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About Demo Room 05
ROOM DETAILS SETUP DETAILS FEATURES IMAGE

Room Code IACHQ - ER
Description Endeavour Room
Room Type Conference Room
Floor 2nd Floor

Size 300sq ft

Phone 212-314-7300 x295
Required Check-in? No

Allow Check-in X Minutes Before Start of Booking 10

View All Building & Room Details
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View Description

Daily K:CIH H8=:9JA:9 ;DG I=: 8JGG:Cl 96NUH 961: >C 6 A>HI K>.L

Weekly K:CIH H8=:9JA:9 ;DG I=: 8JGG:CI L::@ L::@H 6ALENH 7:<>C DC 6 .JC96N >C 6 A>HI K>:L

Monthly K:CIH 1=61 6G: H8=:9JA:9 ;DG |=: 8JGG:CI BDCI=>C 6 86A:C96G K>:L

/D ;>Al:G 76H>8 >C;DGB6I>DC JH: I=: ;>Al:GH 6ADC< I=: IDE D; I=: L>C9DL

Basic Filters How They Work

Date

~
1

:961: DC L=>8= I=: K>:L L>AA ;D8JH

Time Zone /=:1>B: ODC: >C L=>8= ID 9>HEAG6N I=: H8=:9JA:

/D ;>Al:G >C BDG: 9:16>A 8A>8@ |=: 9GDE9DLC DEI>DC

Detailed Filters How They Work

Locations GDLH: DCAN :K:CIH ;DG I=: AD86I>DC NDJ H:A:8I

Room GDLH: DCAN :K:CIH ;DG I=: GDDB NDJ H:A:8I

Group GDLH: DCAN :K:CIH ;DG I=: <GDJE NDJ H:A:8I

Event Name GDLH: ;DG 6 HE:8>;>8 :K:CI 7N C6B:

Group Type GDLH: ;DG 6AA :K:CIH ;DG 6 INE: D; <GDJE NDJ HE:8>;N
Room Types GDLH: ;DG :K:CIH >C 6 INE: D; GDDB NDJ HE:8>;N
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Locations

BUILDINGS VIEWS

Click to limit

the list to .
+

buildings in Filter By Area T Q

a specific

area select All Buildings

@ New York - 345 Park Ave. (V)

Selected Locations

@ New York - 345 Park Ave. (V)

Click to
refresh the

filters

/D A:6GC BDG: 67DJI 6 AD861>DC 8A>8@ I=: AD86I>E OB8BI>DC :16>AH L>C9DL 6EE:6GH >; NDJ =6K:
E:GB>HH>DCH H=DL>C< 9:16>AH 67DJI I=: AD86I>DC

A>8@>:L AA J>A9>C< -DDB :16>AH ID H:: 9:16>AHE:C9>C< DC =DL NDJG 9B>C>HIG6IDG =6H 8DC;><JG:9 NDJG

(- 2:7 EE 6EEA>86I>DC |=: L>C9DL 86C H=DL K6GN>C< >C;DGB6I>DC 67DJI I=: AD86I>DC >C8AJ9>C< |=: 7J>A9>C
9:16>AH C6B: 9:H8G>EI>DC 6C9 DG CDI:H E=DIDH 6C9 ;ADDGEA6CH >B6<:H 9:H8G>EI>DC GDDB INE: H:IJE INI
DI=:G ;:61JG:H DG 9:16>A:9 7DD@>C< >CHIGJ8I>0EE A« -:H:GK6I>DCH

ems Chicago - 233 Broadway - Conference Room 2

L

OME

< Back

Chicago - 233 Broadway

click tabs toConference Room 2

Tip: /=:'$)& [ (+'/.167 B6N 7: 6K6>A67A: 9:E:C9>C< DC NDJG >BEA:B:CI6I1>DC /=>H DEI>DC
L>ABAADL NDJ ID B6@: 6 G:H:GK6I1>DC ;DG I=>H GDDB *C8: NDJ AD861: 6 GDDB NDJ L>H=ID 7DD@ JH: I=>H
H=DGI8J! ID FI>8@AN 7:<>C |=: EGD8:HH

CNL=:G: NDJ H:: DC 6 GDDB C6B: NDJ 86C 8A>8@ ID :ME6C9 6C9 H:: I=: ;JAA GDDB C6B:

=IIEH HJ88:HH :BHHD;IL6G: 8DB (.51 OH>C<5 (. O0H>C<5 (.52:75 EE  GDLH:5(:CJ 5 GDLH>C<5'D86I>DCH
0E961:9 /=) (6G "l
+DL:G:9 7N
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1>:L>C< IADDG +A6CH

$; NDI&B>C>HIG6IDG =6H 6HHD8>61:EAG0{3 >|= HE681>8= G:FJ>G:H NDJG DG<6C>06I>DC ID A>8:CH: 6C9 >CHI6AA
(. 'ADDG +A6C OI>A>IN=:C NDJ 7GDLH: ;DG HE68: 7N 7DD@>C< 6C BGX>:L>C< AD86I1>DCH NDJ L>AA H:: EABDDG
>8DC C:MI ID |I=: GDDB A>8@ I=: ;EBBBGID K>:L K>HJ6A 9:16>AH 67DJI |=: HEGS:

=@ ems Room Request

New Booking for Thu Jun 30, 2016

Date & Time Selected Rooms
Date Your selected Rooms will appear here
Thu 06/30/2016 ] Recurrence Attendees
Start Time End Time There was a problem accessing the Attendee services

Room Search Results

LST  SCHEDULE  FLOOR MAP

Favorite Rooms only

© Let Me Search For A Room Q
Room Location Flo

Locations Add/Remove

New York - 345 Park Ave. (V) Rooms You Can Reserve

Setup Types Add/Remove @ Collaborat New York
Classroom,Conference,U-Shape Workspace
[+] Collaboration Room 4 New York )

Room Types Add/Remove

Click to view floor
(@l [ coar New York - 345 Park Ave.

plan diagrams
Features Add/Remove

New Y

(none)

Number of People

n Rooms You Can Request

=IlEH HJ88:HH :BHHD;IL6G: 8DB (.51 OH>C<5 (. OH>C<5 (.52:75 EE  GDLH:5(:CJ 5 GDLH>C<5'D86I>DCH 1>:L>C<5!/
0E961:9 /=) (6G "l
+DL:G:9 7N
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'D86I>C< +:DEA:

4DJ 86C 8A>EROWSE PEOPLE ;GDB I=:B6>C (.2:7 EEB:CJID ;>C9 :K:CIH 7N I=: E:GHDC L=D G:H:GK:9 DG >H
611:C9>C< |=: :K:Cl DG ID H>BEAN ;>C9 L=:G: 6 JH:G DG <GDJE L>AA 7: AD861:9 6l 6 <>K:C I>B:

Note: +G:K>DJH G:A:6H:H D; (. 86AA:9 I=>H 'D86I: 6 <GDJE

PTo see all people and groups L=D =6K: :K:CIH H8=:9JA:9 ;DG ID96N A:6K: |=:)6B: ;>:A9 7A6CGL9 8A>8@ ..6G8D
C6GGDL I=: G:HJAIH ID DCAN I=: 7DD@>C<H ;DG DC: E:GHDC DG <GDJE 8A>8@ DCIEBIH:G DG <GDJE

PTo search for a specific person or group :Cl:G 61 A:6HI I=: ;>GHI I=G:: A:ll:.GH >C I=:)6B: ;>:A9 (.2:7 EE L>AA
HJ<<:HI I=: BADH:HI B618= 6C9 I=:C 8A>8@ ..6G8=

Tip: /=:.:6G8=;>:A9 >H CDI 86H: H:CH>I>K: 6C9 NDJ 86C H:6G8= 7N ;>GHI DG A6HI C6B:

Tip: $;NDJG 9B>C>HIG6IDG =6H :C67AABID& +A6C >8DC L>AA 6EE:6G ;DG :68=:K:Cl >C |4Bd 86CL
8A>8@ I=>H >8DC ID DE:C 6 ;ADDG EAG6C ;DG I=: H:A:81:9 7J>A9AD86ICDKA1I6>AH

=IIEH HJ88:HH :BHHD;IL6G: 8DB (.51 OH>C<5 (. OH>C<5 (.52:75 EE  GDLH:5(:CJ 5'D86I>C<5+:DEA:
0E961:9 /=) (6G "l
+DL:G:9 7N
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GDLH: K:CIH +6<: *K:GK>:L

