EMS Client User Guide
Uploading Attachments



Open Reservation View Alerts Print  Refresh | Settings

=~ K Test: Training event with EMS (Reservation No. 11719} @) Transactions (2) ‘:) History* £ Emails (4)
@1 - ed 11:00 AM - Mulipumpose 630 + Reservation Summary 4 Properties & Reminders (0} £ Comments (0} & Atachments () ) & User Defined Fields (19)
17 Sun 3:00 PM - Multipurpose 630
018 Mon 8:00 AM - Muttipurpose 630 Event Name: Test: Training event with EMS Edit
h Foor Conference Room, Group: EMS Administrators Status: Pending Approval Corfirmation
1st Contact: Chinua Thomas Evert Coordin... Chinua Thomas
Phone Salesperson:  (none) SEeFeis
Reservation No.: 11719 Everyday User. Chinua Thomas
Update: Pricing
New
Date Start End Buildng  Room Event EventType  Status Edit
@ 8/30/2017Wed 11:00 AM 2:00PM HH Multipurpose 630 Test: Training event with EMS Meeting Cancelled Delete
v 11/12/20175un 300PM  6:00PM  HH Multipurpose 630 Test: Training event with EM5 Meeting Pending Approval Frs
v 10/8/2018Mon  S:00 AM  6:00PM  HH Multipurpose 630 Test: Training event with EMS Meeting Event Completed
B 122018F 730 AM 11:30 AM NB 9th Floor Conference Room, 9.64 Test: Training event with EMS Meeting Pending Approval Details
Confimation
4Records Close

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.
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| Reservation Summary 4 Properties «0 Reminders (0} €} Comments (0) 4 ptachments (0) ¥ User Defined Fields (19)

Description File Name Type Motes Mew
Edit
Delete
View

2) Click the New button to the right.
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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.)

il

Attachment 8 dit 4)
Description: @ |
Type:@ {none) R |

Attachment @ | 113 5) Click the magnifying glass next to Attachment to find the file on
Notes:© your computer.

Select the type of attachment you’re uploading.

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

Display On Web: [ ] ®

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
- vew [ G allow the internal user to see the attachment from the EMS Web
App.
8) Click OK.
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