EMS Client User Guide
Adding Booking Details
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Open Reservation  View Alerts Print Refresh | Settings
- Test: Training svent with EMS (Reservation No. 11713) 4 Mtachments {0) ! Drawings (0) % User Defined Fields {0) &) History*
B 1141242017 Sun 3:00 FM - Multipurpose 630 /| Booking Summary 4 Properties & Reminders (0) . Comments {0)

Date: 11/12/2017 Sun Event Name: Test: Training event with EMS Edit
Reserved: 3:00 PM - 6:00 PM Location: HH - Multipurpose 630 -
Event: 4:00 PM - 5:00 PM Event Type: Meeting Confimation
Setup Type: Reception Status: Pending Approval Outlook
Booking Mo.: 57239 Setup Count: 25

Category Service Start | End Reviewed | State E
Audio Visual Services  (none) Approved Delete
Electrical Requirements  (none) m Tools
Fadlities Requirements  (none) Approved
Primary Entrance - Old  {none) ltems
Public Safety Officers  Elevator Service 3:30PM  5:30 PM Print
Public Safety Officers ~ Check-n 4:00PM 5:00 PM
Room Charge {none)
Room Layouts {none)

8 Records Close

1) From the Navigator, make sure you have the Booking selected in the left panel,
click the New button in the lower-right panel and select the Category you need.
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Resources  Packages

Grouping: | {all)

> |

Fitter: |

Resource (4)
ANS Technician BA 1
AVS Technician BA 2
AVS Technician BA 3
AVS Technician CA

Price
£17.94
g47.09
8h4 53
£30.00

Cancel

Serve

2) A window with the list of Resources will

appear. Enter the quantity you need, click on a

Resource from the list and click Select at the
bottom.

Note: When you select an item, it will be
added to the booking but the window will
not close, allowing you to select more items

if necessary. Close the window when you’ve
selected everything you need.
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