=: -*2. 1)/. E6<: 9>HEAG6NH :K:CIH >C 6 96>AN 9:;6JAl L::@AN DG BDCI=AN K>:L

Tip: /D K>:L 6C9 LDG@ L>I= NDJG DLC G:H:GK6I>DCH 6C9 7DD@>0<HH4DJG K:CIH

=IIEH HJ88:HH :BHHD;IL6G: 8DB (.51 OH>C<5 (. OH>C<5 (.52:75 EE  GDLH:5(:CJ GDLH:5 K:CIH5+6<:5*K:GK>:L
0E961:9 /=) (6G "l
+DL:G:9 7N
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K:Cl :16>AH +6<;

/D 7GDLH: :M>HI>C< :K:CIH ;GDB -*2. 1)/. 8A>8@ DC 6C :K:CI C6B: /=>H H=DLH K:CI :16>AH >C 6 EDEJE

=IlEH HJ88:HH :BHHD;IL6G: 8DB (.51 OH>C<5 (. OH>C<5 (.52:75 EE  GDLH:5(:CJ K:CI5 :I6>AH5+6<:
0E961:9 /=) (6G "l
+DL:G:9 7N
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(6@>C< 6 -:H:GK6I>DC >C I=: (.2:7 EE

Note: DG 6 8DC8:EIJ6A DK:GK>:L 7: HJG: ID G:K>:L
P -:H:GK6I>DCH DD@>C<H 6C9 DD@>C< :16>AH
P -:H:GK6I>DC DD@>C<H .IGJ8IJG:

P 26NH ID (6@: -:H:GK6I>DCH
P DD@>C< /[:BEAG6I:H

4DJ 86C 7:<>C B6@>C< 6 G:H:GK6I>DC 7N 8A>8@>C<I=: - / -.-1/$*) DEI>DC DC I=: A;;I B:CJ DG I=:

book now

7JIIDC C:MI ID DC: D; NDJG G:H:GK6I>DC I:BEA6I:H DC I=: G><=I

ems —_—

# HoMmE

Home

SITEHOME MY HOME

CREATE A RESERVATION

88 My EVENTS
My Reservation Tefmplates
Q, BROWSE
Room Request book now  about

M EvenTs
Rr Self-Serve - Exchange book now | about

):MI 1= G:6l: 6 -:H:GK61>DC H8G::C 6EE:6GH L=:G: (. 2:7 EE L>AA A:69 NDJ I=GDJ<= |=: G:H:GK6I>DC
EGDS8:HHCI:G >C;DGB6I>D{T8AJI>C< 6AA G:FJ>G:9 ;>:A9H JH>C< I=:

ID 69K6C8: I=GDJ<= |=: EGD8:HH

= Ef ems Create A Reservation
* Book A Meeting © ™= Mycart(0) m
(1 Rooms & Attendees 2 Services 3 Reservation DE‘E@\.
New Booking for Tue Feb 15, 2016 The [ e sep |
rese,
Date &Time Room Search Results W Procesg UONI o tnes o wounain Time v
" s wy ho & y,
here g \,/1at
en
‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘ . N

=IIEH HJ88:HH :BHHD;IL6G: 8DB (.51 OH>C<5 (. OH>C<5 (.52:75 EE (6@>C<-:H:GK6I>DCH
0E961:9 /=) (6G "l
+DL:G:9 7N
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Specify When & Where

/D HE:8>;NWhen H:A:8196I:H I>B:H G:8JGG:C8: DEI>DC6A 6C9 IOBC: ;DG I=: G:H:GK6I>DC >C I=: JEE:G A:;l
E6C:A

/D HE:8>;NWhere >C ADL:G A:;l E6C:A H:A:8l

P Let Me Search for a_Room

*

P | Know What Room | Want

Tip: '>Al:GH >C |=>H ADL:G A:;| EBKEADJ C6GGDL NDJG -DDB .:6G8= -:HJRHC NDJ 8A>8@earch
G:HJAIH 6EE:6G DC I=: G><=| IGDB I=:H: G:HJAIH NDJ 86C K>:L :ME6C9:9 -DDB 7R-8%*+8@>C< DC |=:
GDDB C6B:

'D861>C< HEG8: 6H E6GI D; I=: G:H:GK61>DC EGD8:HH >H 9>;;:GG&DI1#6C< AD86I>DCH

See Also: Searching for Rooms

Tip: *C8: NDJ =6K: :HI67A>H=:9 :6KDG>I(H2:7 EE JH:H I=:H: EAJH I=: E6GEB:I:GH D; I=: 7DD@>C<

I:BEAGI: >C JH: ID ;>Al:G NIMI6G8= G:HJAIH L=:C NDJ JH: Itet Me Search For A Room DEI>DC /D

:ME6C9 NDJG H:6G8= G:HJAIH 7:NDC9 NDJG ;6KDG>I:H 9: H:A:8l |=: |6KDG>I: GDDBH DCANB&=B@IDM DG
Remove C:MIl IDLocations.

& Let Me Search For A Room Q

Locations % Add/Remove
(all)
Floors Add/Remove
(all)
Setup Types Add/Remove

(no preference)

Room Types Add/Remove
(all)

Features Add/Remove
(none)

*C8: NDJ =6K: AD86I:9 6 GDDB ID G:H:GK: 8A>8@%-:

=IIEH HJ88:HH :BHHD;IL6G: 8DB (.51 OH>C<5 (. OH>C<5 (.52:75EE (6@>C<-:H:GK6I>DCH
0E961:9 /=) (6G "l
+DL:G:9 7N
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o
>8DC ID 69B=: 7DD@>C< ID NDJG 86GI| 4DJ 86C 9:A:l: DG 8=6C<: |I=: GDDB 7:;DG: ;>C6A>0>C< NDJG -:H:GK6I>DC

/>E .:: AHD
P DD@>C<1>9:D DC:;G:C8:H
P DD@>C< (JAI>EA: -DDBH

/=:C H@>E ID .I.E

Specify Who & What

$CI=: II:.C9::H 6G:6 C:6G I=:8:Cl:G D; I=: H8G::C HE:8>;N =:698DJCI 6C9 61I:C9::H

=Bl ems Manage Bookings

< Exchange Event (27995)

Edit Booking Update SubjecuMessage & Notiy Atendees

*Event Detalls Attendees

‘
P If your organization uses EMS for Outlook NDJ JH: I=: 11:C9::H H:8I>DC ID 699 DG G:BDK: 611:C9::H

6C9 H:C9 |=:B >CK>16I>DCH DG CDI>;>86I>DCH 1I:C9::H 86C 7: >C9B&>23821A>HIH DG <GDJEH /D H::
L=D >H >C 6 B6>A>C< A>H| DGMEGLME>l/=>H;:61JG: A:IHNDJK>:L 611:C9::H 6K6>A67>A>IN 6C9 699 DG
HJ71G68I I1=:B ;GDB I=: :K:Cl

P If your organization does not use EMS for Outlook NDJ H:: 6 A>HI D; (. 2:7 EE JH:GH 6C9 <GDJEH 7JI
NDJ 9Dnot H:: 6 86A:C96G <G>9 H=DL>C< |=:>G 6K6>A67>A>IN

Concept: 99>C< 61I:C9::H ID 6C :K:Cl >H 9>;;:G:Cl I=6C 7GDLH>C< E:DEA:
IDG 9:16>A:9 >CHIGJ8I>DCH DC JH>C< |=: -*2. +*+' DEI>DC ;GDB I=: B6>C B:CJ
See Also: Searching for People

Tip: $; 6K6>A67A: H:A:886tup Type >; 6K6>A67ADG I=: G:H:GK6I>DC |=>H 6HHD8>6I:HHAGHD>HN 6C9
;:61JG:H L>I= 7DD@>C<H

*C8: NDJ 8DBEA:l: 6AA G:FJ>G:9 ;>:A9H DC I=>H 167 8A>8@

>C |=: JEE:G G><=| 8DGC:G

=IIEH HJ88:HH :BHHD;IL6G: 8DB (.51 OH>C<5 (. OH>C<5 (.52:75 EE (6@>C<-:H:GK6I>DCH
0E961:9 /=) (6G "l
+DL:G:9 7N
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Choose Services

Concept: /=>H >H 6C DEI>DCB6A ;:61JG: 76H:9 DC I=: 7DD@>C< I:BEA6I: NDJ JH:
.:GK>8:H >C8AJ9: GDDB H:IJE 6C9 I:6G9DLC :FJ>EB:Cl 6C9 6CN DI=:G H:GK>8:H NDJ L>H=ID 6HHD8>6I: L>I=6
GDDB 4DJG 9B>C>HIG6IDG H:IH L=>8= H:GK>8:H 86C 7: 6HHD8>61:9 L>|= 6 GDDB 6C9 L>I= 6C :K:Cl INE:

0C9:G I=: Services 167 >C |=: G:6l: -:H:GK6I>DC H8G::C HE:8>;N 6CN H:GK>8:H NDJ L>H= ID 6HHD8>6I: L>|= |=:
G:H:GK6I>DC >; 6K6>A67A: NIBASBRRIp Services /=::M6BEA: 7:ADL H=DL>C< 6 LDG@HEG68: 7DD @s0i<
9>:::G ;GDB NDJG 69B>C>HIG6IDG H:l[>C<H HJ8= 6H 861:G>C< DEI>DCH 6C9 7>AA>C<

= . ems Create A Reservation i me

* Book A Workspace & ™ My Cart (1)
1 Rooms & Attendees 2 services 3 Reservation Details

Services For Your Reservation [ s JEERT

rrrrrrrrrrrrr

nnnnn

NNNNN

2=:C 8DBEA:l: 8A>8@

>C |=: JEE:G G><=| 8DGC:G

=IIEH HJ88:HH :BHHD;IL6G: 8DB (.51 OH>C<5 (. OH>C<5 (.52:75 EE (6@>C<-:H:GK6I>DCH
0E961:9 /=) (6G "l
+DL:G:9 7N
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Add Reservation Details

/=: -:H:GK6I>DC :16>AH H8G::C ;>C6A>0:H >C;DGB6I>DC 67DJI NDJG G:H:GK6I>DC $CK>161>DCH ID 7DD@>C<H 6C9 6116
7: H:CI ID 6AA 611:C9::H /=: :M6BEA: H=DLC 7:ADL B6N 9>;;:G ;GDB NDJG >BEA:B:CI6I>DC

DBEA:l: 6AA G:FJ>G:9 >C;DGB6I>DC 6C9 8A>8@

Save Reservation Details

6C9 I=:C

Create Reservation

Tip: /D 699 I=: G:H:GK6I>DC ID NDJG *JIADD@ 86A:C96G 8A>8@ I=: 99 I=>H G:H:GK6I>DC ID BN 86A:C96G DEI>
I=: 7DIIDB D; I=: L>C9DL

Concept: (.;DG*JIIADD@Q >H 6C DEI>DC6A :MIG6 8DHI EJG8=6H: $; NDJG DG<6C>06I>DC =6H
EJG8=6H:9 >| |=:®IDJ L>AA H:: I=: (. EAJ<>C >8DC >C NDJG *JIADD@ 6EEA>86I>DC 4DJ L>AA 6AHD H
699>1>DCB6A ;:61JG:H 6C9 ;JC8I>DC6A>IN >C (. lJGI=:G 6CNL=:G: I=61 NDJ H:: E:DEA: DG <GDJEH >C

(- NDJ L>AA =6K: 688:HH ID :K:GNDC: >C NDJG DG<6C>06I>DC H :B6>A 961676H: L=>8=>H HIDG:9 >C
M8=6C<: ..GK:G /=>H B:6CH |=61 NDJ 86CH:: E:DEA: H 6K6>A67>A>IN *JI D; *;;>8: JHN $C 6

(::I>C< :18 H:C9 I=:B :B6>A >CK>161>DCH DG CDI>8:H 6C9 699 (. :K:CIH ID NDJG *JIADD@

86A:C96G

=IIEH HJ88:HH :BHHD;IL6G: 8DB (.51 OH>C<5 (. OH>C<5 (.52:75 EE (6@>C<-:H:GK6I>DCH
0E961:9 /=) (6G "l
+DL:G:9 7N
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* Book A Workspace @ = My Cart(1) w

1 Rooms & Attendees 2 Services 3 Reservation Details

Reservation Details

Event Details

Event Name * Event Type *
Ryan's workspace for Jan 12, 2016 Hoteling

Comment

Calendaring Details
Subject Show Time As Reminder
Ryan's workspace for Jan 12, 2016 Free v None

Message

0 e

Requestor Details

Group/Employee *

Firstname Lastname v a
First Contact *

Firstname Lastname v a

Second Contact

Frst Contact Phone First Contact Mobile

1112223333
First Contact Emal Address *

email@domain.com

Attendee Attachment

Participant Instructions.docx - 100% -]
Attach AFile | Only one attachment can be sent to attendees per reservation.

Reservation Attachments

User Testing I Progress ign.pdf- 100% &
Attach AFile

Biling Information

Billng Reference PO Number

() Add thisreservation to my calendar.

() 1 have read and agreetothe terms and conditons.

Save Reservation Details

=IIEH HJ88:HH :BHHD;IL6G: 8DB (.51 OH>C<5 (. OH>C<5 (.52:75 EE (6@>C<-:H:GK6I>DCH
0E961:9 /=) (6G "l
+DL:G:9 7N
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26NH ID (6@: -:H:GK6I>DCH

/= (. 2:7 EE EGDK>9:H H:K:G6A L6NH ;DG NDJ ID B6@: 6 C:L GDDB G:FJ:HI DG :K:Cl G:H:GK6I>DC

-:FJ:HI 6 -:H:GK6I>DC

$; NDJAD<<:9 >6H 6 <J:HI NDJ 86C HJ7B>I 6 G:H:GK6I>DC G:FJ:HI I=6] L>AA 7: 6EEGDK:9 7N 6C 6JI=DG>0:9
(.2:7 EEJH:G

G:6l: 6 -:H:GK6I1>DC

A>8@REATE A RESERVATION ;GDB I=: B6>C B:CJ /=:C H:A:81 6 I:BEAG6I: ID HIG:6BA>C: |I=: 7DD@>C<
EGD8:HH 6C9 7GDLH: ;DG 6K6>A67A{A:BH 6C9 GDDBH

DD@ )DL OH>C< 4DJG /:BEAGI:

A>8@ I=book now 7JIIDC C:MI ID I=: I:BEA6I: NDJ EG:;:G ;GDB NDJG =DB: E6<: 6C9 I#GDLH: ;DG
6K6>A67A: I>BIADIH 6C9 GDDBH

GDLH: 6C9 /=:C DD@
A>8@ROWSE B6>C B:CJ

P GDLH: EVENTS /=:C G:FJ:HI 6 G:H:GK6I>DC DG >; 6JI=DG&8=8CREATE A
RESERVATION ;GDB I=: B6>C B:CJ 6C9H:A:8I 6 I:BEA6I: ID HIG:6BA>C: |=: 7DD@>C< EGD8:HH

OR

P GDLH: LOCATIONS ;>C9 I=: GDDB NDJ L6G3C9 8A>8@ ®IN 7A6C@ HADI >C |=: GDDB H 86A:C96G
/=:C H:A:81 6 I:BEAGI: ID HIG:6BA>C: I=: 7DD@>C< EGD8:HH

=IIEH HJ88:HH :BHHD;IL6G: 8DB (.51 OH>C<5 (. OH>C<5 (.52:75 EE (6@>C<-:H:GK6I>DCH 526NH5ID5(6@:5-:H:GK6
0E961:9 /=) (6G "l
+DL:G:9 7N
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Select from your
booking templates to
quickly begin a
reservation.

Bl em

# HoME

@ﬁesevaucn Templates

" Click book now next to the tem plate you )
prefer to begin making a reservation L
Roman's ate ook

o O B

My Bookings

H14,2016  SEARC

Browse first and then

choose open EVENTS [ 0=y previous  Today  Next
available LOCATIONS.

