
Date The date on which the view will focus.
Time Zone The Time zone on which to display the schedule.

To filter in more detail, click the dropdown option.

Detailed Filters How They Work

Locations Browse only events for the location you select.
Room Browse only events for the room you select.

Group Browse only events for the group you select.

Event Name Browse for a specific event by name.

Group Type Browse for all events for a type of group you specify.
Room Types Browse for events in a type of room you specify.

14
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BROWSING LOCATIONS

The EMS Web App LOCATIONS menu option helps you explore facilities and booked space, and is especially
useful when you know which space you want and need to find time slots when the space is available. Once you
have located an available time slot, you can click CREATE A RESERVATION from the main menu to book space.

1. From the left menu in EMS Web App, click BROWSE > LOCATIONS. The Browse Locations
page shows available rooms in a calendar view.

e Locations

B oo @ -
L

Fifrers
(B crFams & ARRERVETICN

Compact View  Saved Fitters
= @'- Dale  phuoszsents o T pasenTine
= MY EVENTS

Add Fllter
Add/Remoye Locations

A FuTs
Save Filters
@ Locemons
¥ e Locations
wid Thu April 26, 2018 Fri»
AU Tenre & Conilions
TAW H 1 17 " 120K 1 2 3 4 B3 L3 T Hi 1
AQIATC COMFLES ET] Lap =
1 b o 1]
i e I

15
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Concept: Filters along the top of the Browse Locations page enable you to quickly focus the view
on rooms in a specific timeframe, and by room features such as equipment, room type, and
geographic location. This helps you find available space to quickly meet your requirements. To add
and remove location filters, click the Add/Remove Locations option, which presents a Locations filter
popup where you can select by building, area, and view.

Locations

/ Click VIEWE to see
BUILDIMNGS VIEWS ocations by views.

[1 Select All Buildings

| | AQUATIC COMPLEX

| | AREMA PLAZA - MMC

[0 BASKETBALL COURT - BEC

[0 BETTY CHAPMAMN PLAZA - MMC

| | COLLEGE OF BUSIMESS COMPLEX
O DM AMPHITHEATER - MMC

[0 ERMEST R. GRAHAM UNIV. CTR.

Selected Locations

Chick 1o refresh tha list
with your fitkers \

Update Lacations Close

2. To learn more about a location, click the location name. The Location Details window appears (if you
have permissions), showing details about the location.

3. Click View All Building & Room Details to see details. Depending on how your Administrator has configured
your EMS Web App application, the window can show varying information about the location, including the
building details (hame, description, and/or notes), photos and floorplans (images), description, room type,
setup type, and other features.

e < Back
) CRCATCARCSLRVATICN ERMEST R. GRAHAM LNV, CTR.
—= sk 158 10 882 SUIKING
EE mvEveENTS | suomoueiasmacss Aornaten
Ealldng Code cC
M cvenTs
Descration ERMEST F SRAHAM LR, CTR
¥ Locemans
P Time Zore Eastern Tirve (ET)
Lacaton 9O ag
U Terrs & Coneclons URL baLpefestidenLarTairs fu edufcampas seriosdsrabam centen

G 314, Meeting Roam

gk tess o sae

I RO CET, L5 SETUR TYPES FEATLIRES LIk SED TERIPLATES, IRLAGES £ME_ARILITY I‘_ auiking mfarmstion

oo Code GCEA

Descration G 314, Meeting Facmr
AR Type MEEting R

Faoe Tird Fioos

Slze 35

Hutes Fwarn Motes Testing
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Tip: The LINKED TEMPLATES tab may be available depending on your implementation. This
option will allow you to make a reservation for this room. Once you locate a room you wish to
book, use this shortcut to quickly begin the process.

Anywhere you see "..." on a room name, you can click to expand and see the full room
name.

17
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LOCATING PEOPLE

You can click BROWSE > PEOPLE from the main EMS Web App menu to find events by the person who reserved
or is attending the event, or to simply find where a user or group will be located at a given time.

* To see all people and groups who have events scheduled for today, leave the Name field blank and click
Search. To narrow the results to only the bookings for one person or group, click on the user or group name.

* To search for a specific person or group, enter at least the first three letters in the Name field (EMS Web
App will suggest the closest match), and then click Search.

Flu %g‘)gllz%:\\'nol\ml_ B F) |
UNIVERSITY rowse reople

# HOME

CREATE A RESERVATION Customer Name:

822 MY EVENTS

M EVENTS

@ LOCATIONS

28 PEOPLE

FIU Terms & Conditions

Tip: The Search field is not case-sensitive and you can search by first or last name.

18
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BROWSE EVENTS PAGE OVERVIEW

The BROWSE EVENTS page displays events in a daily (default), weekly, or monthly view.

Tip: To view and work with your own reservations and bookings, click on MY EVENTS

Browse Events

# HOWE
Save view fitters 0
CREATE A RESERVATION Filters fornexttime | Compact View = Saved Filters
Date
MY EVENTS Fri 04/27/2018 ] Add Filter
Save Filters pocalicns
Room
M EVENTS Customer Name
and baokings
v e View an event View a room Event tame
' : Event Type ¥ LIST MONTHLY LIST
& peorie N B Customer Type
<Thu Friday, April 27th 2018 saty
Room Types
STARTTIME END TIME ~ TIME ZONE EVENYNAME LOCATION wusTOMER
FIU Terms & Conditions 8:00 AM 12:00PM  ET Test GC- GC 140 Graham Center
8:00 AM 12:00PM  ET Test GC-GC 1258 Graham Center
8:00 AM 12:00 AM  ET Bus and Finance Goal Setting meeting MANGO - MANGO 100E1 Office of Business and Finance
10:00 AM  2:00 PM ET web app test - new rate schedule GC-GC 155 S (R e < I

Add Test
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EVENT DETAILS PAGE

To browse existing events from BROWSE EVENTS, click on an event name. This shows Event Details in a popup.

Locations

/ Click VIEWS to see
BUILDINGS VIEWS locations by views.

ycations Q

|

Select All Buildings

AQUATIC COMPLEX

ARENA PLAZA - MMC
BASKETBALL COURT - BBC

BETTY CHAPMAN PLAZA - MMC
COLLEGE OF BUSINESS COMPLEX
DM AMPHITHEATER - MMC

Ooo0ooooog o

ERNEST R. GRAHAM UNIV. CTR.

Selected Locations

Click to refresh the list
with your filters \

Update Locations Close

20
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MAKING A RESERVATION IN THE EMS WEB APP

You can begin making a reservation by clicking the CREATE A RESERVATION option (on the left menu) or the

book now

button next to one of your reservation templates (on the right).

FLORIDA -
FIU INTERNATIONAL ROor‘ﬂ Requ est Parra, Marco &l v
UNIVERSITY
& HOME
My Reservatign Lemmshees V
¥) CREATE A RESERVATION f—
Events - Indoors (ex: ballrooms, multipurpose) book now  about
852 My EVENTS
Events - Outdoors (ex: patios, lawns) book now  about
BROWSE
Meetings (ex: conference rooms) book now  about
M EvenTs
Meetings (ex: conference rooms) book now  about
Q@ LOCATIONS
Promotional Signage (ex: decals, banners) book now  about
& reopLe Vi
Recreation (ex: kayaks, bikes, courts) book now  about
LINKS )
Study Rooms - College of Business book now  about
FIU Terms & Conditions
Tabling (i.e. tables in GC and WUC main corridor) book now  about

Next, the Create a Reservation screen appears, where EMS Web App will lead you through the reservation
process. Enter information (including all required fields) using the

to advance through the process.

x Meetings (ex: conference rooms) @ ™ My Cart (0)
@ms 2 Services 3 Resewatio@
. >
New Booking for Sat Apr 28, 2018
Date & Time Selected Rooms
Date Your selected Rooms will appear here.
Sat 04/28/2018 M Recurrence

Room Search Results

21
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Specify When & Where

1. To specify When, select dates, times, recurrence (optional) and time zone for the reservation in the upper left panel.
2. To specify Where, in lower left panel, select

¢ Let Me Search for a Room

OR

¢ | Know What Room | Want

Tip:(Filters in this lower left panel help you narrow your Room Search Results. When you click Search, results appear on the
right."From these results, you can view expanded Room Details by clicking on the room name.

