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This guide is meant to be a quick reference only. Full explanations of all steps are included in more detail in the EMS
User Manual, available in the EMS Campus desktop client under Help > Contents.
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1. Create a Single Day Reservation from the Book

<’> >

1. Select the Book button from the toolbar.
2. Inthe book, on the row that represents the room you want to reserve, click on the time that you want the
event to begin, and drag to the time you want the event to end.

i Reservation Book - Building: Coolidge Building 1/20/2014 Mon (1 Booking) ===

Building: Coolidge Building - |\|"|ew: Daily = | Print Time Zone: Eastern Time = Refresh |Oph’ons

Date: 1/20/2014Mon = Today | Day 4 » | Week 4 » | Month 4 » | Year 4 P |
Filter B Monday, January 20, 2014 Martin Luther King Holiday 2014
7 ] 9 1 12p

=
=

2 3 4 5 6

I T A (TN
Martin Luther King Holiday 2014

Rooms (8) Capacity

Coolidge Building

110 Lab

111 Lab

112 Lab

200 {Auditorium)

|

3. The Reservation Wizard window will open. Choose a status and update the Setup/Teardown Time, if
applicable, if you will need services such as Facilities to update the room configuration or catering setup
before the meeting. Then click ‘Next’.

e Standard Setup/Teardown Time = 1hr, but for large and complex events it should be more.

W00 AN o frd: 100PN .
Terw Zorm | Eastem Tme

Setig Teadawen
Use Defmt () Mot Setupc U

Cocet = Resat
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4. Complete the reservation by indicating the event name, the group sponsoring the event or the requestor
holding the meeting, and other critical event information. On the Virtual Tab, search and select the Web
User and Web Process Template that applies to that user(Examples: Staff or Faculty = Staff & Faculty Space
Reservation, Grad Student = Grad Student Space Request Form, Ugrad Student = Undergrad Student Space
Request Form). This will add their reservation to Virtual EMS online so that they can view their reservations

and don’t have to contact you again to ask where and when it is, the requester can then choose to add it to
their personal calendar from Virtual EMS online).
5. Click Finish.

Wizard Template:

—— Event

Event Name: Advisee Meeting VIP Event: O

Event Type: Meeting Source:

—— Group/Contacts

Group: Chemical Engineering Y] )

1st Contact: Carolyn Bertozzi Phone: - |123.444 5555

T Email Address: | carohn&mit edix

Business Manager: {none)

Room Setup | Biling | Other | Vitual | User Defined Fields

Setup Type: Classroom Style

Setup Court: :

Group Info < Previous Finish
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2. Create a Reservation from the Reservation Wizard P

-

. Ni

1. Select the Wizard button from the toolbar. Wizard

2. Select the date or dates that need a space, input the event time, setup type, setup count, and status.
Optional information includes adding setup time, teardown time, and using any of the search filters. Click

Next.

4 Reservation Wizard E@

Wizard Template:  (none) - Options
Calendar | Selected Dates (0) Location | Features
<< < April 2014 > >> @ search ——
Method: (® Standard () Best Ft  (_) Specific Room
5 M T W T F S i
20 n 1 2 3 4 - Euilding: (ally v
6 7 8 9 10 11 12
13 14 15 16 17 18 19
Room Specifications:
20 21 22 23 24 25 26 Type: (ll) v
27 28 29 30 1 2 3 Hoor: iall) v
- 5 B 7 8 9 10 Setup Type: |all) W
Date Pattem Clear Manth Clear Al Setup Count:
Time Status
Start: 2:00 AN -~ End: |5:00PM - Status: Corfirmed W >
Time Zone: Mourtain Time v

Setup,/Teardown
Use Default: Minutes Setup: [ Teardown:

Cancel Feset

e Standard Search will return all spaces that are available for all requested dates.

e Best Fit Search is best used when trying to find a single room for a recurring date pattern.

e Specific Room Search is used when there is a specific space that is needed and you know it is
available.

