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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. In the 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.  
 

 
 

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’. 

 Standard Setup/Teardown Time = 1hr, but for large and complex events it should be more. 
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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.  
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2. Create a Reservation from the Reservation Wizard 
 

1. Select the Wizard button from the toolbar.  
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. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

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

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

 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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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. 
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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. 

 
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 I selected Facilities. 
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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. 

5. 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. 

 

6. 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. If yes, add setup and or breakdown time by selecting the folder for that room and clicking Edit 
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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. 
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3. Select the Reservation level of the reservation. Click the Change Status button located on the right side of 

the Navigator window.  
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4. Choose the appropriate status for this request and mark the Send Confirmation if Successful checkbox. 

             
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. 
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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. 

 
 
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. 
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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. 
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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 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

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 
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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. 

 

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. 
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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.   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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

 

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. 
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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.   
 

 
 

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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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 
it is.  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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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.   
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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. 

   
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. 

 

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. 
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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. 

                           