Tip: First Browse and Then Book

/D ;6B>A>6G>0: NDJGH:A; L>I=|=: AD86I>DCH >C NDJG DG<&IHOBISEBCIGN 'D86I>DCH 6C9

+:DEA: 7:;DG: G:FJ:HI>C< GDDBH DG B6@>C< G:H:GK6I>DCH MEADG>C< I=: (. 2:7 EE I=#EHNDJ

:MEADG: 6K6>A67A: HE68: K>:L I=: H8=:9JA: 61 6 =><= A:K:A 6C9 JC9:GHI6C9 =DL DI=:G JH:GH >C NDJG
DG<6C>06I1>DC G:H:GK: GDDBH 4DJ 86C 6AHD :HI67A>HEMNILXBDTCK:CI>DCH ;DG NDJG :K:CIH 6C9
C6GGDL 9DLC NDJG H:6G8=:H ID HE:8>;>8 GDDB INE:H GDDB ;:61JG:H :K:CI INE:H <:D<G6E=>86A 6G:6H 6C
HD DC

Concepts: Booking Templates, Requests, and Reservations

Templates 4DJG(N_88DJCI H:lI>C<H 8DCI6>C G:H:GK6I>DC /:BEA6I:H 8G:61:9 7N NDJ DG NDJG 9B>C>HIG6II
ID HIG:6BA>C: I=: EGD8:HH D; 7DD@>C< :K:CIH -DDBH 6C9 LDG@HE68:H 6G: >C9>K>9J6AAN H:I ID LDG@ L:
K6G>DJH INE:H D; 7DD@>C< I:BEA6I:H 7N NDJG 9B>C>HIG6IDG

Requests vs. Reservations: :E:C9>C< DC NDJG E:GB>HH>DCH NDRE&ghest 6 -DDB DGMake 6

-:H:GK6I>DC -DDB G:FJ:HIH G:FJ>G: 6EEGDKG6A ;GDB 6 BDG: HIE:GK>HDGN JH:G 6C9 6G: K>H>7A: ID DI=:G
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Service Orders
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Attendees
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Room Search Results
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multiple

[ Favorite Rooms only.

rooms Location Floor ird Cop  Match v
Room:

©| ] conference Room 1224 Hong Kong (FP-H) (none) HKT 10 [ ]
[+) Collaboration Room 2 New York - 345 Park Ave. (V) (none) ET 60 [ ]
[+] Collaboration Room 4 New York - 345 Park Ave. (V) (none) 2 30 [ ]
[+ Conference Room 1 Los Angeles West 7th Floor T 15 [ ]

H NDJ 7DD@ :68= GDDB (. L>AA EGDBEI NDJ ID :CI:G 611:C9::H 6C9 H:1JE INE:

Attendance & Setup Type
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New Booking for Thu May 5, 2016

Date & Time Selected Rooms

Date Your selected Rooms will appear here.
Thu 05/05/2016 & ;Em"eme Room Search Results

At me Endimime Rooms matching your search criteria will appear here.
12:00 AM (o] 1:00 AM (0]

Create booking in this time zone

Mountain Time ﬂ

6 'DAADL I=: EGDBEIH ID H:A:8l I=: ;G:FJ:C8N 961: G6C<: 96N D; I=: L::@ HI6GI 6C9 :C9 |>B:H 6C9 OBC:
;DG I=: G:8JGG:CS8:

Recurrence
Repeats Daily ﬂ Remove Recurrence
® Every 1 dayls)

O Weekdays Only

Start Date Thu 05/05/2016 £
® End Date Fri 05/06/2016 B4 (2 occurrences)
O End after 1 accurrence(s)
Start Time End Time
12:00 AM o] 1:00 AM o]

Create Booking In

Mountain Time [v]

Apply Recurrence Close

7 A>8@pply Recurrence

Apply Recurrence

ID K6A>961: NDJG :CIG>:H 6C9 G:IJGC ID I=:):L DD@>C< H8G::C

Tip: *C8: 7DD@:9 :68=B::I>C< L>AA H=DL 6H 6 H>C<A: DD@>C< >C NDJG (N DD@>C<H 6G:6 DC (4 #*(
AHD CDI: 1=61 |=: Create Booking In ;>:A9 HE:8>;>:H |=: I>B: ODC: >C L=>8=|D 7DD@ |=: B::[>C< L=>8=B6N
9>:::G ;:GDB NDJG HNHI:B I>B: ODC:

/D HE:8>;NWhere >C ADL:G A:;l E6C:A H:A:8l
P Let Me Search For A Room

*

P | Know What Room | Want

=IIEH HJ88:HH :BHHD;IL6G: 8DB (.51 OH>C<5 (. OH>C<5 (.52:75 EE (6@>C<-:H:GK6I>DCH 5 DD@>C<5-:8JGG>C<5(
0E961:9 /=) (6G "l
+DL:G:9 7N
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Tip: >Al:GH >C I=>H ADL:G A:;| EGKEADJ C6GGDL NDJG -DDB .:6G8= -:HIJRHIC NDJ 8A>8@earch
G:HJAIH 6EE:6G DC I=: G><=| IGDB I=:H: G:HJAIH NDJ 86C K>:L :ME6C9:9 -DDB 7R-8%+8@>C< DC |=:
GDDB C6B:

'D86I>C< HE68: 6H E6GI D; I1=: G:H:GK61>DC EGD8:HH >H 9>;;:G:Cl |I=6C H>BEAN 7GDLHBGAB8BIODCH
>CHIGJ8I>DCH DC JH>C< I=: -*2. "* /$*). DEI>DCH >C I=: B6>C B:CJ H:: ..6G8=>C< :DG -DDBH

*C8: NDJ =6K: AD861:9 6 GDDB ID G:H:GK: 8A>8@%=:

[+
>8DC ID K6A>961: 6C9 6897DD@>C< ID NDJG 86GI 4DJ 86C 9:A:l: DG 8=6C<: |=: GDDB 7:;DG: NDJ NO&B>0:

-:H:GK6I>DC

Specify Who & What

$C I=: I1:C96C8: 6G:6 C:6G I=: 8:CI:G D; I=: H8G::C H:A:8l 6Setup Type >; 6K6>A67ADG I=:
G:H:GK6I>DGDB I=: 9GDESDLC

Edit Booking

Date & Time Attendees Shows times in Mountain Time v

Avaiabilty Legend|

.E:8>;N =:698DJCI 6C9 61I:C9::H >C I=: 11:.C96C8: 6G:6

P If your organization has implemented EMS for Outlook NDJ JH: I=: DEI>DC6A 11:C9::H H:8I>DC &9 DG
G:BDK: 611:C9::H 6C9 H:C9 |=:B >CK>16I>DCH DG CDI>;>86I>DCH 11:C9::H 86C 7: >C9>K>9J6AH DG B6>A>C<
DG <GDJEH /D H:: L=D >H >C 6 B6>A>C< A>HI DG <GDJE H>BHANHNIESLIDCHA ;:61JG: :C67A:H NDJ ID
K>:L 611:C9::H 6K6>A67>A>IN 6C9 699 DG HJ7IG68I I=:B ;GDB I=: :K:Cl

P If your organization has not implemented EMS for Outlook NDJ L>AA H:: 6 A>HI D; (. 2:7 EE JH:GH 6C9
<GDJEH 7J1 NDJ L>AA CDI H:: 6K6>A67>A>IN

Concept: 99>C< 611:C9::H ID 6C :K:Cl >H 9>;;:G:Cl I=6C 7GDLH>C< E:DEA:
IDG 9:16>A:9 >CHIGJ8I>DCH DC JH>C< |=: -*2. +*+' DEI>DC ;GDB I=: B6>C B:CJ
 AHD ..6G8=>C< :DG +:DEA:

*C8: NDJ =6K: 8DBEA:I:9 6AA G:FJ>G:9 ;>:A9H 8A>8@

=IIEH HJ88:HH :BHHD;IL6G: 8DB (.51 OH>C<5 (. OH>C<5 (.52:75 EE (6@>C<-:H:GK6I>DCH 5 DD@>C<5-:8JGG>C<5(
0E961:9 /=) (6G "l
+DL:G:9 7N
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>C |=: JEE:G G><=| 8DGC:G

Choose Services

Concept: /=>H >H 6C DEI>DCB6A ;:61JG: 76H:9 DC I=: 7DD@>C< |I:BEA6I: NDJ JH:
..GK>8:H >C8AJ9: GDDB H:IJE 6C9 I:6G9DLC :FJ>EB:Cl 6C9 6CN DI=:G H:GK>8:H NDJ L>H= ID 6HHD8>61: L>I=6
GDDB 4DJG 9B>C>HIG6IDG H:IH L=>8= H:GK>8:H 86C 7: 6HHD8>6I:9 L>I= 6 GDDB 6C9 L>I= 6C :K:Cl INE:

0C9:G I=: Services 167 >C |=: G:6l: -:H:GK6I>DC H8G::C HE:8>;N 6CN H:GK>8:H NDJ L>H= ID 6HHD8>61: L>|=|=:
G:H:GK6I>DC DG i3 @ervices

2=:C 8DBEA:l: 8A>8@

>C |=: JEE:G G><=I 8DGC:G

Add Reservation Detalls

/=: -:H:GK6I>DC :16>AH H8G::C ;>C6A>0:H >C;DGB6I>DC 67DJI NDJG G:H:GK6I>DC $CK>161>DCH ID 7DD@>C<H 6C9 6116
7: H:CI ID 6AA 611:C9::H /=: :M6BEA: H=DLC 7:ADL B6N 9>;;:G ;GDB NDJG >BEA:B:Cl6I>DC