3. The second window of the Reservation Wizard returns available spaces based on your search criteria
from the previous screen. You can also see conflicts from the Conflicts tab. Select a space by moving it
from the left to the right. When using a Standard Search method you can select multiple spaces if
necessary. Select at least one space and click Next.
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- Reservation Wizard E\@

Wizard Template: Options

Available | Corflict (68)

Available (40) Room Description Building Min Capacih » Selected (2) Room Description Building
“TheatreALL “Theatre ALL FAC 150 Conf 1 Conference Room 1 UNION
AllCC Al Clay Courts TFH 0 CR3 Conference Room 3 PL
Balcony Balcony PAC
cc Clay Court 1 TFH
ccz Clay Court 2 TFH E
cc3 Clay Court 3 TFH
Class 101 Classroom 1071 UNION 2
CR1 Conference Room 1 FL 0
CR2 Conference Room 2 PL 0
DTCY Deco Turf Court TFH
Fitness Room Group Fitness Room  TFH
Green Rm Green Room PAC
Gym - West Gymnasium - West TFH
J-310 Conference Room 310 JEFF 10
M-201 MDSN 201 MDSHN 0 v
< il R i ” >
< >
Cancel < Previous Mext >

4. Complete the reservation by indicating the event details, the group sponsoring the event, and other
critical event information in the tabs along the bottom. On the Virtual Tab, search and select the Web
User and Web Process Template that applies to that user(Examples: Staff or Faculty = Staff & Faculty
Space Reservation, Grad Student = Grad Student Space Request Form, Ugrad Student = Undergrad
Student Space Request Form). This will add their reservation to Virtual EMS online so that they can view
their reservations and don’t have to contact you again to ask where and when it is, the requester can
then choose to add it to their personal calendar from Virtual EMS online).

5. Click Finish to complete the reservation and transition to the Navigator screen where you will add notes,
services, etc.

Reservation Wizard =] (= [t

Wows Terpbes Opters

Evert Nave ~ VP Evern Voo Corfemnce

Everz Type Hewmrg v Source Wiale Up

Foom Seon Bleg | Oher | Wiusl | User Defined Relde

oo Type delnd) v

Conces Provious Fruh Page 5 of 22
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3. Add Facilities or Other Resources to an Event

1. Select the folder for the appropriate date and location that you would like to add resources to. Making sure

that you are on the booking and not the Reservation top level.

- EMS Campus 40 - {Navigator - Sl (Reseristion No 10 g Ne. 2040
e 40 M e N e S SN
& File Settings  Feservaticos Reports  Bilisy  Cosfiguition  Academic Planning

-

™~ 3 » k/\ 3 u E} -~

Syitem Adwenatration

8

[

Window  Help -8 %

- 9 O

Book Calendar Wamd Nawgator Browser Weh Resenvdtions Grougs o Requestors Email  Academic Biowses  Acadensc Book Manage Terms . Dashbosrd  Manage Senvices
Open Resarvanon  Wew dlerts

M (Feverveson N 1021

Bockng Smdy o Pepedes | O Reswndens 1)
b S22/20% Sun 1245 PM - Dleasioon 305 pper ..y g =

Faaswn )

Da 2014 Sun Evert Ma .
morved 12451 - 1as ' o

Ikstacn - Closwoons 308
Evert 1245 PM - 145 P Net wedkang
T Cassrvos Shyle 1= Web Rogaesdt
20452 otp Cout: B
Categy Service Stwt Bl ] Statw

" Avacteserts (I | 9 Dvmwegs 1) | % User Defned Fekds @ | &) Hatey

Pt Refredn  Settngs

E‘

Faclitias Setup Nokes
Istornal Netes

Media Services
Notes Ontegration]
Pusliz Safety

foam Ohaege

Sodeso Cotening

2. To add new resources, click the New button in the bottom right-hand portion of the window and select the

category of resources that you would like to add for this event.
3. A pop up Resource Window will appear. In my example | selected Facilities.

~.. Facilities

Grouping: (all) -
Quantity: 1.00
Fitter:

I' Resource (19) Price

Serves >
2 Tier Bar $0.00
60" Round Table $0.00 8.00
&ft Table $0.00

Ballroom Chairs $0.00
Cocktail Tables $0.00

m

Easel £0.00
Extension Cord $0.00
Ficus Trees £0.00 T
Flip Charts $0.00
Folding Chairs $0.00
High Tops $0.00
Overtime Charge  $0.00

o SR IE SRS
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4. Select the item that you would like to add, insert the quantity in the quantity field, and click Select to add
the item to this event. Close the popup window when you’ve finished adding resources for that category.
If you need to add new items to an existing folder of resources, select that folder from within the room on

the left side of the Navigator. This will allow you to either edit existing resources that have already been
scheduled or add to items into the existing folder.

5.