Locating space as part of the reservation process is different than browsing locations.

Tip:(Once you have established favorites, EMS Web App uses these (plus the parameters of the booking template in use) to
filter'your search results when you use the Let Me Search for a Room option. To expand your search results beyond your
favorites, de-select the Favorite rooms only checkbox or click Add/

Remove next to Locations.
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Locations % Add/Remove
(all)
Floors Add/Remove
(all)
Setup Types Add/Remove

(no preference)

Room Types Add/Remove
(all)

Features Add/Remove
[none)

3. Once you have located a room to reserve, click the Add © icon to add the booking to your cart. You can delete or change

the room before finalizing your Reservation.

4. Once you complete all required fields on this tab, click in the upper right corner.

Co-mf_ebt: This is an optional feature based on the booking template you use.

Services include room setup and teardown, equipment, and any other services you wish to associate with a room. Your
Administrator sets which services can be associated with a room and with an event type.

7. Under the Services tab in the Create Reservation screen, specify any services you wish to associate with the reservation (if

available, you can click Skip Services).
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— FLORIDS
= INTERMATIONAL
UNIVERSITY

% Events - Indoors (ex: ballrooms, multipurpose) @ LTI Creote Reservation
1 Raoms 2 services 3 Reservation Det
Services For Your Reservation
FIU Palice Services Summary
Event Personnel ~

GC - AV Media Services

Computers & Peripherals ~
Lights ~
Miscellaneous ~
Pipe & Drape ~
Video/Sound ~

GE - Operations
Dance Floor ~
Partitions ~
Stage ~
Stanchions ~
Round Tables ~
Rectangular Tables ~
High Top Tables. ~
Skiny Tables ~
Other Tables ~
Linens ~
Chairs ~

MTS - Live Events (=)
Audio ~

Auglo Recorder Large Speakers (pain)

PA System package Podium microphana

Prass Box Tabla Top Microphane

Wired Handhald Micraphons Wireless Handhald Microphone

Wireless Lavallere Microphone
video Equipment ~
Lighting &

MTS - Photography Services (=)
MTS - Photography Sarvices ~

MTS - Video Canferencing
MTS - Video Conferencing ~

MTS - Video Services =)
MTS - Video Services ~

MTS - Web Streaming =)
MTS - Web Streami ~

Parking and Transportation
Golf Carts ~
Other Services ~
Parking Spaces ~
Signage ~

Transportation ~

8. When complete, click

Next Step

in the upper right corner.
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Add Reservation Details

The Reservation Details screen finalizes information about your reservation. Invitations to bookings and attachments will be
sent to all attendees. The example shown below may differ from your implementation.

9. Complete all required information and click

Save Reservation Details

, and then

Create Reservation

LA
Tip:(Tojadd the reservation to your Outlook calendar, click the Add this reservation to my calendar option at the bottom of
the window.
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WAYS TO MAKE RESERVATIONS

The EMS Web App provides several ways for you to make a new room request or event reservation:

1. Request a Reservation

If you logged in as a guest, you can submit a reservation request that will be approved by an authorized
EMS Web App user.

2. Book Now Using Your Template

Click the book now button next to the template you prefer from your home page, and then browse
for available time slots and rooms.

3. Browse and Then Book
Click BROWSE (main menu):

* Browse EVENTS. Then request a reservation or, if authorized, click CREATE A
RESERVATION from the main menu and select a template to streamline the booking
process.

OR

« Browse LOCATIONS, find the room you want, and click on any blank slot in the room's calendar.
Then select a template to streamline the booking process.

Farra, karca

& nowc Sekacl o your bocking | 7]
lemplates 1o quickly begin M-
a resenvation
¥ CRCATE A RCSCAVATION

My Reservation Templates ik book now ned o

The: Template vou orafer 16
Legin making a [r— | ocknow || about

BBE wv svEnTS
Ewents - Indooes (ex: ballraarms, multipurpese)

reservation

BROWSE
Euenis - QUbsoars (e patios, avns) bockrew | about
M EvEnTs
MEetings ex: confarence rooms: backraw  abaur
9 Looanions
rrctirgs ok corferenon ronms) kack raw | akaut
@& reoPLE -
Browse trst and then s ek, banmers] bock raw aboul
LIMKS chaose open EVENTS
available LOCATIONS ke, cour s bockraw | about
FIJ Terms & Conditions
Study Reorrs - College of Business Lock s about
Tealing jle. tables 11 QT and WUC main cormdor) Bock v abaun
My Bookings
AFRIL 27, 3078 SEARCH Eastern Time [ET]
Flonth  Date -~ Ao Ty [REES

EODAM - D00 4% Tast CBC - CEC 104 Web f.
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Tip: First Browse and Then Book

To familiarize yourself with the locations, try Browsing Events, Locations, and

People before requesting rooms or making reservations. Exploring the EMS Web App this way helps
you explore available space, view the schedule at a high level, and understand how other users in
your organization reserve rooms. You can also establish your own naming conventions for your events
and narrow down your searches to specific room types, room features, event types, geographical
areas, and so on.

Concepts: Booking Templates, Requests, and Reservations

Templates: Your My Account settings contain reservation Templates created by you or your
Administrator to streamline the process of booking events. Rooms and workspaces are individually set
to work with various types of booking templates by your Administrator.

Requests vs. Reservations: Depending on your permissions, you may Request a Room or Make a
Reservation. Room requests require approval from a more supervisory user, and are visible to other
users so they know the space has been tentatively booked. The EMS Web App behaves differently for
each type of user, showing fewer options (and usually, less information) for those who can only request
rooms.

28



Central
Reservations
THE RESERVATION PROCESS: WHO & WHAT, WHERE & WHEN

What's the difference between a "reservation" and a "booking?" A Reservation consists of one or more Bookings.
That's it.

Every booking belongs to a reservation. EMS lets you have multiple bookings under a single reservation. When you
have multiple bookings in a reservation, each booking can be independent of the other, such as reserving a set of
rooms for an event, or can be a series of bookings under a Recurring reservation.

Each booking can contain multiple Booking Details, which are the resources and services required to support
the booking (such as catering and room setup).

RESERVATION RESERVATION
(who & what) DETAILS
BOOKINGS
(when & where)
BOOKING
DETAILS

RESERVATIONS: WHO AND WHAT

A reservation is the "who and what" of an event. For example, the Academic Planning Board (the who) may
reserve space for a Semester Kickoff event (the what).

BOOKINGS: WHERE AND WHEN

A booking is the "where and when" of an event. For example, the Academic Planning Board schedules the
conference room (the where) for a staff meeting on the second Monday in January (the when). The Academic
Planning Board now has a single reservation with a single booking in EMS. If, however, they schedule the

conference room (the where) for a staff meeting on the second Monday of each month for a year (the when), then the
board now has a single reservation with 12 bookings.
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BOOKING DETAILS

A booking can have one or more booking details associated with it. Booking details are the resources (items for the
meeting) or services (people and their activities) that are needed for an event, the notes for the event, the activities for
the event, the room charges for the event, or any combination of these. For example, for the Academic Planning
Board'’s staff meeting, the resources could include catering (coffee service, bagels and muffins, and so on) and A/V
equipment, plus the services of a person bringing in and setting up a projector, moving a speaker’s podium, and so
on).

Service Orders

System Administrators configure "buckets" of these details as "Categories," which streamlines the process of
adding details to bookings.

Concept: Services, Categories, and Resources: What's the Difference? (click to expand)
In EMS, you may hear these terms used interchangeably sometimes, however, they are different concepts.

