EMS Client User Guide

Using the Reservation Wizard
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1) Click the Wizard button on the menu bar.
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Wizard Templte:  (none) - ons | 2) Select the date(s) you’d like to book as part of
Colnder Seeced Dates 0 @ Locaion Featres your reservation.
epiember = o Tee st . . . .
== —{ s ;t bT w . 2011 - Method: ® Standard (O BestFit () Specfic Room d. Note: |f maklng mUItIpIe bOOkIngS at the
2 2
27 28 29 30 31 1 2 e & - same time, the locations, date and time
3 4 5 6 7 8 9

will be copied across each day you
Room Specticatins; select. You can change those parameters
17 18 19 20 21 22 23 . = - .

| Z] - | after the reservation has been created.

10 11 12 13 14 15 16

24 25 26 27 28 29 30 Floor: [ v]
12 3 4 5 6 7| et [@ ] b. If the date is underlined, this means itis
Date Pattem | Cear Month Clear A Setup Court: listed as a Special Date/Holiday. Click the
Time Status 1
- [ Jeeee  Ee  sme | o i date number to see the Special Date
Time Zone: |Eastem Time w~ | n Ote .
Setup/Teardown
Use Default: Minutes Setup: ( Teardown: |C
Cancel Reset
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Wizard Template: (none) -
Calendar | Selected Dates (0)
<< < September 2017 =

S M T W T F S
27 28 29 30 31 1 2 Search

octob: 2017 > >>
<< < October | Method: @ Standard (O BestFit (O Specific Room
; 4 = E 7 g g 5 _M T F S —
24 -
10 11 12 13 14 15 16 |

L | satvae [ 8 eevee [ B |
17 13 20 21 22 23 g .
O paiy Every week(s) on: |
2 = =i = . = i = © Weekly [ Sunday [1 Monday [ Tuesday [] Wednesday >
Monthl
1 2 3 4 5 6 7 22| O Mortry [] Thursday [] Friday [ Saturday v
29 ~
Date Pattem Clear Month Clear Al e Cancel :I
| e e — - S . S §
Time -
Time: Status
s [ Jeeew[  Joe
Time Zone: |Eastem Time w |

Setup/Teardown
Use Default: Minutes Setup: 0 Teardown: 0

Cancel Resst

3) (optional) To set recurring bookings, click on Date Pattern.

4) (optional) Set your Start Date and End Date for the recurrence and set the frequency within
the date range.
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5) Set the start and end times for the booking(s).
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Wizard Template:  (none) - Options 6) Set the beginning status for the reservation.
Calendar  Selected Dates (0) Location s Note: refer to the Status Workflow guide for
<< < September 2017 > >> @ Seard - information on statuses.
Method: ® Standard () BestFit () Specific Room
5 M T W T F 5
27 28 20 30 31 1 2 Buiging: | (al) hd . . .
7) When searching for a location, you have multiple
3 2 3 ] 7 8 9 .
R options:
10 11 12 13 14 15 16 o1 g .
’ Room Speciications: * Standard: allows you to select a building and will
17 18 20 21 22 23 : . .
e Tpe: [l ¥ allow you to choose from all available locations
#o» w78 B 3 fer v at a later step.
1 2 3 4 5 i 7 - " . .
Setup Type: [l | * Best Fit: allows the system to generate a list of
e dear Al etve Gt rooms that best fits your selected parameters.
Tim Stat e . .
- @: o[ 5 smm ©| o : *  Specific Room: allows you to immediately choose
Time Zone:  |Eastem Time v a specific room for your reservation.
Setup/Teardown
Lise Default: Minutes Setup: 0 Teardown: 0 . . ere .
o - = @ 8) (optional) To filter by Room Specifications, use these
Cancel Reset Options-

9) Click Next.
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Available  Corflict (46)

Awvailable (180)

BMW 601.01
BMW 603.02
BMW 605.02
BMW 606.09
BMW 608.04
BMW 609.12
BMW 610.04
BMW 612.02
BMW 615
BMW 616
HH 200

HH 201

HH 202

HH 203

HH 204

1 anr

£

Cancel

Room Description

BMW &01.01
BMW &03.02 -
BMW 605.02 -
BMW &06.049 -
BMwW 502.04 -
BMW 609.12 -
BMW 610.04 -
BMW 612.02 -
Training Room
Training Room
Classroom 200
Classroom 201
Classroom 202