Seopdtuste’s Liarmmocs frissengtion e Fockoes Summary o Propedies | 8 Siling Fefernce Nurber Alocation | 5 Lser Defired Fieids 0} | &) Mstory
¢
A/272014 Tha T Faciitins a
¢ UNION - Cond 2 By No
¥ = 2 Free
330 PM - Cord 2 y Cordirmed
FM - Corf 3
M - Cont 2
PM - Corf 1
Foew
Em
Quen: 2o " Zrice e =R
100 &' Tabie 1 $0.00 Twete
o A Tools
-

To add a note to a specific resource that will be included in the Work Order to Facilities, click on the item as
highlighted above and enter the instructions in the Special Instructions field (example: please place 3 tables

against the wall for check-in). The Notes field is public facing and will show on Virtual EMS online and will
not go to Facilities within the Work Order, usually not used.

4. Approve, Deny, or Cancel a Request From the Navigator:

1. Review the service details added to each room to determine if additional time is needed.
a. Ifyes, add setup and or breakdown time by selecting the folder for that room and clicking Edit
[ ——
EBroadcaners Corference Faservaton Ho 283961 " Atacheeres (1) M Drawengs X User Defred Fisicn (0} & Hatony
b W Booking Summary o Propesties 3 Refarence Number Alccason ¥ Remncers () Comments (0)
4732004 Thu T M £y
330 PM - 730 M -
4.00 PM - 7.00 PM e
Conderwexcn Outioos
M2 0
New
2 o'y Start & {3 Wi o
00 Aoproved e
] - Tools
.. Rems
= Pt
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Booking | Audit

This Booking has Service Orders Building: Student Union Cpen 6:00 AMto 11:30 PM

—— Booking

mE - : e
s ol w [ o Secoren

Update Reservation Status: [ ]

e 2 |

— Setup

o] o oo e Crtron
Cat C—
Co—

Aftendance:

|Broadcaster's Conference

|Conference ] |

EMS Regics® URL: |

Booking Mo. 387072

2. Review the events scheduled in rooms around this request and determine if this request is suitable.
a. Right click on the folder for the specific room and select Go To Book
b. The booking will be highlighted with a red outline in the Reservation Book. Double click on the
booking to return to the reservation in the Navigator window.

o7 File Settings Reservations Reports Billing  Confi i em Ad Help
9 9 9

QL8 0 B @ @ B B =

Book Calendar Wizard Navigator Browser Groups Manage Services Manage Terms Dashboard Web Reservations Academic Browser Academic Book Email EMS Glance Settings

Open Reservation  View Alerts Print  Refresh  Settngs

-l Broadcastecs Coference (Reservation No. 283%6) 7 Machments () # Drawings (0) % User Defined Felds (0) | O Hatoy"
M Bocking Summay © Propeties | 5 Bilng Referance Nurber Alocation | G Remnden(®) | €2 Comments(0)

Date 47372014 Thu Evert Name: Broadcaster's Conference
'] Ragervad:  3:30PM-7:30PM  Location UNION - Cord 2
400 PM - 7.00 PM Evert Type  Conference
Add To Personal Calendar . Conference Suu:“ Confirmed
|4 Pemonn : b 387072 Sep Court: 0
., Room O Send Invitation

0] Seb.p N

- 4’1'2014 n

-yl 4420145 Tools
B Wi YA2004F

New

Confirmation
Banquet Event Order

Add Reminders And Comments by Service |Start End  Reviewed  State

GoToBoak Jfpment (none) Approved
Expand =1 {none)

pel  (none)
Collapee o (pone)

s SetpNotes (none)
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Building: Student Union - |View: Dally - | Print Time Zone:  Mountain Time
Date: 4/3/2014 Thu - Today Day 4 » Week 4 ¥ | Month 4 » Year 4k
Filter Thursday, April 3, 2014
Rooms {14) Capacity 7 8 4] 10 11 12p 1 2 3 4 5 6 7 8 2] 10 1A

Student U Cpen 6:00 AM to 11:30 FM

COlzssroom 107 2-50

Clzssmoom 702 2-25

Conference Room 1 5-40

Conference Room 2 5-25 = [roadcaster’s Corference e

Conference Room 3 2-40 -B‘nadcasta’s(:nrfm -

Conferance Boom 4 2-30

3. Select the Reservation level of the reservation. Click the Change Status button located on the right side of

the Navigator window.