DBEA:I: 6AA G:FJ>G:9 >C;DGB6I>DC 6C9 8A>8@

Save Reservation Details

6C9 |=:C

Tip: /D 699 I=: G:H:GK6I1>DC ID NDJG *JIADD@ 86A:C96G 8A>8@ I=: 99 I=>H G:H:GK6I>DC ID BN 86A:C96G DEI>
I=: 7DIIDB D; I=: L>C9DL

Concept: (.;DG *JIADD@Q >H 6C DEI>DC6A :MIG6 8DHI EJG8=6H: $; NDJG DG<6C>06I>DC =6H
EJG8=6H:9 >| |=:®IDJ L>AA H:: I=: (. EAJ<>C >8DC >C NDJG *JIADD@ 6EEA>86I>DC 4DJ L>AA 6AHD H
699>1>DC6A ;:61JG:H 6C9 ;JC8I>DC6A>IN >C (. IJGI=:G 6CNL=:G: |=61 NDJ H:: E:DEA: DG <GDJEH >C

(. NDJ L>AA =6K: 688:HH ID :K:GNDC: >C NDJG DG<6C>06I>DC H :B6>A 961676H: L=>8=>H HIDG:9 >C
M8=6C<: ..GK:G /=>H B:6CH |=61 NDJ 86CH:: E:DEA: H 6K6>A67>A>IN *JI D; *;;>8: JHN $C 6

(::1>C< 118 H:C9I=:B :B6>A >CK>I61>DCH DG CDI>8:H 6C9 699 (.:K:CIH ID NDJG *JIADD@

86A:C96G

=IIEH HJ88:HH :BHHD;IL6G: 8DB (.51 OH>C<5 (. OH>C<5 (.52:75 EE (6@>C<-:H:GK6I>DCH 5 DD@>C<5-:8JGG>C<5(
0E961:9 /=) (6G "l
+DL:G:9 7N
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=IIEH HJ88:HH :BHHD;IL6G: 8DB (.51 OH>C<5 (. OH>C<5 (.52:75 EE (6@>C<-:H:GK6I>DCH 5 DD@>C<5-:8JGG>C<5(
0E961:9 /=) (6G "l
+DL:G:9 7N
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DD@>C< 6 1>9:D DC::G:C8: -DDB

INE>86AAN K>8IDL;:G:C8: 7TDD@>C<H >CKDAK: 6l A:6HI ILD -BDB#DHI -DDB L=:G: I=: B::I>C< =DHI JH:G >H

AD861:9 6C9 6l A:6HDC: BDG: 699>I>DC6A -DDB L=:G: DI=:G 6l11:C9::H <61=:G ID E6GI>8>EMIDJ 7:<>C 6 -:H:GK6I>DC

DG DD@>C< JH>C< 6 K>9:D 8DC;:G:C8>C< EGD8:HH I:BEA6I: NDJ L>AA 7: EGDBEI:9 9JG>C< |=: 7TDD@>C< EGD8:HH ID ¢
L=>8=DC: D; NDJG -DDBH >H I=: #DHI /=: ;>GHI -DDB NDJ H:A:8] L>AA 7: 6JIDB6I>86AAN H:A:81:9 6H T3] NIDJI86C

8=6C<: |=: #DHI ID 6 9>;;:G:CI| -DDB DCS8: I1=61 699>I1>DC6A -DDB >H H:A:819J 86C H:A:81 DCAN DC: -DDB E:G J>A9>C<

4DJ 86C 6AHD HE:8>;N 6 9>;;:G:Cl =:698DJCI ;DG :68=-DDB

Tip: 4DJ B6N C::9 ID 699 BJAI>EAB::I>C< -DDBH >C8AJ9>C< I=: #DHI ID I=: -:H:GK6I>DC

$; 6AA E6GI>8>E6CIH >C8AJ9>C< |=: =DHI <61=:G >C |=: H6B: -DDB =DL:K:G NDJ L>AA DCAN C}9-BEAIDDB
9:H><C6I: |I=>H HDA: -DDB 6H I=: #DHI

=IlEH HJ88:HH :BHHD;IL6G: 8DB (.51 OH>C<5 (. OH>C<5 (.52:75 EE (6@>C<-H:GK6I>DCH 5 DD@>C<5651>9:D5 DC
0E961:9 /=) (6G "l
+DL:G:9 7N
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99>C< -:H:GK6I>DC :16>AH

$; NDJ DE:C 6C :M>HI>C< G:H:GK6I8BGD6C:L DC: |=: -:H:GK6I>DC .JBB6GN E6<: DE:CH /=>H 6G:6 :C67A:H NDJ
ID BD9>;N 7DD@>C<H L>I=>C 6 G:H:GK6I>DC HJ8= 6H G:FJ:HI>C< H:GK>8:H 6C9 699>C< 611:C9::H

/=: -:H:GK6I>DC :16>AH DEI>DC 9>HEA6NH 9:16>A:9 HIBB6GN >C;DGB6I>DC |=: -:H:GK6I>DC $ I=: K:Cl)6B: I=: K:ClI

INE: 6C9 HD DC ;DG I=: H:A:8I:9 G:H:GK6I>DC 6C9 6AA >IH 7DD@>C<H 6H L:AA 6H 611:C9::H 6C9 6CN H:GK>8:H 1=6I L:G:
G:FJ:HI:9 ;DG I=: 7DD@>C<H

= . ems My Events

< My Events / Workout beginning May 11, 2016 (749%:

nnnnnnnnn

A3 Y S

2=61 H I=: 9>;;:G:C8: 7:IL::C 6 G:H:GK6I>DC 6C96 7DD@>C< Reservation 8DCH>HIMDC:DG BDGookings.
/=61 H >l

K:GN 7DD@>C< 7:ADC<H ID 6 G:H:GK6I>DC (. A:IH NDBIBKEA: 7DD@>C<H JC9:G 6 H>C<A: G:H:GK6I>DC 2=:C NDJ
=6K: BJAI>EA: 7DD@>C<H >C 6 G:H:GK6I>DC :68=BD®>C9:E:C9:CI D; I=: DI=:G HJ8=6H G:H:GK>C< 6 H:I D; GDDBH
;DG 6C :K:Cl DG 86C 7: 6 H:G>:H D; 7DD@>C<H JR&cGrng G:H:GK6I>DC

68=7DD@>C< 86C 8DCIB3BI>EMAooking Details L=>8=6G: I=: G:HDJG8:H 6C9 H:GK>8:H G:FJ>G:9 ID HIEEDGI I=:
7DD@>C< HJ8=6H 861:G>C< 6C9 GDDB H:IJE

=IIEH HJ88:HH :BHHD;IL6G: 8DB (.51 OH>C<5 (. OH>C<5 (.52:75 EE (6@>C<-H:GK6I>DCH 5 99>C<5-:H:GK6I>DC5 :I
0E961:9 /=) (6G "l
+DL:G:9 7N
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RESERVATION RESERVATION
(who & what) DETAILS

BOOKINGS

(when & where)

BOOKING
DETAILS

- :H:GK6I>DCH 2=D 6C9 2=6l

reservation >H |=: L=D 6C9 L=61 D; 6C :K:Cl DG :M6BEA: I=: 869:B>8 +A6CC>C< D6GE-: L=D B6N G:H:GK:
HEG68: ;DG 6 .:B:HI:G &>8@DK:Cl |=: L=6l

Bookings: Where and When

booking >H I=: L=:G: 6C9 L=:C D; 6C :K:Cl DG :M6BEA: I=: 869:B>8 +A6CC>C< D6G9 H8=:9JA:H I=: 8DC;:G:C8:
GDDB |=: L=:G: ;DG 6 HI6;; B::I>C< DC I=: H:8DC9 (DC96N >C %6CJ6GN I=: L=:C /=: 869:B>8 +A6CC>C< D&EA
=6H 6 H>C<A: G:H:GK6I>DC L>I= 6 H>C<A: 7DD@>C< >C (. $; =DL:K:G I=:N H88DIAG:C8: GDDB I=:L=:G: ;DG 6
HI6;; B::I>C< DC I=: H:8DC9 (DC96N D; :68= BDCI= ;DG 6 N:6G I=: L=:C |=:CI=: 7D6G9 CDL =6H 6 H>C<A: G:H:GK6I>DC
L>l= 7DD@>C<H