- DAR Conference Room

CIHR Conference Room

REC Conference Room

Space Planning Conference Room
Marketing Conference Room

PRI Conference Room

John Jay Online Conference Room
ACPD Conference Room

E15

E16

Second Floor Quad

Classroom 204

—~ e

Building
BMW
BMW
BMW
BMW
BMW
BMwW
BMW
BMW
BMW
BMW
HH
HH
HH
HH
HH

Min Capac ™
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45
45
20

o |[@ ][ =

Options

Selected (0) Room Description

< Previous

Wizard Template:

Available Conflict (46)

Unavailable (46) Room Description
BMW 613 Training Room 613
BMWW 614 Training Room 614
HH 107 Gerald W. Lynch Theater
HH 300 Combative
HH 400 Main Gym
HH 4007401 Main Gym./Aux Gym
HH 401 Aupe Gvm
Details
Date (1) Start End Building

10/18/2017 Wed 730 AM 430 PM  BMW

Cancel

[= @ |[=]
Options
Building Min Capacity Max Capacity ~
BMW
BMW
HH 250 h95
HH 1] 1]
HH
HH
HH bt
Room Evert Group Status 1D

Training Room 613 TLC Recert Division of Professional Studies Corfimed 61988

< Previous

10) Choose a location from the list on the left and click the top arrow to add it to the list. To remove a location from the

Selected list, click the middle arrow.

11) Review the Conflict tab to see a list of rooms that are unavailable and view information on the conflicting bookings.
12) Click Next.
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Wizard Template:

Event

Event Mamg" | h VIP Event:

Event Type! |[none} ~ b Source:

O Video Conference: [

|[not specified) w |

Group,/Coyes
Group: m |
inone

e[

inone

Room Setup  Riling Other  Ewveryday User Applications  User Defined Fields

Setup Type: |[none} e P

Setup Count: l:l

Cancel

< Previous

=1 | <

Options

Finish

13) Enter the Event Name and Event Type.

a. The Event Type will be applied to the entire
reservation. If necessary, you can change
the Event Type for each booking after the
reservation has been created.

14) Enter the group for which the reservation is
being created. When selecting contacts, if you
need to set a temporary contact you can do so
by clicking the dropdown menu next to the

contact entries and selecting (temporary
contact).

COLLEGE
OF
CRIMINAL
JUSTICE




Room Setup  Biling Cther  Everyday User Applications  User Defined Fields Room Setup  Biling  Other  Everyday User Applications  User Defined Fields

Setup Type: |[none} B P Pricing Plan: |[none} ~ P Payment Type:

Setup Count: l:l Biling Reference: @ | | ' PO Number:
Sales Category: |[none} - b Salesperson:

15)On the Room Setup tab, choose a Setup Type for the reservation.

|[none} w |

| | [

|[none} ~ |

a. If necessary, you can change the Event Type for each booking after the reservation has been

created.
b. Enter the Setup Count.

16)On the Billing tab, select a Pricing Plan and Sales Category for the reservation if they are to be

different to the defaults set for the group.
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Room Setup  Biling Everyday User Applications  User Defined Fields Room Setup | Biing | Other | Everyday User Applications User Defined Fields

Event Coordinator: |Chinua Thomas w | Sequence (14}  Field Value Required ~ @ Sat Value
Estimated Event Attendance: l:b 10 Evert Description Yes Clear Value
| 20 VIPs nao

: Standard
Calendar Style: | anea 30 Guest Speakers no
URL: | 40 Admizsion Fee
50 On-5ite Transactions
B0 Funding Source v @
Cancel < Previous Finizh

17) On the Other tab, select the Event Coordinator for the event if it is different to the default set for the group,
then enter the Estimate Event Attendance.

18) On the User Defined Fields tab, complete each field as necessary.
a. Note: an Event Description is required to created a reservation.

19) Click Finish to create your reservation.
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