Cpen Leservabon  Wew Alerts

Navigator - DEA Meeting (Reservation No, 36723) =

[i=i |Q

Pt Refeghy | Setinge

UEA Hostng Reservaton No. 357231 Cossnants {1) T achyrerts M) " Uner Defiome! Fisiths {1) B Trensactons 1) <) Hatoy” €' Ervgie ()
{ L 23 .;: 310 Fmsacsston Sommasy < Propertes © Blng Refamnce Nurber Alocmon & Raminders )
14 Toe 230 u214
I DEA Meeting Edt
) AAA Colord Narw Fasepurst e
Heather Hdde inanc)
i 303-456-1231 Nodire Oharign Soatise
i 6723 Jumon Sank
. Updste Prcng
i
t
i
i
1)
i
e hew
f =
! ¢ Edt
N Date Aot B sk, Event Svertt Vyom a0
| W AN/2014 Tue DEA Meetng Meetng e, Smgest Liedetn
B wl AM/2014 Tue \ DEA Meetrg Mesing few e mst ook
N
] Detads
u
| Corfematon
|
Recork Cose
|
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4. Choose the appropriate status for this request and mark the Send Confirmation if Successful checkbox.

(Reservation No, 734) - Change Booking Status
Status: Corfimed| v | Cument Reservation Status: Confimed
Update Reservation Status: ]
Send Confirmation f Successful:  [¥]
L
| Cancel | Ned >

5. Select the individual bookings that you would like to change (screen show below). Click Finish to change the
status and immediately transition to the Confirmation window.

[ 4
(Reservation No. 734) - Change Booking Status

elect Bookings
Date . Weekday Start End Building Room Event Status Service Orders

8/24/2012 Fn Fiday 1:00PM 2:00PM DEN 02.110 Organizational Meeting Confimed  Yes

Hide Cancelled Bookings: ||  Hide Old Bookings: [¥] l Select All | l Unselect All l
Cancel [ < Previous ] [ Finish ]

| =
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5. Send a Confirmation Email
1. Select the Reservation level of the reservation. This is the top layer in the left-hand pane of the Navigator.
2. Click the Confirmation button on the right side of the Navigator window.

Nawvigater - Red Gioss Club Open Meeting (Reservation Na. 24101) {8colong No. 3395281 = g
Ope) s aon  Vew ey e Aefe  Settvgs
e Crmen 0 Opn Nating i Comwerts © M schaerts [X T — T User Delered Fekds ) © Helte
W01 Wed 330 AN - e g v Foste € Garwes Ladgwr Mocaton W Neveoes O
1107012 Wed Fad Crman Dt Open Mestng i

030 AM - 1200 "M UNION - Caed 1
; M- 1130 AN

3. Do one of these things:

a. Select a pre-configured confirmation from the Setup: dropdown menu in the top left corner of the
window.

b. Visit each of the tabs (Date Range, Buildings, Categories, Statuses, Options, & Email Options) to
select the appropriate information for this reservation. See screen shot below. Once individual tabs
are set with your preferences you can Memorize (Save) the confirmation to use it again without
having to set preferences on each tab.

- Confematon S e
Sclp (user speched) » | Memocae Cptons

Oaste Range | Buddngs | Categones | Statuses | Cptiens | Emat Octons

Depantrant Dean Evars § Assooates, Inc -
Reservation ID 734

Bookang ID

Qaang Date 8242012 -

Endng Date 8/24/2012

Use Specic Tmes
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Contirmation - Internal Confirmation ) faim

St Interead Confemalion - Eot Copy  Werd Merge Setips Optorms
Dato Farnge  Duddrgs | Catagoses | Sistuses | Optorn | Ervad Optiore

Dagartrect

Reservaton |0 «“m

Bogkrng 0

Satng Dase 1957813 -

Ending Diste n -

o Specic Troven

Ocon Bt Copes To Pirt Frre e Provew

4. Click Print Preview to see the confirmation. Review the preview for accuracy.
5. Close the preview and click Email to send the Confirmation Email.

6. How to Edit a Single Room Booking in a Reservation (time, cancel, location, etc):

1. Select the specific room from the folder list along the left side of the reservation window.
2. Click Edit on the right.