A Category in EMS is anything you might add to a Booking such as Catering, Audio Visual, Furniture, Security,
Notes, Attendee Names, Agendas etc. When you configure a Category, however, it must be of six types:
Category Types (Activities, Attendees, Catering, Notes, Resources with Service Orders, or Resources Without
Service Orders). These types cause the service to behave slightly differently when added to a booking. For
example, a Notes/Activities/Attendees type service category does not require the EMS Administrator to configure
items under it and here is nothing for a person to “select” from these types of services.

By contrast, a service category that has a type of Catering, Resource with Service Order, or a Resource without
a Service Order Category, will require the Administrator to create items under it. For example, an "AV
Equipment" service category (configured as a Resource without a Service Order Category type) might have
items under it such as a flip chart, whiteboard, (under AV Equipment). The person requesting the service for this
meeting would then select "AV equipment” and then see flipchart and whiteboard as options to add to the event.

Furthermore, a Category can be configured to "Use States" so that when a service is requested with a
meeting, it can be managed through a review and approval process in the Manage Services toolbar option

I

Manage Services

in EMS Desktop Client.
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VIEWING YOUR EVENTS

You can quickly view your events, reservations, and requests on both your MY HOME page as well
as your MY EVENTS page.

A HoME

STEHOME  MYHOME

Work with your
baokings

CREATE A RESERVATION
WFStion Templates
Events - 1N000rS (8: ballronis, MUtIpUR0se]

Booknow  about

Eweints - DUL000rs (2 patios, lawns)

" book now  about.
EVENTS
Weetings (ex conference raoms) baok now  about
9 LocaTions
[P— Mestings (ex: conference rooms) oooknow  abour
pEP
Promotional Signage (ex: decals, banners) booknow | about
LINKS

Recreatian (ex: kayaks, bikes, courts) booknow | about
FIU Terms & Conditions

Study Rooms - College ef Business cocknow abous

Tabling (L.e. tables in GC and WUC main corrigar]

My Bookings event

ARRILIT, 2018 SEARCH

bagknow | about

astern Time [ET]

SODAM-S00 A Tex Gecacioa wesr

1. Click MY EVENTS to see your reservations and bookings. Your view defaults to your current
reservations. To view or edit a reservations, click the name of the reservation.

FIU:

RESERVATIONS  BOOKINGS bookings, Seareh by event
name or ID
CREATE & RESERVATION

| e | O Inclue caneelled reservations

S5y Evens

CURRENT  PAST
BROWSE

W EVENTS Name Clickonan | syl astBook...  Location Cus.. Ser. [} Status
v B event name (o
@ LOCATIONS H Fri Apr 27, 2018/ COLLEGE OF EMS... T2z Web Request
Fri Apr 27, 2018 BUSINESS
@ - 1gle bool COMPLEX - CBC
R 104, Study Room
LINKS Test Thu May 3, 2018/ ERNESTR. Gra.. 7230 Web Request

ThuMay3 2018 GRAHAM UNI.
gle CTR.- GC 1254,
Ballroom West

FIU Terms & Conditions

WPAC Test ThuMay 3, 2018/ Multiple Gra.. v 7061 Biling-OKLal
Thu May 3, 2018
i-booki

st FilMay 4,201 ERNESTR Gra.. v Ti35 Web Reguest
FilMay4, 2018 GRAHAM UNIV.
1gle b CTR.-GC 100,
Panther Pit

Tip: EMS only returns search results that contain the exact order of the characters in your search
string, but EMS does not care about if your search string is uppercase or lowercase. In addition,
EMS will return search results that contain your search string regardless of where those characters
appear. For example, a search string of ed returns the College of Education Seminar, Ed Smith
fundraiser, Health Center Education Training, and so on.

Concept: The BROWSE > EVENTS menu option shows all of your reservations as well as all
reservations that you are authorized to view. The MY EVENTS menu option shows only your
reservations and bookings. Before making your own reservations, especially if you are a newer
EMS Web App user, we recommend that you BROWSE > EVENTS first to build familiarity with
your organization's booking practices, schedule,

facilities, and users.
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2. To view Reservation and booking details, click on an event name. Event details display; bookings
within the reservation show in the lower half of the screen.

£ My Events / Test beginning Apr 27, 2018
reservatian
Reservation Tasks

RESERWATION DETAILS ADDITIOMNAL IMFORMATION

Booking Tools

I # Edit Reservation Detalls
% Cancel Reservation

Event Mame Test
Wiew Reservation Summany
. Study Sessiar
Cvent Tyoe Study Sessian Send Invitation
Customer EMS_COB-Students < Add to My Calendar
13t Contact Mame Garcia, Deborah

Add anather
. baeking te this

Bookings rasenation

Warke with a
CURRENT PAET O Indude cancelled Bockings

Cancel Bookings

See room
tables

Time Time Zane Lacation Attendance  Setup Type Status
ILLEGE OF BUSINESS COB - CBC 104, Study
500 Am - LLEGE OF BUSINESS COMPLEX - CBC 104, Study . " e le . wWeb
Roam HPqI.PEr

Start End Time
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SEARCHING FOR AVAILABLE ROOMS

During the booking process, you can search for available rooms in two ways:

1. From the Create a Reservation screen, in the Bookings
area, select

* Let Me Search For A Room

OR
* | Know What Room | Want

x Meetings [ex: conference rooms) & T bty a4

1 Reams 2 services 3 Reservation Details

New Booking for Fri May 4, 2018

Date & Time electec Racms
Date waur selesied Rosrms wiil agpear hare.
Fripam4r2aTa =)

Room Search Results

UST  SCHIDULE

Lecation Floor Tz cap Price

This area cantrols
Lacations AdaRemeve | | your search resulls

BLLEGE OF HLSINESS EORP S seerad Hape

B
=l ° COLLEGE OF ALSINGSS COMPLEX E 3
o ERNEST 2 GRAHANM UM, CTR: Second Foss - Az
ra— AddiRemove | @ GCI05 Meciing Ruon ERNIST 2. GRAIAM UNI. TR Thirst Bl T a
i
© o3 ameeung Aoom ERNEST 2 GRAHAM UNI. TR =
Sewup Tynes JrrT—
10 peeferancel y © GO Mesing A CRNEST 2 GRAAM UNI. CTR E
——— sddimemove | €@ 6C122 Conte ERNEST 2 SRAAN NI TR S0 es0nwin 109 Siseount
fain
©  ooiess conterenes posr ERMEST A GRAHAM UM, CTR Fs Floee o s 11003 with, 103 Diszourt
Feanuras Addiremova
P oBCE 294, Elue suite DTEAN BAN CORVDTATION CENTER Second rioce B £7.50 par Event . MIn. 355,07 with 50 Dcoune
Number of People ] OHCE 305, Goid Suite DUEAN BANS COMYDUATION CEMTER Second Hoor et 55 750 par Event hr., Min, 352,00 with 50% Dscount
™ ©  wocisy, Multsumoss o SREGORY B WOLTE UNA: €77 Fies Floar B 252,07 with 5005 Discouat

D 1 Knowshat Ronm | want

_.;i :;._ Tip: Filters in the left panel help you narrow your Room Search Results. When you click Search,
- results appear on you can view expanded Room Details by clicking on the room name.

Locating space as part of the reservation process is different than simply browsing locations.

2. Once you have located a room to reserve, click the Add

[+
icon to add it to your reservation; this adds the booking to your cart. You can change your mind and
delete or change the room for the booking before you finalize your Reservation.
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BOOKING MULTIPLE ROOMS

During the reservation process, you can select more than one room (if the template you're using permits it).

1. Once you have found available rooms, click Add

1+
to move each room into the Selected Rooms area. You can repeat this for each room you want to add to your
reservation.