Booking Details

7DD@>C< 86C =6K: DC: DG BDG: 7DD@>C< 9:16>AH 6HHD8>6B6dkiyg ®letails 6G: |I=: G:HDJG8:H >I:BH ;DG I=:
B::[>C< DG H:GK>8:H E:DEA: 6C9 I=:>G 68I>K=0366: C::9:9 ;DG 6C :K:Cl I=: CDI:H ;DG I=: :K:Cl I=: 68I>K>I>:H ;DG
I=: :K:Cl I=: GDDB 8=6G<:H ;DG I=: :K:Cl DG 6CN 8DB7>C6I>DC D; I=:H: DG :M6BEA: ;DG I=: 869:B>8 +A6CC>C< D6G9ULl
HI6;; B::I>C< |=: G:HDJG8:H 8DJAL8AJ9: 861.G>C< 8D;;:: H:GK>8: 76<:AH 6C9 BJ;;>CH 6C9 HD DC 6C9 1 :FJ>EB:CI
EAJH I=: H:GK>8:H®E:GHDC 7G>C<>C< >C 6C9 H:II>C< JE 6 EGD?:8|1D6&HEDK®C@3UH ED9>JB 6C9 HD DC

=IIEH HJ88:HH :BHHD;IL6G: 8DB (.51 OH>C<5 (. OH>C<5 (.52:75 EE (6@>C<-H:GK6I>DCH 5 99>C<5-:H:GK6I>DC5 :I
0E961:9 /=) (6G "l
+DL:G:9 7N

43


https://success.emssoftware.com/EMS_V44.1/Using_EMS/Using_EMS_Web_App/030MakingReservations/070_Adding_Reservation_Details

Service Orders

.NHI:B 9B>C>HIG6IDGH 8DC;><JG: 7J8@:IH D;I=:H: 9:I6>AH 6H 6l:<DG>:H L=>8= HIG:6BA>C:H |=: EGD8:HH D; 699>C<
9:16>AH ID 7DD@>C<H

Concept: Services, Categories, and Resources: What's the Difference? (click to expand)
$C (. NDJ B6N =:6G I=:H: :.GBH JH:9 >CI:G8=6C<:67AN HDB:I>B:H =DL:K:G |=:N 6G: 9>;;:G:C| 8DC8:EIH

Category >C (. >H 6CNI=>C< NDJ B><=1699 ID 6 DD@>C< HJ8=6H 6I:G>C< J9>D 1>HJ6A IJGC>IJG: .:8JG>IN
)DI:H 11:C9::)6B:H <:C96H :I8 2=:C NDJ 8DC;><JG: 6 6I:<DGN =DL:K:G >I BJHI 7: D; Hylides 6l:<DGN
INE:H 8I>K>I>:H 1I:C9::H 61:G>C< )DI:H -:HDJG8:H L>I=.:GK>8: *G9:GH DG -:HDJG8:H 2>I=DJI ..GK>8:

*G9:GH /=:H: INE:H 86JH: I=: H:GK>8: ID7:=6K: HA><=IAN 9>;;:G:CIAN 1692€:9 ID 6 7DD@>C< DG :M6BEA: 6
)DI:H 8I>K>I>:H 11:C9::H INE: H:GK>8: 861:<D@W:H CDI G:FJ>G: I=: (. 9B>C>HIG6IDG ID 8DC;><JG: >BB.G >I
6C9 =:G: >H CDI=>C< ;DG 6 E:GHDC ID SH:A:8IT ;GDB I=:H: INE:H D; H:GK>8:H

N 8DCIG6HI 61:GK>8: 86l:<DGN I=61 =6H 6 INE: ®;G>C< -:HDJGS8: L>I=.:.GK>8: *G9:G DG 6 -:HDJGS8: L>I=DJI

6 ..GK>8: *G9:G 6l:<DGN L>AA G:FJ>G: |I=: 9B>C>HIG6IDG ID 8G:6l.J&BE > 'DG :M6BEA: 6 FJ>EB:CI
H:GK>8861:<DGN 8DC;><JG:9 6H 6 -:HDJGS8: L>I=DJI 6 ..GK>8: *G9:G 6I:<DGN INE: B><=| =6K: >I:BH JC9:G >| HJ8=
6H 6 ;A>E 8=6GI| L=>1:7D6G9 JC9:G 1 FJ>EB:Qk: E:GHDC G:FJ:HI>C< I=: H:GK>8: ;DG I=>H B::[>C< LDJA9 |=:C
H:A:81 1:FJ>EB:CI 6C9 I=:C H:: ;A>E8=6GI| 6C9 L=>]:7D6G9 6H DEI>DCH ID 699 ID I=: :K:Cl

1JGI=:GBDG: 6 6l:<DGN 86C: 8DC:><JG:9D 0H:.I6I:H HD I=6I L=:C 6 H:GK>8: >H G:FJ:HI:9 L>I=6 B::|>C< >|
86C 7: B6C6<:9 |I=GDJ<= 6 G:K>:L 6C9 6EEGDK6A EGD8:HH >C I=: (6C6<: .:GK>8:H IDDA76G DEI>DC

h

Manage Services

>C (. :H@IDE A>:CI

See Also: 99>C< ..GK>8:H

Tip: 4DJB6N 7: 67A: ID H:: ;ADDGEAG6CH ;DG G3eBHIso: 1>:>C< IADDGEA6CH

-:H:GK6I>DC /6H@H

OH: I=: Reservation T asks 6G:6 ID 16@: 6K6>A67A: 68|>DCH DC I=>H :K:Cl

Reservation Task What You Can Do

Booking Tools

Cancel Resenvation | gog:a |=: G:H:GK6I>DC

=IIEH HJ88:HH :BHHD;IL6G: 8DB (.51 OH>C<5 (. OH>C<5 (.52:75 EE (6@>C<-H:GK6I>DCH 5 99>C<5-:H:GK6I>DC5 :I
0E961:9 /=) (6G "l
+DL:G:9 7N

44


https://success.emssoftware.com/EMS_V44.1/Installing_and_Setting_Up_EMS/EMS_Desktop_Client/Setting_Up_EMS_Desktop_Client/050_Core_Configuration_-_Administration/010_Configuring_Categories
https://success.emssoftware.com/EMS_V44.1/Using_EMS/Using_EMS_Desktop_Client/100_The_Navigator_Overview/030_Adding_Services%2C_Equipment%2C_and_Resources_to_a_Meeting
https://success.emssoftware.com/EMS_V44.1/Using_EMS/Using_EMS_Web_App/030MakingReservations/070_Adding_Reservation_Details

Reservation Task

What You Can Do

View Service
Availability

*E:CH 6 .:.GK>8: K6>A67>A>IN L>C9DL L=:G: NDJ 86C 8=DDH: ;GDB 6 AADD&@AC<
[:BEAGI:H ID 699 H:GK>8:H

Send Invitation

.:.C9H >CK>I6I>DCH ID G:8>E>:CIH NDJ HE:8>;N

Add to my Calendar

99H I=: G:H:GK6I>DC 6C9 6AA >IH 7DD@>C<H ID NDJG E:GHDC6A *JIADD@ 86A:C96QG

1168=B:CIH

/=: 1168=B:CIH 167 >H 6K6>A67A: >; I=: G:H:GK6I>DC INE: G:FJ>G:9 61168=B:CIH >| EGBIsH83+B:Cl 9:H8G>EI>DC ;>A:
C6B: 6C9 CDI:H 67DJI I=: 61168=B:Cl 4DJ 86C

PDelete 6C 61168=B:Cl ;GDB 6 G:H:GK6I>DC DG G:FJ:HI

PAttach 6CDI=:G ;>A: ID I=: G:H:GK6I>DC DG G:FJ:HI 8A>8@ 1168=!>A: 9>6AD< 7DM DE:CH L=8:A\8J-86C
61168=B:CI AADL:9 ;DGB6IH 6G: 8HK 9D8 <>; E9; IMI MAH MAHM 6C9 I>;

DD@>C<H :DG I=: -:H:GK6I>DC

/=: ADL:G EDGI>DC D; I=: -:H:GK6I>DC .JBB6GN E6<: H=DLH 7DD@>C<H ;DG I=>H G:H:GK6I>DC 6C9 >; NDJ =6K:
E:GB>HH>DGAE67A:H NDJ ID 699 6CDI=:G 7DD@29E€KDG 9:A:l: :M>HI>C< 7DD@>C<Hb@C®I=:G 68I>DCH DC |=DH:

‘H 6C9

7DD@>C<H
Action Result
= : 6C8:A H:A:81:9 7DD@>C<H ;DG I=: G:H:GK6I>DC
Cancel Booking AR08 ' -2
Attendance DD@>C< =:698DJCI
Setup Type JIJE INE:H 6G: 9:;>C:9 7N NDJG 9B>C>HIG6IDG 6C9 9:;>C: L=>8=H:GK>8:H G:HDJGS§
GDDB INE:H 86C 7: JH:9 ;DG I=: 7TDD@>C<
Status .16<: >C |=: 7DD@>C< EGD8:HH ;DG I=: 7TDD@>C< HJ8= 6H -:FJ:HI:9 -:H:GK:9 +:C9>C«

=llEH HJ88:HH :BHHD;IL6G: 8DB (.51

0E961:9 /=) (6G "l
+DL:G:9 7N
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Yes, Cancel Booking No, Don't Cancel
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Cancel Booking?
Saturday, April 30, 2016, from 8:00 AM to 9:00 AM
Exchange Event

Denver Desc - Twelve
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Cancel Notes

Yes, Cancel Booking No, Don't Cancel
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DC: 7DD@>C< L>I=>C 6 G:H:GK6I>DC

=6C<>C< -:H:GK6I>DCH

)6K><6l: ID I=: G:H:GK6I>DC L>I= L=>8= NDJ L>H=ID LDG@BEXHEATS DC I=: B6>C (. 2:7 EE B:CJ
DGGDB I=: (N DD@>C<H 6G:6 DC NDJG =DB:E6<: /=8A>8@ DC I=: C6B: D; I=H:GK6I>DC

My Reservation Templates

- —

Book A Workspace. Work booknow  about

i
SRR

Concept: 4DJG 9B>C>HIG6IDG 9:;>C:H GDDB .:IJE /INE:H 6C9 K:CI/NE:H ;DG NDJ ID 8=DDH: ;GDB I=>H
8DCIGDAH L=>8= H:GK>8:H >; 6CN [=61 NDJ 8b60-69&:CI

Tip: 2=:C NDJ 8A>8@ ID :9>I 6 -:H:GK6I>DC DG DD@>E8<!4=61 DE:CH 9:E:C9H JEDC I=: INE: D; 7TDD@>C<
I=61 NDJ 6G: :9>|>C<R6 7DD@>C< ;DG G:H:GK>C< 6 GDDB 6 7DD@>C< ;DG G:FJ:HI>C< 6 GDDB DG 6 7DD@>C
H:GK>8:H DCAN

IGDB I=: -:H:GK6I>DC :I6>AE6<: JH: I=: =><=A><=[:9 6G:6HD LDG@ L>|= |=: G:H:GK6I>DC

=IIEH HJ88:HH :BHHD;IL6G: 8DB (.51 OH>C<5 (. OH>C<5 (.52:75 EE (6@>C<-:H:GK6I>DCH =6C<>C<5-:H:GK6I>DCH5
0E961:9 /=) (6G "l
+DL:G:9 7N
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= . ems My Events

< My Events  workout beginning May 11, 2016 (74984

Wor
EvencType Recreaion
& Chary
st Contact Nam frone)
Bookings Vor
.
'CURRENT PAST booking
)
SwrcTme  EndTime  TmeZone  Location

s © 1200 to0PM MT

s O 12000 100PM M Taylor Field Ho
4 © TruMay26216 1200 100PM MT Taylor Field Ho
4 O Tuun2206 12000 100PM M Taylor Feld House

hS with the
reservation
i
RESERVATION DETALS  ATTACHIENTS — Reservation Tasks

e

Actendance

16

16

16 Web Req
Gymnasium - All 16 Asis/Standard  Web Request

~

Important: 2=:C NDJ ;>C>H&>I>C< 6 -:H:GK6I>DC 7: HJG: ID 8DC;>GB 6C9 H6K:

=6C<>C< DD@>C<H

IGDB I=: -:H:GK6I>DC :16>AlE6<: >C |I=: DD@>C< 6G:6 8AE8@

"

C:MI'ID I=: 7TDD@>C<

/=:H: DEI>DCH 6G6K6>A67A: >, NDJ =6K: E:GB>HH>DCH

=B ems My Events

< My Events / Workout beginning May 11, 2016 (74984

Bookings

CURRENT  pAsT

SereTime  EndTime  TimeZone

S © TruMy12206  12000M 1:00PM uT

S © ThuMay19,2016  1200PM 1:00PM uT Taylor Field Hos
£ © ThuMay262016  1200PM 1:00PM uT TaylorField House
£ © Thun220i6 1200PM 1:00PM uT Taylor Field House

RESERVATION DETAILS  ATTACHMENTS — /\ ervation Tasks

Gymnasium - All 16

he
n

Asis/Standard  Web Req.
Asis/Standard  Web Rea
Aslo/Standard  Web Regy

/=: 9> DD@>C< L>C9DL 6EE:6GH L=:G: NDJ 86C B6@: 8=6C<:H ID |I=: 7DD@>C<

Tip: If the booking is one of a series
.JBB6GN E6<: 6C9 |=: Edit >8DC ID H:: C6K><6l: 9>G:8IAN ID |I=: DD@>C< :I16>AH E6<:

NDJ 86C 8A>8@ I=: :K:Cl C6B: ID C6K><6I: ID I=: -:H:GK6I>DC

Important: 2=:C NDJ ;>C>H8>I>C< 6 DD@>C< 7: HJG: ID 8DC;>GB 6C9 H6K:

=llEH HJ88:HH :BHHD;IL6G: 8DB (.51 O0OH>C<5 (. OH>C<5 (.52:75 EE (6@>C<-:H:GK6I>DCH =6C<>C<5-:H:GK6I>DCH5

0E961:9 /=J

(6G
+DL:G:9 7N

“(
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$CK>I>C< 1I1:C9::H L>I=*JIADD@Q

$; NDJG DG<6C>06I>DC =6H 9:EADN:9 (. ;DG (>8GDHD;| NIADEB@ 8=:8@ 611:C9::H 6K6>A67>A>IN 6H H=DLC >C *JIADD@
(- 6JIDB6I>86AAN H:C9H B::I>C< EK>I6/>DI611:C9::H L=:C NDJ B6@: 6 G:H:GK6I>DC >C (.2:7 EE

<>C 8G:6I>C< 6 G:H:GK6I>DC

Note: :86JH: (. 2:7 EE >H =><=AN 8DC;><JG67A: DEI>DCH I=6I L: H=DL >C I=: ;DAADE&I38:9JG: B6N
CDI 7: EG:H:Cl >C NDJG DG<6C>06I>DC H >BEA:B:CI61>DC D; (. AHD NDJG DG<6C>06I1>DC B6N =6K:
8JHIDB>0:9 HDBAG67:AH ;DG :M6BEA: S<GDJET B6N 7: S8A>:CI T S:BEADN:: T DG S9:E6GIB:@BN :K:Cl
7:S(::I>C<T6CI9HD DC -:FI>G:9 ;>:A9H 6G: B6G@:9 L>I=6 G:9 6H:.G>H@

2=:C NDJ H:A:81 61l:C9::H I=: G:6l: 6 -:H:GK6I>DC L>C9DL L>AA H=DL I1=:>G 6K6>A67686INCEG <G>9

=Efems Manage Bookings

< Exchange Event (27995)

Edit Booking Update Subject/Message & Notiy Attendees

*Event Details Attendees
Ryanwall | |
add people 2 itlook.

/ ere.