Reserve «» Manage « Oprimize

Broadcaners Corfecence Faservaton No 283961 " Mtachemeces () 38 Drawengs @) T User Defired Fioion (0} &) Hatony”
- Wi Booking Summary o Propesties T Bling Reference Number Alccaion ¥ Remnzers () Commerts (0)
ol
TRy X d f Date A/3204 Thu =T roadcaster’s Corderence Ede
BN 2/3729%4 The 3 30 P Cord 2 R 3:30 PM - 7:30 PM et UNION - Coed 2 S
Sy g p— 4.00 PM - 7.00 PM Cortrroecn m—n
Facities Candewn Cont i Octlook
acies o0
Personne .72 0
Room Charge
. Sebup Notes
w 034 Thy 33
N 2
v
New
E < ~ - = < Em
Category Seryce Stant &nd Reviewed Sate
AY Eqapoent (norw) Aoproved Dewse
Facites nore Tools
Persore nore
Room Charge {nore Rems
SehoNotes  (none Pt
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3. Use the edit booking window to change the event time, edit the reservation time to include
setup/teardown, change the status of the individual room, look for a new location for the individual

meeting, etc

Booking | Audt

Thua Bocking Mae Servce Owders

Boaking

Datw 47272014 Thu

10PM

Cord 4

4:00 PM . to (700PM

Broadcaster's Corference

Corfarence

7. How to Edit Multiple Room Bookings Within One Reservation or Add Services to Multiple
Room Bookings Simultaneously

1. If you need to make changes or add details to multiple bookings within a single reservation then you can use
the Wizards that are available within the Tools menu. Please see page 112 and page 148 of the EMS User
Manual for definitions of each Wizard

Page 13 of 22
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File Settings Reservations Reports Billing C System Admini: Window  Help

LN il - W O

Wizard Navigator Browser Groups Manage Services Dashboard

Open Reservation  View Alerts

| -l DEA Mecting (Reservation No. 36723) || I
S OSiws:aidd (1 Boohm Sum-ay
.l 4/8/2014 Tue 230 PM - 3-310 ‘
@- |4 AV Equipment Date 4/8/2014 Tue
) |4 Room Charge Reserved 2:30 PM - 6:30 PM
=M 4/8/72014 Tue 230PM - U214 Evert 300 PM - 6:00 PM

[+ 4 AV Equipment Setup Type  Conference
8- 4 Room Charge Booking No . 353814

Resource Inventory Confiicts
Edit Charges

Edit Counts

Apply Reservation Discount

—— Reservation

() Copy Resarvation Copy a Reservation.
—— Bookings

(C) Change Booking Date/Time Change Booking date and.or time information.
() Change Booking Status Change Booking status.

() Change Rooms Change Rooms on Bookings.

(") Change Miscellaneous Booking Information Change miscellaneous Booking information.

() Move Bookings Mave Bookings to a new or existing Reservation.
(") Copy Bookings Copy Bookings to a new or existing Reservation.
—— Booking Detailz

(") Copy Baoking Details Copy Booking Details to existing Bookings.
(7) Add Booking Details Add Booking Details to existing Bookings.
() Delete Booking Details Delete Booking Details from existing Bookings.
— Booking Deetail tems

() Add tems Add Booking Detail tems to existing Booking Details.
() Delete tems Delete Booking Deetail tems from existing Booking Details.

Cancel
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8. Review the Facilities and Facilities Setup Note information

1. Select the folder for the appropriate date and location that you would like to review. Click the + beside the
folder to see the Facilities and Setup Notes folders. If these folders don’t exist then there isn’t any Facilities

or Setup Notes associated with that particular room.

Navigator - New Member Forum (Reservation No. 29225) (Booking No. 388259) El@
Print Refresh | Settings

ot

Open Reservation View Alerts

=1 New Member Forum (Reservation No. 29225) L2 Comments (0) 4 pttachments (0) ! Drawings (0) :_ User Defined Fields (0) &) History®
_J mmsmm-msz \/JI Booking Summary 4+ Properties & Biling Reference Number Allocation & Reminders (1]
- acilities
- | Setup Notes Date: 572014 Wed Event Name: New Member Forum Edit
Reserved: 5:00 PM - 7:30 PM Location: LINC - L-152 —
Event: 5:00 PM - 7-:30 PM Evert Type:  Meeting Confimation
Setup Type:  (none) Status: Confirmed Outlook
Booking Mo.: 388259 Setup Count: O
New
Edit

Category |Service Start End | Reviewed  State

Fadlities (none) Delete
Setup Notes (none) Tools
ltems

Print

2 Records Close

2. If the folder doesn’t exist, select the Booking and Click New to choose the folder (Facilities or Facilities Setup
Notes) that you want to add to the room.