Room Reqguest

x Meetings (ex: conference rooms) @

2. Rooms show
here and in
your cart

1 Rooms 2 services

New Booking for Fri May 4, 2018

Date & Time Selected Rooms & Attendance & Setup Type
Date © GC 305 Meeting Room @ CBC 206, Conference Room @  OBCC 294, Blue Suite
Fri D5/04/2018 =:] (=== © WUC 159, Conference Room

Start Time — Room Search Results

00 AM (] 12:00 PM @ LIST  SCHEDULE

1. Add multiple
foame S ,,

Eastern Time -

Room ~ Location Floor Tz cap Price
Locations Add/Remove Rooms Can Request
(ally
™ CBC 206, Conference  COLLEGE OF BUSINESS Second er 1a 21.00 per Reserved hr. with 50%
Room COMPLEX Floar Discount
o CBC 240, Open COLLEGE OF BUSINESS second er 45 4900 per Reserved hr. with 50%
P et o SrcreaTa Labaratory COMPLEX Floor Discount
GC 241A, Meeting ERNEST R. GRAHAM UNIV.  Second
@ | Know What Room | Want < Room CTR. Floar ET 32 10000 WITh 100% Discount
GC 305, Meet ERMEST R. GRAHAM UMIV.  Third
Room Name (-] - Mesting " ET 40 100.00 with 100% Discount
Room CTR. Floar
a
o GC 314, Meeting ERMEST R. GRAHAM UNIV.  Third e ao 50,00 with 100% Discount
Room CTR. Floor

As you book each room, EMS will prompt you to enter attendees and setup type.

Arttendance & Setup Type

To continue, please enter the number of attendees and desired setup type for this Room.

MNo. of Attendees * 1. Enter |
headcount 2. Pick setup

) ty pe |
Setup Type *

Theater
[5-Book the room P [ | e

2. Click

Next Step

to continue with the booking process.
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BOOKING RECURRING MEETINGS

You can begin making a reservation by clicking the CREATE A RESERVATION option (on the left menu) or the

book now

button next to one of your reservation templates (on the right).

u.n,\ﬂu_#-;g,\- aa Room Re qu est [ > ] Parra, Marco s ~

ERSI

M HOME

My Reservaligp..h ¥ v
CREATE A RESERVATION i
Events - Indoors (ex: ballrooms, multipurpose) book now  about

8 MY EVENTS

Events - Outdoors (ex: patios, lawns) book now | about
BROWSE
Meetings (ex: conference rooms) book now  about
M EvENTS
Meetings (ex: conferance reoms) book now | about
¥ LOCATIONS
Promotional Signage (ex: decals, banners) book now | about
&=F PEOPLE i
Recreation {ex: kayaks, bikes, courts) book now | about
LINKS
Study Rooms - College of Business book now | about
FIU Terms & Conditions
Tabling (i.e. tables in GC and WUC main carridor) book now | about

Next, the Create a Reservation screen launches, where EMS Web App will lead you through the reservation process.

Enter your information (including all required fields) and click

Next Step

to advance through the process.

»x Meetings (ex: conference rooms) @ ™ My Cart (0)
@ms 2 services 3 Resewatio@

. —
New Booking for Sat Apr 28, 2018
Date & Time Selected Rooms
Date Your selected Rooms will appear here.
Sat D4/28/2018 =] Recurrence

Room Search Results

SPECIFY WHEN & WHERE

1. To specify When, select dates and times.
2. Click the Recurrence button.

New Booking for Fri May 4, 2018

Date & Time
Date
Start Time End Time
8:00 AM o] 12:00 PM (o]

Create booking in this time zone

Eastern Time =

Locations Add/Remove

{all)
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a. Follow the prompts to select the frequency, date range, day of the week, start and end times, and time zone
for the recurrence.

Recurrence

Repeats Daily . Remove Recurrence
® Every 1 day(s)

0 Weekdays Only

Start Date Fri 05/04/2018 iz}
® End Date S8l 05/05/2018 iz}
End after 1 occurrence(s)
Start Time End Time
800 AM o] 12:00 PM (o]

Create booking in this time zone

Eastern Time

b. Click Apply Recurrence

Apply Recurrence

to validate your entries and return to the New Booking screen.

Tip: Once booked, each meeting will show as a single Booking in your My Bookings area on MY HOME.
Also, note that the Create Booking In field specifies the time zone in which to book the meeting, which may
differ from your system time zone.

3. To specify Where, in lower left panel, select

e Let Me Search For A Room
OR

* | Know What Room | Want

Tip: Filters in this lower left panel help you narrow your Room Search Results. When you click Search,
results appear on the right. From these results, you can view expanded Room Details by clicking on the
room name.

Locating space as part of the reservation process is different than simply browsing locations.

4. Once you have located a room to reserve, click the Add

L

icon to validate and add the booking to your cart. You can delete or change the room before you finalize your
Reservation.

5. Once you have completed all required fields, click

in the upper right corner.
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CHOOSE SERVICES

Concept: This is an optional feature based on the booking template you use.
Services include room setup and teardown, equipment, and any other services you wish to associate with a
room.

1. Under the Services tab in the Create Reservation screen, specify any services you wish to associate with the
reservation, or click Skip Services.

2. When complete, click

in the upper right corner.

ADD RESERVATION DETAILS

The Reservation Details screen finalizes information about your reservation. Invitations to bookings and attachments will
be sent to all attendees. The example shown below may differ from your implementation.

Complete all required information and click

Save Reservation Details

, and then

Create Reservation

Tip: To add the reservation to your Outlook calendar, click the Add this reservation to my calendar option at
the bottom of the window.
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ADDING RESERVATION DETAILS

If you open an existing reservation or create a new one, the Reservation Summary page opens. This area enables you
to modify bookings within a reservation, such as requesting services and adding attendees.

The Reservation Details option displays detailed summary information (the Reservation ID, the Event Name, the Event
Type, and so on) for the selected reservation and all its bookings as well as attendees and any services that were
requested for the bookings.

AL \},‘ Events

< My Events/ Test beginning Apr 27, 2018(7282) Werk with the
resaration

RESERVATION DETAILS  ADDITIONAL INFORMATION

# Edit Reservalion Delails

Event Name Test

Reservation Tasks

Booking Tools

* Cancel Reservation

View Reservation Summary
Event Type Study Session G =D

Custorner EMS_COB-Students 4 Add to My Calendar

st Contact Name Garcla, Deborah

Add another

booking te this
Bookings resenation

Work with a

‘CURRENT PAST O Include cancelled, pokings

cancel Bookings  Bogiffis Tools See room New g
tables

start End Time
Bate ~ Time Time Zone Location Attendance  Setup Type Status

Fri Apr 27, COLLEGE OF BUSINESS COMPLEX - CBC 104, Study Web
e . GO0AM  G0DAM  ET sty 1o Asls -
2018 Room Request

What's the difference between a "reservation" and a "booking?" A Reservation consists of one or more Bookings.
That's it.

Every booking belongs to a reservation. EMS lets you have multiple bookings under a single reservation. When you
have multiple bookings in a reservation, each booking can be independent of the other, such as reserving a set of rooms
for an event, or can be a series of bookings under a Recurring reservation.

Each booking can contain multiple Booking Details, which are the resources and services required to support the
booking (such as catering and room setup).
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RESERVATION RESERVATION
(who & what) DETAILS
BOOKINGS
(when & where)
BOOKING
DETAILS

RESERVATIONS: WHO AND WHAT

A reservation is the "who and what" of an event. For example, the Academic Planning Board (the who) may reserve
space for a Semester Kickoff event (the what).

BOOKINGS: WHERE AND WHEN

A booking is the "where and when" of an event. For example, the Academic Planning Board schedules the conference
room (the where) for a staff meeting on the second Monday in January (the when). The Academic Planning Board now
has a single reservation with a single booking in EMS. If, however, they schedule the conference room (the where) for a
staff meeting on the second Monday of each month for a year (the when), then the board now has a single reservation
with 12 bookings.

BOOKING DETAILS

A booking can have one or more booking details associated with it. Booking details are the resources (items for the
meeting) or services (people and their activities) that are needed for an event, the notes for the event, the activities for
the event, the room charges for the event, or any combination of these. For example, for the Academic Planning Board’s
staff meeting, the resources could include catering (coffee service, bagels and muffins, and so on) and A/V equipment,
plus the services of a person bringing in and setting up a projector, moving a speaker’s podium, and so on).
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SERVICE ORDERS

System Administrators configure "buckets" of these details as "Categories," which streamlines the process of adding
details to bookings.

