
EMS Client User Guide
Uploading Attachments



1) From the Navigator, make sure you have the Reservation selected in the left panel and click the Attachments
tab in the upper right panel.



2) Click the New button to the right.



3) In the Description field, enter a clear description of the attachment 
you’re going to upload. (If you upload a file without entering a 
description, the default file name will be used.)

4) Select the type of attachment you’re uploading.

5) Click the magnifying glass next to Attachment to find the file on 
your computer.

6) You may enter any notes you’d like in the Notes field.

7) If you’re uploading an attachment to a reservation for an event 
organized by an internal user, you may select Display on Web to 
allow the internal user to see the attachment from the EMS Web 
App.

8) Click OK.
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