- Nirigator - New Membes Forur (Reseevation No. 20225) (Booking No. 388259) [ A =
T v Al ta Pront - Fsfrests | Sstirge
Hew Mevboer Forien (Resersiben ho_ 23237 S— Aiachmerts P — %" Liner Defoad Finkds 1 O Hamy
J SR20E Thy S00PN LR W Bovkn; Sawvary o Frogetes T Biing Refemrnce Mharber Niocater @ Reswrden M)
' Setp Nedes
S/W2014 Thw t Ny New Momdser Forom v
500 PM - 730 PM LING - Li52 =
500 PM - 730 P'M Mecting Cordurutien
sy ' Comr ey Outbooh
IBRI5Y < 0
T
o o v . =
o) NotEs: fiane Teicie
Tooke

coe
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3. To add new resources to an existing folder, select the folder and click the New button in the bottom right-
hand portion of the window and select the category of resources that you would like to add for this event.

- Navigator - New Member Forum (Reservation No. 29225) (Booking No, 388258) P

(TR EER Ve Alerty Pt Refresh | Setses

) New Member Fonm Faservaion No. 29225) i Facites Summany | o Prpetien | 5 Biing Faelwence Nurber Alocatn 5 U Dwlned Felce ) | &) Hatory

S W /32008 Th SO0 PN - LIS2

|
* Cate S/a/2014 Tha Camgony  Foctlities [
53 5 Notes rr L'I'( - L-152 Rave No Prrs
R Confamed

Sequence  Resource  Quardty  Prce
00 § Table J .0
v 200 Cwaes 30 $0.00

Soech Insfructions

4. A pop up Resource Window will appear. In my example | selected Facilities.

Resources | Packages
Grouping: (ally
Cluantity: 1.00
Filter:

Resource (7)
& Round Table
& Table
8" Round Table
8 Table
Chairs

Podium

Signage
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5. Select the item that you would like to add, insert the quantity in the quantity field, and click Select to add
the item to this event. Close the popup window when you’ve finished adding resources for that category.

6. If you need to add edit items in an existing folder of resources, select that folder from within the room on
the left side of the Navigator. This will allow you to edit existing resources that have already been

scheduled.
El::):x:mo': Conderence (Reservation No. 22356} | & Fackes Summay | o Propaies | 8 Biling Refermnce Nurber Alocation | . Liser Defined Fedds 10} | &) Mstory
& e e e e
- e Howe a7z nu deer,  Facltms Ed
% 4 We oy : || tecation  UNION - Cond 2 Faviewod No -
- oo R Aol 3 BT Cordumed =
M 4320148 Thu 330 FM - Cord 2 | m
i AV Equpment ]
i N Focites : |
Farsornel H
y Foom Dharge ! !
il Setup Notes |
bl 4372014 Thy 330 PM -Cord 3 H
a ]
B 442018 5 230PM - Cont 2 i
v gl 4472014 Fx 330 PM - Corf 3 i
b
|
| N
{
! = S = Em
1 Seguerce  Resourte Quantity Frice  Mates Specs Instructons
| 100 & Table 1 90.00 Doite
i 200 & Tatse 1 $0.00 Tooks
| 00 Chars 10 40,00
]

7. If there are special instructions that should be included in the work order for a specific item, select that item
from within the specific folder, click Edit, and add the special instructions to the Special Instructions text
field.

Resource | Audit

Resource:

Cuantity: 3.00
Sequence: 100

Time In Use: Reserved Time

Notes:

Special Instructions:

Intemal:

Pricing
Pricing Method: i w | Unit Price:
Discount Percent:

Reservation Discount:
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8. If there are general notes about the event that should be included in the work order add a Facilities Setup

Notes folder and enter the information into the text field.