Concept: Services, Categories, and Resources: What's the Difference?
In EMS, you may hear these terms used interchangeably sometimes, however, they are different concepts.

A Category in EMS is anything you might add to a Booking such as Catering, Audio Visual, Furniture, Security,
Notes, Attendee Names, Agendas etc. When you configure a Category, however, it must be of six types: Category
Types (Activities, Attendees, Catering, Notes, Resources with Service Orders, or Resources Without Service
Orders). These types cause the service to behave slightly differently when added to a booking. For example, a
Notes/Activities/Attendees type service category does not require the EMS Administrator to configure items under it
and here is nothing for a person to “select” from these types of services.

By contrast, a service category that has a type of Catering, Resource with Service Order, or a Resource without

a Service Order Category, will require the Administrator to create items under it. For example, an "AV Equipment"
service category (configured as a Resource without a Service Order Category type) might have items under it such
as a flip chart, whiteboard, (under AV Equipment). The person requesting the service for this meeting would then
select "AV equipment” and then see flipchart and whiteboard as options to add to the event.

Furthermore, a Category can be configured to "Use States" so that when a service is requested with a meeting, it
can be managed through a review and approval process in the Manage Services toolbar option

O

Manage Services

In EMS Desktop Client.

ATTACHMENTS

The Attachments tab is available if the reservation type required attachments; it provides the attachment description, file
name, and notes about the attachment. You can:

* Delete an attachment from a reservation or request.

« Attach another file to the reservation or request, click Attach File. A dialog box opens where you can select the
attachment. (Allowed formats are .csv, .doc, .gif, .pdf, .txt, .xls, .xIsx, and .tif.


https://success.emssoftware.com/EMS_V44.1/Installing_and_Setting_Up_EMS/EMS_Desktop_Client/Setting_Up_EMS_Desktop_Client/050_Core_Configuration_-_Administration/010_Configuring_Categories
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BOOKINGS FOR THE RESERVATION

The lower portion of the Reservation Summary page shows bookings for this reservation and (if you have
permissions) enables you to add another booking, edit or delete existing bookings, and take other actions on those

bookings.

Action

Result

@ cancel Booking

Cancel selected bookings for the reservation.

Attendance Booking headcount.

Setup Type Setup Types are defined by your Administrator, and define which services, resources, and
room types can be used for the booking.

Status Stage in the booking process for the booking, such as Requested, Reserved, Pending.
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ADDING SERVICES TO A MEETING

1. To add services to an existing event, click on My Events and open the reservation you wish to edit.

2. Click Add Services to add these details to the meeting.

My Events

< My Events/ Test beginning May 3, 2018 (7230)

RESERVATION DETAILS

# Edit Reservation Details

Event Name

Event Type

Customer

1st Contact Name

Bookings
CURRENT PAST
Start End
Date ~ Time Time
Thu May 3, =
= 124
S 8:00 AM 2:00 PM

view Services [Manage services

- Services.

ADDITICNAL INFORMATION

ATTACHMENTS

Test

Tour

Graham Center

Parra, Marco

Reservation Tasks

= Add Services

Cancel Services

Booking Tools

View Reservation Summary
Send Invitation

& Add to My Calendar

O nclude cancelled bookings
New Booking
Time
Zone Location Attendance  Setup Type Status
ERNEST R. GRAHAM UNIV. CTR. - GC 125A, Ballroom o G Web
ET = d s Empty Room ~
west Request

Tip: Once you have added services and reserved space, you can work with services by clicking Manage

Manage Services

FIL Polica

Event Personnel
GC - A0 Media Services
Computers & Peripherals
Lighes
mriscellzansaus
Fipe & Drape
MideosSound
Background Rusic

ratic - Lo,

Mic - Stancling

>, - Commoutar Presentatian in ro..

o Confere APy

MIC - Coroiess

ric - Podskaic

Mic- Tatie kc

TelRCInfRrencIng (Speskerprone:

Services Summany

w &C - A Media Services

- 1 Arapter - PinE L or LSH-C b SR
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- 1 Light - Lipligiting o
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3. The first screen shows any existing services for the meeting and click on services you wish to add from the list of
available options.

| GC - A/V Media Services

Computers & Peripherals N

Lights ~

Miscellaneous A~

Pipe & Drape ~
| Video/Sound ~

Background Music Mic - Cordless

Mic - Lavaliere Mic - Pod/Mic

Mic - Standing. Mic - Table Mic

Proj. - Computer Presentation (in ro... Teleconferencing (Speakerphaone)

Video Conferencing/Polycom

4. When you click a service to add, a popup screen may prompt you to specify a quantity for the item and add notes,
special instructions, and so on. Click OK to save your changes.

Mic - Lavaliere - $40.00 with 100% Discount

ig\ = 1 + available inventory: 2)

Special Instructions

5. The right panel of the Select Services window updates to show your latest additions. When you have added all
services for the meeting, click the Next Step button.
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FIU Police Services Summary

© GC-A/V Media Services

E P I e 1 Adapter - Mini DP or USB-C to HDMI $ 25.00 with 100%
vent Personnel ~ 3 Discount
e 1 Light - Uplighting & s 75.00
GC - A/V Media Services
o 1 Mic - Lavaliere # S 40.00 with 100%

Discount
Computers & Peripherals

Lights

Miscellaneous

Pipe & Drape ~
Video/Sound ~
Background Music Mic - Cordiess
Mic - Lavalier Mic - Pod/Mic
Mic - Standing Mic - Table Mic
Proj. - Computer Presentation (inro...  Teleconferencing (Speakerphane)

Video Conferencing/Polycom

6. The next screen lists all bookings within the reservation you selected from My Events. Select the booking to which
you wish to add services (if the reservation includes multiple booking, they are all listed here for you to select), and
click the Add Services button.

FLORIDA
:rﬁr ‘E;.;};F]I_E‘?NAI My E\/e nts ©  rarra Marco & -~
£ Select Services / Test e
~
Add Services B Add Services
™~ Booking Time Time Zone Location Event Name Event Type Result

(4 Thu May 3, 2018 8:00 AM - 12:00 PM Eastern Time GC-GC 125A Test Tour

7. You return to the Reservation page and a confirmation appears briefly confirming your changes.
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WORKING WITH SERVICES

Concept: What are Services, Categories, and Resources?

In EMS, you may hear these terms used interchangeably sometimes, however, they are different concepts.

A Category in EMS is anything you might add to a Booking such as Catering, Audio Visual, Furniture, Security,
Notes, Attendee Names, Agendas etc. When you configure a Category, however, it must be of six types:
Category Types (Activities, Attendees, Catering, Notes, Resources with Service Orders, or Resources Without
Service Orders). These types cause the service to behave slightly differently when added to a booking. For
example, a Notes/Activities/Attendees type service category does not require the EMS Administrator to
configure items under it and here is nothing for a person to “select” from these types of services.

By contrast, a service category that has a type of Catering, Resource with Service Order, or a Resource without
a Service Order Category, will require the Administrator to create items under it. For example, an "AV
Equipment” service category (configured as a Resource without a Service Order Category type) might have
items under it such as a flip chart, whiteboard, (under AV Equipment). The person requesting the service for
this meeting would then select "AV equipment" and then see flipchart and whiteboard as options to add to the
event.

Furthermore, a Category can be configured to "Use States" so that when a service is requested with a
meeting, it can be managed through a review and approval process in the Manage Services toolbar option

0O

Manage Services

in EMS Desktop Client.

1. While creating a new reservation, navigate to the Services tab. The services your administrator has
defined as available for the booking template and room(s) you selected are listed on the left panel.

Tip: If you are editing an existing reservation, click the Add Services option in the Reservation Tasks menu
on the right, or open the Reservation Details and select the Services tab.

2. Click the Services dropdowns to expand and pick a service. You can add resources with service orders, catering
(food) services, resources without service orders, setup notes and/or a room charge. You can add multiple services
to a reservation and to a booking.