9. Prepare the reservation for integration to TMA

After reviewing all event details and making sure that the reservation time, event time, Facilities, and Setup Notes are
accurate. Take the following steps to prepare the reservation for integration with TMA:

1. Select the Reservation level of the record (top level) and visit the User Defined Fields tab.

- Navigator - New Member Forum (Resarvation No, 26225) i ek
Open Resarvabon  Wew Nerts Prent Refesh | Settngs
TNew Member Forum (Reservanon No. 29225) Commerts ) eachments () | % User Delined Feids () | (9 Trwrsactons £ | &) Hato | € Emaids [
£ 0018 Tho 500 PM - 1152 - .
- - E'." ;lh' 00 PW - 1152 Feservation Summary o Propates T Bling Refeence Number Alocation & Femndas ()
raciies — _— - — —_—— — AEEEICEEE IS S AR —
¢ € Table () Evert Nav Mew Mosber Fonm
Chars (103 Phi Nipha Dalla- Pre Law Conflemed Coremzton
i vanoe

Setup Notes
Bryan Peck Cange Satus

Ede

Update Pricing

New
Ex

Date St Ena Suddng Room Event Event Type Status
Delete

014 Thy 5:00PM 7:30 PM LING 152 New Member Forum Meetrg

Tools

Detals

Corfrmaton

Cose

2. Click ‘New’ if the event is large, 2 or more rooms that require services from facilities, this determines
that it will require its own project in TMA. Click the ‘New’ button and Select Complex Event from the
Field dropdown menu. Select “yes” from the Value dropdown. This will group all spaces/rooms
associated with this reservation and group them together for facilities so they know all the spaces are

affiliated with one event.
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= Hyoygotm - Craguntion Test [ Mo 38)) o e
Qpas flessrcaten  Vew Alerts Mo Rebesh | Settegs
¥ Gududen Tet Fesrvason to 353) Fessovaton Sy | ¢ Progeses | 6 Rewnden 8 | * Comvemn i | < Aoaomense iy 5 e Detnad 5035 (2 11 Saveaceons @) | &) e’ | @ Evais @)

o 21200 Sat 700 AN - Maght Aadtomr - -
: Facling e Fiokd o [
Facites Setip Noves X0 Comples Svert Yoy =
) Pk Salery X Trasen Epare Maraganert Mce .
4 Sodexs Cdwmrg Lrante
WS008 Sat 700 AM - Neadhan\Nelesey 'm

| Focdtes
, Facites Setip Tt
e Selty
) Sodeco Catwmg
W V210004 Set 310 AN - K Lawn
Facites
Facites Seip ficws
Pudic Salaty
4 Sodexs Caemg
S2Z27%00 Son T8 AM - Kreght Audtonsy
TO0 AM - Needran Welasiey A

User Defined Feld | History | Audit

Field: Complex Project

3. Click the Attachments tab at the Reservation level and the individual booking levels to check for
attachments. If there are attachments, review what they are. If the attachments are a Room Setup
diagram or Event Logistics, then click the attachment and select ‘Edit’ to specify the type of attachment
itis. All Room Setups and Event Logistics attachment types are sent to WebTMA and included in the
work order for facilities, so you must specify the attachment type if facilities needs to be aware of this
information.

***Please note: as reservations get closer to their date, please check back to review facilities services
requested, facilities setup notes, and attachments on the service order
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=, Ravgater - Gradustion Test (Reservotion Ne. 553) {Bocking Ne. 20404)
Open Reservation  View Merts

. Grssuston Test (Reservation o 353 ¥ Bookng Surrrmy | & Frop IG' dare 0} | ) Car [~} £ Atacheerts (1) # Drawoge 51| % Lo Defvnd Fiskia
o gl 62172078 S 700 AN - Kogrt Aviodun - T T Mot
v 6721/2014 S5t 700 AN - Noedham/Wellodey Aim s - > =

2172014 Sat 5,00 AM - Xnight Lawe

2 22/2014 Sun 700 AM - Krvght Audtorum
: 6/22/2018 Sun 700 AM - Needram Wedesiey Am
3 £/22/2014 Sun 300 AN - Kraght Lins

Category
Fackien
4 Facktes Setup MNoe:
4 Publc Safety
Sodexs Caterng

.

4. Once the Work Order is created in WebTMA, you can view the Work Order Number and Status assigned
to each space. Click on a space/room in the left hand pane in the Navigator window and then click the
User Defined Field tab, the Work Order # and Work Order Status fields will be auto-populated from

WebTMA.
<. Navigator - Gradustion Test Rasenation Ne 9531 (Boeking Mo, 200060) o= 8
Cpen Reservation  View Alerts fret  Refresh | Settngs
| Graduston Test (Resarvaton Ne 353 W Beoking Summary | @ Prcetes | G A @] G wl £ a (1) B Crawnga | & User Dslned Felce (1) | &) Hutowy”
o Wl /Z1/2018 Set 700 AN - Krnght Ao - ——T e
5 O B/21/2018 St 700 AM - Neadhan/\Welodey i Stin g e New
i |y Facltes -3
£ 4y Facites Setup Notes Work Order Number and Work Order Status field will
§- L Publc Satery auto populate here - e
VoL Sodee Caevyg
ool 212004 Set 500 AM - Krsght Lswn
Y