Roorm Reguesio

= EwenTs - Indoars (@x: ballroormis, mMultipurpose)

1T Roorn=s 2 Services

Services For Youwr Resserealiomn

Expand o serice
o chooes

oL

Fours Tabi=s = 49
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Concept: Options available in the Services dropdowns depend on several factors leading up to this
stage in the booking process: your booking template parameters, setup type, and other rules set by your
System

Administrator.

3. Enter the necessary information for the services you are adding to the reservation.

Note: Required fields are marked with red. You may need to add information such as the start and
end times, the estimated count, and so on. You may also have to answer service-specific questions,
and/or have to agree to Terms and Conditions.

Tip: You can add notes for each services you add to a reservation. These will only appear if you open
the booking, and not in the Booking Summatry.

4. At the bottom of the page, click Next Step.

The Available Services tab closes. You advance to the Reservation Details tab.

+ If the reservation has only this single booking, a confirmation message displays. Click OK to close
the message and return to the Booking Details tab. The newly added booking detail shows on the
Existing Services tab.

+ If the reservation has multiple bookings, then choose whether to add services to just the one
booking, or several:

o To add the services to only this booking, click Do Not Apply to Additional Bookings. You
remain on the Booking Details tab. The newly added services show on the Existing
Services tab.

o To add the services to one or more of the other bookings in the reservation, select them (you
can select all using the checkbox in the Date column heading), and then click Save. A
confirmation message displays. Click OK to close and return to the Booking Details tab. The
newly added services now show on the Existing Services tab.
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CHANGING OR CANCELING SERVICES FOR AN EXISTING RESERVATION

From an existing booking within one of your reservations, click the Manage Services option (if available) under
the Bookings list. This enables you to change or cancel (delete) services for a booking, individually, per service
item, or by service category.

— FLORTERA I
= FIU [svine My Events

< My Events /s Test beginning May 3, 2018

RESERWATION DETAILS ADDITIOMNAL IMFORRMATIORN ATTACHMEMTS Reservation Tasks
# Edil Reservation Delails Add Services
Cancel Services
Event Mame Test Booking Tools
Event Type To . .
L ¥P =T View Reservation Summary
i _ I Send Invitation
Customer Graham Center
& add to My Calendar
1st Contact Name Parra, Marco
Bookings
CLURRENT PAST O Include cancelled bookings
MNew Booking
Start End
Date ~ Time Lacation Artendance  Setup Type Starus
Thu May 3, ERMEST R. GRAHAM UNIV. CTR. - GC 1254, Ballroom ‘Web
F:00 AR * Ernpty Rao ~
2018 wWest TP m Reguest

Wisw Services

On the Manage Services page that presents, you can subtract O services from the Services Summary view (if
enabled). Services are listed in the right panel by category.

MMy Events

Manage services

FIU Police Services Summary
(-] GC - A/ Media Services
Event Personnel o~
] 1 Adapter - Mini DF or USB-C ta HDMI + 25.00 with 100%
GC - A Media Services - Digcount
- 1 Light - Uplighting  #* % 7500
Computers & Peripherals ~
Lights ~
Miscellaneous o~
Pipe & Drape o~
VideosSound =
Background Music Mic - Cordless
Mic - Lavaliere Mic - Pod/Mic
Mic - Standing Mic - Table RMic
Praj. - Compurer Presentation (in ro... Teleconferencin kerphone)

Video Conferencing/Palycom

Note: The event type and the booking status (as well as your Administrator settings) affect whether the
Manage Services option is available.
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CANCELING YOUR RESERVATIONS AND BOOKINGS

This section guides you to work with bookings in the Reservation Details page on EMS Web App, where you can
view, add, change, or cancel services and attendees for a booking. For an overview, see ReservationDetails. A
reservation may contain multiple bookings, so the procedures below guide you in applying your changes to more than
one booking within a reservation.

CANCELING RESERVATIONS

1. Navigate to the reservation with which you wish to work: click MY EVENTS on the main EMS Web App menu
(or from the My Bookings area on MY HOME). Then click on a Reservation.

FLORIDA
J s A Vvoenils arra, Marco ~
CNERSTTY M M Y Events ©  Farra Marco a8
# HOME e
RESERVATIONS BOOKINGS
CREATE A RESERVATION
Search Reservations [J Include cancelled reservations
222 My EVENTS 7. Click an my
ausnts
EMNT PAST
M EvENTS Name First/Last Book.. Location Cus Ser... D Status
& MEETIENS test Thu May 3, 2018/ Multiple Gra.. 7243 Web Request
Thu May 3, 2018
|
& PeoPLE
2. Clickto cpan a
test 2 reasrvaton Thu May 3, 2018/ ERMEST R. Gra.. 7344 web Request
AT Thu May 3, 2018 GRAHAM UNIV.
. gle be £) CTR. - GC Table
FIU Terms & Conditions a3
Meetings test Thu May 3, 2018/ ERNEST R. Gra... - 7335 Web Request

Thu May 3, 2018 GRAHAM UNIV.
(singte 4 CTR. - GC 305,
Mesting Room

Tip: When you click to edit a Reservation or Booking, the page that opens depends upon the type of booking
that you are editing—a booking for reserving a room, a booking for requesting a room, or a booking for

services only.

2. From the Reservation Details page, click Cancel Reservation.

= FIWU/|iefnews My Events

< My Events / test 2 beginning May 28, 2018 (7344) L2
RESERVATION DETAILS ADDITIONAL INFORMATICN ATTACHMENTS Reservation Tasks
& Edit Reservation Details = Booking Tools
Event Mame rest 2
wiew Reservation Surmmary
Event Type Table - Student Org fDepl Send Invitation
Custemer Graham Center = F) (M ST
sk Contact Mame Parra, Marco
Bookings
CURRENT PAST

O Includs cancelled bookings

Cancel Bookings  Booking Tools MNew Booking

Date ~ Start Tirme End Time Tirme Zone Location Artendance Setup Type Status

& @ Monnay 28 2008 Si0D AR 17:00 an ET ERMEST R. GRAAM UNIV. CTR. - GC Table 03 1 - as s ~ | web request

Warning: Canceling a reservation will also cancel all bookings under the reservation.
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3. Inthe Cancel Reservation? popup that appears, select a Cancel Reason and add Cancel Notes, and
then confirm that you want to cancel.

Cancel Reservation?

Both the reservation and bookings will be cancelled. Are you sure you want to proceed?

Cancel Reason

‘/

4

Cancel Notes

Yes, Cancel Bocking No, Don't Cancel

3. Your MY EVENTS pages refreshes and the reservation is canceled.

CANCELING BOOKINGS

1. From the ReservationDetails page in the Booking area, to cancel a single booking, click the date of the booking or

the Remove icon o next to the booking. (These options are available if your administrator has given you
permission).

—_— FLORIDA
— FIU INTERNATIONAL My Events (2] Parra, Marco g ~

UNIVERSITY

< My Events/ test 2 beginning May 28, 2018

RESERWATION DETAILS ADDITIONAL INFORMATION ATTACHMENTS Reservation Tasks

Booking Tools

# Edit Reservation Details
® Cancel Reservation

Event Name test 2
View Reservation Summary
Event Type Table - Student Org./Dept. e
Custamer Graharn Center el catenday
1st Contact Name Parra, Marco
Bookings
CURRENT PAST O Incude cancelled bookings
Cancel Bookings BookiggMools
Start Time End Time Time Zone Location Attendance Setup Type Status
9:00 AM 11:00 Al ET ERMEST R. GRAHAM UNIV. CTR. - GC Table 03 1 = As s = Web Request

Tip: To cancel multiple bookings, click Cancel Bookings in the upper corner of your My Events list.

2. Inthe Cancel Booking? Popup that appears, select a Cancel Reason and add Cancel Notes, and then confirm
that you want to cancel
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Cancel Booking?
Monday, May 28, 2018, from 9:00 AM to 11:00 AM
test 2

ERNEST R. GRAHAM UNIV. CTR. - GC Table 03

Cancel Reason

Cancel Notes

Yes, Cancel Booking No, Keep Booking

Your MY EVENTS page refreshes and the booking is canceled.
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CHANGING RESERVATIONS AND BOOKINGS

This section guides you in working with bookings in the Reservation Details page on EMS Web App, where you can
view, add, change, or cancel services and attendees for a booking. For an overview, see ReservationDetails. A
reservation may contain multiple bookings, so the procedures below guide you in applying your changes to more than
one booking within a reservation.

CHANGING RESERVATIONS

1. Navigate to the reservation with which you wish to work: click MY EVENTS on the main EMS Web App menu
(or from the My Bookings area on your homepage). Then click on the name of the Reservation.

Wfark with your o

R o
SITE HOME =T bookings

) CREATE A RESERWATIOHM
L ET U SN Templates

EEE rav EVENTS lif—
Events - Indoors (o ballrooms, mult purpese) baak now || about

BROWSE

sy

M cvENTS

¥ LOCATIONS
FAzetings (e confarance
& reorLe
Fromotional Signage (ex: decals, banners]
Lirars
Recreation (ex: kayaks, hikes, court =3 boak now | ssout
FIU Terms & Conditions
Study Reormns - College of Business

Tabling (i_e. tables in GC and WS main <o

My Bookings

AFRIL 27, 20018 SEARCH

8:00 A - 00 AN Test coc-coc 10a web R I (((((( I

Concept: Your Administrator defines room Setup Types and Event Types for you to choose from; this
controls which services (if any) that you can add to the event.

Tip: When you click to edit a Reservation or Booking, the page that opens depends upon the type of booking
- that you are editing—a booking for reserving a room, a booking for requesting a room, or a booking for

services only.

2. From the Reservation Details page, use the highlighted areas to work with the reservation.
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My Events

<€ My Events f Test beginning Apr 27, 2018

RESERVATION DETAILS ADDITIOMAL INFORMATION

[ # Edit Reservation Details

Event Mame Test

Event Type Study Session

Customer EMS_COB-Students

15t Contact Name Garcia. Deborah

Work with the
reservation

See room
tables

Reservation Tasks

Booking Tools

* Cancel Reservation

Send Invitation

& add to My Calendar

View Reservation Ssummary

Add another
booking ta this
reservation

O Include cancelle akings

Attendance  Setup Type

Bookings
CURRENT PAST
Cancel Bookings Bogg g Tools
Start End Tirme
Bate ~ Time Time Zone Location
— ;g{f\sp’ 27 8:00 AM 9:00 AM ET

Room

COLLEGE OF BUSINESS COMPLEX - CBC 104, Study

I 1 = As s

Important: When you finish editing a Reservation, be sure to confirm and save.

CHANGING BOOKINGS

>
1. From the Reservation Details page in the Booking area, click Edit , next to the booking.
(These options are available if you have permissions).

< My Events / Test beginning Apr 27, 2018

RESERVATION DETAILS ADDITIOMAL INFORMATION

[~ e remerimnion pem-

Event Name Test

Event Type Study Session

Customer EMS_COB Students

15t Contact Marme Garcia, Debarah

Bookings

CURRENT PAST

Cancel Bookings  Gogfz Tools

Start End Time

Hore ~ Tirme Timne Zone Location

Wy ork with the
resersation

See room
tables

ot npr 27, OLLtor o BUSINESS CompLan v
£rapr 27 wooren swoem or [ orommes o oo o s

Room

Reservation Tasks

Mew Booking

Sratus

Web
Regquest

Booking Taols

3¢ Cancel Reservation

Wiew REServation SUmmarns
send invitation

& Add to My Calendar

O include cancelled Bockings

Add anather
Backing 1o this
reservaton

Mew Booking

Attendance  Setup Type Status
. . et 1 web
o= = Request

2. The Edit booking window appears, where you can make changes to the booking.

Tip: If the booking is one of a series, you can click the event name to navigate to the Reservation
Summary page, and the Edit icon to see navigate directly to the Booking Details page.

Important: When you finish editing a Booking, be sure to confirm and save.

57



Central
Reservations

PERSONALIZING YOUR ACCOUNT

The My Account menu enables you to customize your user profile:

» Create your own, timesaving booking templates, which set default values (Start Time, End Time, and so on) for your
most frequent types of reservations and room requests. These templates appear on your personal Home Page after
you save them.

» Set a list of favorite rooms to streamline your search for available space.

The My Account menu is available in the upper right corner of EMS Web App next to your name once you log in.

FLORIDA
INTERNATIONAL Parra, Marco v
] UNIVERSITY

L ELE Web App smerove  myvHome }:Lyr:i::::tms
CREATE A RESERVATION Create Custom Link
WELCOME TO FIU’S CENTRAL RESER

225 MY EVENTS HUB! @ Sign Out
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ESTABLISHING BOOKING TEMPLATES

You can personalize booking templates to streamline your process for requesting rooms and making reservations
(depending on your permissions). These templates appear on your personal EMS Web App home page after you

save them.

1. In the upper right corner of EMS Web App, click on the dropdown next to your name and select My Account.

FLORIDA
F l U INTERNATIONAL Parra, Marco ~
UNIVERSITY

A HOME My Account
Web A ?
p p SITE HOME MY HOME Admin Functions

Create Custom Link

CREATE A RESERVATION

WELCOME TO FIU’S CENTRAL RESER

222 MY EVENTS HUB! @ Sign Out

2. From the My Account page, click Personalization and then click the Templates button.

My Account

ACCOUNT DETAILS PERSOMNALIZATION MY FAVORITE ROOMS

CREATE A RESERVATION

Personalize Filters or Template Defaults

E8E MY EVENTS
s /

M EvENTS
S M EENTENE Your favaorite reoms will averride any template locations you have personalized.
Template Name ~

& reoPLE
Events - Indoors (ex: ballreams, multipurpose)

]

(=g Events - Dutdoors (ex: patios, lawns)

FIL Terms & Conditions = Meetings (=x: conference rooms}

3. You can change the default values for a template only if your administrator has set your permissions

accordingly: select the template you wish to change. The lower section changes to show options for the selected

template

Concept: Essentially, your settings here automatically populate field values and filter search results when
you make room requests, so for instance, setting a Start Time here will set a start time for any room request
you make using this template; setting a Setup Type will filter search results to only show rooms with that

setup type.
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My Account

Events - Indoors (ex: ballrooms, multipurpose)

o

Start Time 00 AN (o] End Time 12:00 P ()

Display Results < List 2 Schedule
As

(aln
Locations
Add/Remove Locations

[0 Override location and Lime zone settings when | search for available space

(aly
Flaors
Add/Remove Floors

(amn
Room Types
Add/Remove Room Types

Time Zone Eastern Time
Setup Type {(no preference)
Event Name

Event Type

Save Changes

Tip: If you select the Override location and time zone settings when | search for available space option
under Locations, this means that whenever you book using this template, you can change the default
location for this template during the booking process. For example, if your template Location was Denver
and during booking, you added Kansas, the template would be updated to Kansas going forward.

4. When you have finished making changes, click Save Changes.
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FAVORITING ROOMS

Under My Account, you can create a list of favorite rooms. This streamlines the process of searching for available
space when you request or reserve rooms.

1. Under the dropdown arrow next to your name in the upper right corner of EMS Web App, click My Account.

My Account

® Sign Out

The User Options page opens, showing tabs along the top where you can customize your user profile.

2. Click the FAVORITE ROOMS tab to work with a list of your favorite rooms. Any rooms you have already saved as
favorites are listed under Your Saved Favorite Rooms.

PERSONAL\ZATION MY FAVORITE ROOMS@
3. Inthe Search field, you can search for room you wish to favorite (your search string is not case-sensitive but

characters must be in the correct order). Enter the search string and click Search results will display below.