6/22/2018 Sun 700 AM - Keught Aodtonum
‘ 6/22/2018 S 700 AM - Noedhan Welesley Rm
3 B/22/2014 Sury 590 AM - Kroght Laseey
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10. Open a Request from the Dashboard:

1. Open the Dashboard button to review all web reservations and notifications that are awaiting approval.

Dashboard

2. Web Reservations: The left-hand window will display all available statuses and all areas/buildings/views.
Select “Web Request” and select the areas/buildings/views you are responsible for to see a list of new
requests. See screen shot below.

S (15 ~Vew. N Duar v
rarde - Ao N . P -
| Overde - Aoademe Dete (& oo Growp Tyoe 1t Cortas Coert Nayse Evers Troe Fefres”
¥ Feses
JIZEPM Mwne Sooty of Bockhn ASA Sudet Goue  Saler Nosn Weehly Avemm Oy Mocting Meetyg
Tertatwm Holo X > ~ : 2 ~ ¥
v E0EPM  Dwen Evare s Sonccames b Deparyrere Sc=e D2 Mestrg Newtrg
Buddrg (1Y [ Toe—— als 1162 AN Deon Evans and Associstes nc.  Depariment Wrdy Depstnart Maating Neetng
o o of Aasoes . " M5 R " Neetny
& Buidog Acarss Buddeg L :(m :\a; ad llgs\. ey e ?e.ﬂ!va! I-L T % S Rarrng Neethg
2 Buddng N Canter H, 1AM ihr\ 7\-- s fosccidms. n:  Degpertrert Scee Sl Vet Newtrg
v B o Mot House 0 LSEPWM Dean Evans ong Assccistes. o, Deceriment ba pexcice Lunch
Do ~ S T — ot
< )
® Rutiticationy
B Courne tpiates
& Aemincara

3. Double-click on the room request in the right-hand window to open the reservation in the Navigator and
complete any of the actions described above.

Reservation No.. 734

r
= Mavigator - Organizational Meeting (Reservation No. 734) EI@
Open Reservation Print Refresh | Settings
BB J Orgarizational esting Reservation No. 734) 7 Mtachments (1) | ® User Defined Fields (1) | (9 Transactions (0) | &) Histoy | ** Emails (D)
[l 8/24/2012 Fri 1:00 FM - 02.110 | Reservation Summary | 4 Propetties | & Reminders (1) | € Commeris (1)

Event Name: Organizational Meeting Edit
Employes: Johnston, Dean Status: Confirmed
1st Cortact: Johnzon. Dean Event Coor...  (none)
Phone: Salesperson:  (none)

Update Pricing

Bookings (1)
Date Start End Time Zone Building Rioom Evert
v 8/24/2012Fi 1.00PM  2:00PM MT DEN 02.110 Organizatior

Delete

Toals

Details
Confimation

-~

Close
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11. How to Create a View:

1. To create your own personal view of rooms to have easy access to, go to Settings = My Views. Create
or edit a your view by entering a name of the view in the Description field and then click on the Rooms
tab to search and add the specific rooms you prefer to see in your view. Move the rooms to the right
hand pane to add them to your view.

v Foom Type:

Awsiatle (62 « De Sdacted () « Descapoon
Fmtckds Nan St Fynckds Nan St . It Foor Lourge Noth 1t Fr Lausge
R Wam Foom  Eabaom Scabng Pl Yt Poor Lourge et I Lounges
Fogers Fogers P 2 Gaff Sugte 2ved Badvoan
Rourds Rourds 2004 Sty Roorm 2004
Rugty Hanngeon Rugty Pt (e | 200 Sudy Reo 2008
SF Site b Sume Reynokds 45 A8 Corference Fn M5 A8
Seatng Rk Eabaon Seateg Rnd S Confererce 2 Conference Room 2
Scating Firk: Cord | Babreon Skatrg Firs
Suting Rk Corf 2 Babaon Seatrg Aie
S Hutwed Fogers P

Ay Rkt ool

Scemnsors Thaster

PS5 Loungs

Squash Coutt A

Saqueen Coue B

Souseh Coust F fuf] =
'
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