Add New Favorite Room

Your favorite rooms will override any template locations you have personalized.

e o [ a

GC 1254, Ballroom West

YOU r SaVEd FaVl GC 1258, Ballroom Middle %
F  GC125C, Ballrocm East
WUC 200E2, Ballroomn Terrace
WUC 221, Small Ballroom A
WUC 2444, Ballroom
WUC 244B, Ballroom
WUC Ballrooms Combined

WUC Bay View Ballrooms (combined)

4. To add a favorite to the list, select it from the search results. The room is added to Your Saved Favorite Rooms. When
you book a room in EMS Web App, you can now choose more quickly from your Favorites list.
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Add New Favorite Room

Your favorite rooms will override any template locations you have personalized.

Filter By Location Q

Your Saved Favorite Rooms

Room Name ~ Building
[] GC 125A, Ballroom Vﬁ ERNEST R. GRAHAM UNIV. CTR.
[x] GC 1258, Ballroom Middle ERNEST R. GRAHAM UNIV. CTR.
[x) GC 125C, Ballroom East ERNEST R. GRAHAM UNIV. CTR.

Room Type

Ballroom

Ballroom

Ballroom

Tip: Once you have established favorites, EMS Web App uses these to filter your search results when you

search for available space during the reservation process.

To remove a favorite, click o next to the room in Your Saved Favorite Rooms.
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FAQS

How do | search for available space? What if | only want to make a reservation if a specific room is
available?
Use the BROWSE options from the main menu.

Why can't | make a reservation?
Several settings control your capabilities as a user.

Why are some options not available to me?
This is probably because of settings controlled by your Administrator.

Can | let someone else make reservations on my behalf?
If enabled by your Administrator, you can "delegate" to other users. They will then opt to "act as" you from their My
Account menu.

How do I check if aroom | want is available? How do | check a person's availability when making a
reservation?
Start at the My Home page and Browse Events, Locations, People.

How do | add Services to a booking?
You can add them during the initial booking process or by editing it later. Services, Resources, and Categories
interact as part of the booking details for an event.


https://success.emssoftware.com/EMS_V44.1/Installing_and_Setting_Up_EMS/EMS_Desktop_Client/Setting_Up_EMS_Desktop_Client/060_Core_Configuration_-_Resources/020_Configuring_Services_for_a_Category/Categories%2C_Resources%2C_and_Services%3A_What%27s_the_Difference%3F
https://success.emssoftware.com/EMS_V44.1/Installing_and_Setting_Up_EMS/EMS_Desktop_Client/Setting_Up_EMS_Desktop_Client/060_Core_Configuration_-_Resources/020_Configuring_Services_for_a_Category/Categories%2C_Resources%2C_and_Services%3A_What%27s_the_Difference%3F
https://success.emssoftware.com/EMS_V44.1/Installing_and_Setting_Up_EMS/EMS_Desktop_Client/Setting_Up_EMS_Desktop_Client/060_Core_Configuration_-_Resources/020_Configuring_Services_for_a_Category/Categories%2C_Resources%2C_and_Services%3A_What%27s_the_Difference%3F
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BOOKING TEMPLATES, REQUESTS, AND RESERVATIONS

Concepts: Booking Templates, Requests, and Reservations

Booking Templates

Your Administrator creates different Booking Templates for different purposes. For example, your
Administrator could make one template for individual workspaces, another template for meeting rooms
without services like catering, and yet another template for meetings with services.

For each template, your Administrator can enable some fields and disable others. For example, your
Administrator could set up a "meeting room with services" template that requires you to enter a purchase
order number to pay for the services.

You can set up default values of the templates that are available to you so that you can more quickly make
your reservations. For example, if you book a workspace every day from 8:30am to 4:30pm, you can set up
these times as default values so that you don't have to enter them every time. (You can override them
anytime you need to.)

To set up default values for your templates, go to My Account and then to the Personalization tab.

Requests vs. Reservations

Depending on your permissions, you may Request a Room or Make a Reservation. Room requests require
approval from a supervisor and are visible to other users so they know the space has been tentatively
booked. The EMS Web App behaves differently for each type of user, showing fewer options (and usually,
less information) for those who can only request rooms.
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MY EVENTS VS. BROWSE EVENTS
&)

= Important: If you logged in as a guest, you will only have permissions to request reservations, therefore the
MY EVENTS option will not be available.

What is the Difference Between MY EVENTS and BROWSE EVENTS?
These two menu options on the left side of the EMS Web App enable you to accomplish different tasks:
MY EVENTS = Reservation Management

Clicking this area displays all reservations and bookings linked to your profile, and enables you to manage your
reservations, change details, and create new bookings.

BROWSE EVENTS = Explore the Schedule

Clicking this area provides a view of events on the calendar for you and all users in your organization. This view helps
you locate available time slots for space before requesting or making a reservation.
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RESERVATIONS, BOOKINGS, AND BOOKING DETAILS

What's the difference between a "reservation" and a "booking?" A Reservation consists of one or more Bookings.

That's it.

Every booking belongs to a reservation. EMS lets you have multiple bookings under a single reservation. When you
have multiple bookings in a reservation, each booking can be independent of the other, such as reserving a set of rooms
for an event, or can be a series of bookings under a Recurring reservation.

Each booking can contain multiple Booking Details, which are the resources and services required to support the

booking (such as catering and room setup).

:|—|

RESERVATION
(who & what)

/

Reservations: Who and What

RESERVATION
DETAILS

BOOKINGS

(when & where)

BOOKING
DETAILS

A reservation is the "who and what" of an event. For example, the Academic Planning Board (the who) may reserve

space for a Semester Kickoff event (the what).
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BOOKINGS: WHERE AND WHEN

A booking is the "where and when" of an event. For example, the Academic Planning Board schedules the conference
room (the where) for a staff meeting on the second Monday in January (the when). The Academic Planning Board now
has a single reservation with a single booking in EMS. If, however, they schedule the conference room (the where) for a
staff meeting on the second Monday of each month for a year (the when), then the board now has a single reservation
with 12 bookings.

BOOKING DETAILS

A booking can have one or more booking details associated with it. Booking details are the resources (items for the
meeting) or services (people and their activities) that are needed for an event, the notes for the event, the activities for
the event, the room charges for the event, or any combination of these. For example, for the Academic Planning Board’s
staff meeting, the resources could include catering (coffee service, bagels and muffins, and so on) and A/V equipment,
plus the services of a person bringing in and setting up a projector, moving a speaker’s podium, and so on).

Service Orders

System Administrators configure "buckets" of these details as "Categories," which streamlines the process of adding
details to bookings.

Concept: Services, Categories, and Resources: What's the Difference? (click to expand)
In EMS, you may hear these terms used interchangeably sometimes, however, they are different concepts.

A Category in EMS is anything you might add to a Booking such as Catering, Audio Visual, Furniture, Security,
Notes, Attendee Names, Agendas etc. When you configure a Category, however, it must be of six types: Category
Types (Activities, Attendees, Catering, Notes, Resources with Service Orders, or Resources Without Service
Orders). These types cause the service to behave slightly differently when added to a booking. For example, a
Notes/Activities/Attendees type service category does not require the EMS Administrator to configure items under it
and here is nothing for a person to “select” from these types of services.

By contrast, a service category that has a type of Catering, Resource with Service Order, or a Resource without

a Service Order Category, will require the Administrator to create items under it. For example, an "AV Equipment"
service category (configured as a Resource without a Service Order Category type) might have items under it such
as a flip chart, whiteboard, (under AV Equipment). The person requesting the service for this meeting would then
select "AV equipment” and then see flipchart and whiteboard as options to add to the event.

Furthermore, a Category can be configured to "Use States" so that when a service is requested with a meeting, it
can be managed through a review and approval process in the Manage Services toolbar option

(8

Manage Services

in EMS Desktop Client.
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UNDERSTANDING EVERYDAY USER TEMPLATES

Why are some features in EMS unavailable to me? Why can't | book a
room?

Your Administrator controls what you are able to do and view in EMS using "everyday user templates" based on your

user profile. The options and information you can see in EMS depends on your security access, user type, and many
other administrative controls.

Additionally, your capabilities are also controlled by your "booking templates" and permissions.