/ . .

o
Date & Time Room Search Resuls nere
&

El
a

Denver Desc Mountain... G
ra

© # ua
s

200 | @ | 30em | O
Exchange

Concept: :E:C9>C< DC =DL NDJG 9B>C>HIG6IDG =6H 8DC;><JG:9 (. 2:7 BHBEA6I:H NDJ B><=| H::
9>:::G:Cl ;>:A9H 9>HEA6N:9 DG NDJ B><=| CDI H:: HDB: D; I=:H: ;>:A9H 9>HEAG6N:9 6] 6AA

*C8: NDJ =6K: 8DBEA:I:9 I=: G:H:GK6I>DC 6C9 8A>8@:9

Create Reservation

611:C9::H L>AA G:8:>K: >CK>16I>DCH 76H:9 DC |=: 7DD@>C< |:BEA6I: NDJ JH:9 =6C<:H NDJ B6N B6@: ID I=: :K:Cl
L>AA 6AHD IG><<:G :B6>A JE96I:H

Example of an automatically generated email:

=IlEH HJ88:HH :BHHD;IL6G: 8DB (.51 OH>C<5 (. OH>C<5 (.52:75 EE (6@>C<-:H:GK6I>DCH $CK>I>C<5 I1:C9::H5L>I=5*
0E961:9 /=) (6G "l
+DL:G:9 7N
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e el

B

If you are the meeting organizer, click the link below to t’q‘n ‘your reservation:

To view the details of this reservation, click the below link
hitp. irtual42/ReservationDetail 1223
TED BY VIRTUAL EMS’
insres o 3 Coenaar

Meeting - Mesting o © sl
PRI o s
EN o I T | Z® (o[ ] |
3~ T Schedusng Assistant i
Cance = v Conference | Contaa % | Optons Tags | Zecm |
Mesting (] | £ Tracking - Mecting= G| Aengess= 37 - -
Actons Show Conterencing Aitengees Zoom
© Mo responies e besm receed forthis mesting. Room Finder %
[y | trem | veaan sunse < oo 0 b
Sing | To- | |EdNowds Whe it Semn Mok S
YOI Subject | Meeting s 67 8 s
wowaswe e
Locstion: | Derwer 2635t ol Reom | paz nmEa
—— B | (27 28 (29 30 0 8
santme | wea 1215200 - [sooam ancay v
et s sz - o

Jooos [ Jrue oo
Ghovs an et room:
ane

Sugested times:

[ EEE -

1000 AM - 1200 P1.
1 contici €6 Novak,

OE961:9 /=J

(6G
+DL:G:9 7N

“(

=IlEH HJ88:HH :BHHD;IL6G: 8DB (.51 O0H>C<5 (. OH>C<5 (.52:75 EE (6@>C<-:H:GK6I>DCH $CK>I>C<5 [I:C9::H5L>|=5*
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..C9>C<)DI>;>86I1>DCH

Concept: Changing Events Can Automatically Notify Users

4DJG 9B>C>HIG6IDG 86C 6JIDB6I: 6AGMHH:CI ID NDJ DG <GDJEH D; L=>8=NDJ 6G: 6 B:B7:G L=:C

8=6C<:H DG 699>I>DCH =6K: 7::C B69: >C (. ;DG 7DD@>C<H 6C9 G:H:GKB:&X8: DG9:GH GDDB

INE:H H:IJE INE:H JH:G 688DJCIH 6C9 HD DC 2=:C NDJ 8G:6l: 6 G:H:GK6I>DC DG 7DD@>C< |=6l =6H

I=:H: CDI>;>86I>DCH IJGC:9 DC JH:GH L>AA G:8:>K: I=:H: 6A:GIH L>I=DJI G:FJ>G>C< 699>|>DC6A :;;DGI ;GDB N
HJG: ID G:K>:L I=:H: CDI>;>861>DC H:II>C<H 9JG>C< |=: EGD8:HH D; 8G:6/>C< DG BD9>;N>C< :K:CIH

$; NDJG (. 2:7 EE >BEA:B:CI6I>DC JH:H I=: $CIl:<G61>DC L>|= M8=6CNDJ 86C =6C9A: CDI>;>86/>DCH JH>C<
*JIADD@

Concept: Integration to Microsoft”  Exchange Enables You to Use Outlook Q

$; NDJG DG<6C>06I>DC 9:EADNH DJG $CI:<G6I>DC ID (>8GDHD;IQ M8=6C<: NDJ 86C K>:L I=: 6K6>A67>A>IN
GDDBIdnd 611:C9::H 6C9 H:C9 (>8GDHD;IQ *JIADD@Q B::I>C< >CK>I61>DCH 6AA ;GDB L>I=>C (.2:7 EE

4DJ BJHI 7: A>8:CH:9 ;DG (. :H@IDE A>:Cl (.2:7 EE 6C9 $CIl:<G6I>DC ID (>8GDHD;IQ M8=6C<: >C

DG9:G ID 8DC;><JG: 6C9 JH: I=>H 86E6%>NBIN6G: JCHJIG: >; NDJG DG<6C>06I>DC >H A>8:CH:9 ;DG $CI.<G6I>I
(>8GDHD;IM8=6C<: DG >; NDJ LDJA9 A>@: ID A:6GC BDG: 67DJI > EA:6H: 8DCI68I NDJG (. 88DJCI

M:8JI>K:

IDGB:G G:A:6H:H D; (. HD;IL6G: G:;:GG:9 ID I=>H ;:61JG: 6H +A6C 6 (::I>C< + (

Concept: Confirmations vs. Notifications, What's the Difference?

Confirmations

P /=:H: 6G: :>I=:G H:Cl DJI 6JIDB6I>86AAN 6;1:G 6 7TDD@>C< >H B69: >C (. 2:7 EE DG B6CJ6AAN
;GDB I=: (. 9:H@IDE 8A>:Cl

P /=:N 8DCIl6>C |=: 96l: I>B: G:HDJGS8:H ;DG |I=: 7TDD@>C< |=6I L6H 8G:6l:9
P /=:H: JHIJ6AAN <D ID :C9 JH:GH HD I=:N @CDL L=:C I=:>G :K:Cl >H 6C9 >; I=:N DL: 6CN BDC:N

=IIEH HJ88:HH :BHHD;IL6G: 8DB (.51 OH>C<5 (. OH>C<5 (.52:75 EE (6@>C<-:H:GK6I>DCH ..C9>C<5)DI>;>86I>DCH
0E961:9 /=) (6G "l
+DL:G:9 7N
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Notifications
P /=:H: 6G: H:Cl DJI 6JIDB61>86AAN 76H:9 DC I=: ;>Al:GH DC |=: CDI>;>861>DC GJA:
P /=:G: 6G: ;>K: INE:H D; CDI>;>86I>DC GJA:H

() Bookings

() Service Orders

() Anything On A VIP Event
() Mew Web Uszers

(® User Defined Field

P /=:H: 6G: BDHIAN H:CI DJI 3 96NH 7:;DG: 6 7TDD@>GN 6G: 1G><<:G:9 L=:C 6 8=6C<: D88JGH
DC 6 7DD@>C< H:GK>8: DG9:G 6C9 HDIB¢&l4=6] G6C<: D; 96NH

=IlEH HJ88:HH :BHHD;IL6G: 8DB (.51 OH>C<5 (. OH>C<5 (.52:75 EE  (6@>C<-:H:GK6I>DCH .:C9>C<5)DI>;>86/>DCH
0E961:9 /=) (6G "l
+DL:G:9 7N
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+:GHDC6A>0>C< 4DJG 88DJCI

/=: (N 88DJCI B:CJ :C67A:H NDJ ID 8JHIDB>0O: NDJG JH:G EGD;>A:

P .E:8>;Ndelegates :A:<6l:H 6G: L:7 JH:GH L=D 86C 68| 6H NDJ >C (.2:7 EE 6C9 86GGN DJI 68I1>DCHNDJG
7:=6A;

P G:61: NDJG DLC I>B:H6K>Qs00king templates L=>8=H:19:;6JAl K6AJ:H .16GI />B: C9/>B: 6C9 HD DC ;DG NDJG
BDHI ;G:FJ:CIINE:H D; G:H:GK6I>DCH 6D®B G:FJ:HIH /=:H: I:BEA6I:H6EE:6G DC NDJG E:GHDCG6A #DB: +6<: 6;I:G
NDJ H6K: |=:B

P .16 A>HI Bavorite rooms ID HIG:6BA>C: NDJG H:6G8= ;DG 6K6>A67A: HEGS:

/=: (N 88DJCI B:CJ >H 6K6>A67A: >C I=: JEE:G G><=I 8DGC:G D; (. 2:7 EE C:MI ID NDJG C6B: DC8: NiuJ< >C

STEHOME MY HOME

My Reservation Templates

9 LocaTIONS Rr Self-Serve - No Exchange
My Bookings

MARCH 14,2016 SEARCH

/D <:I HI6GI:9 8JHIDB>0O>C< NDJG 688DJCI H::

P.G:61>C< 6 OH:G 88DJCI

P(D9>:N>C< NDJG 0H:G 88DJCI

P G:61>C< :A:<6l: 88DJCIH

P 1I>C< ::6JAI 16AJ:H :DG -DDB -:FJ:HIH 6C9 -:H:GK6I>DCH

P_G:61>C< 6 ">HI D;: I6KDG>|: -DDBH

=IIEH HJ88:HH :BHHD;IL6G: 8DB (.51 OH>C<5 (. OH>C<5 (.52:75 EE  JHIDB>0>C<5(N5 88DJCI
0E961:9 /=) (6G "l
+DL:G:9 7N
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=6C<>C< 88DJCI $C;DGB6I>DC

0C9:G (N 88DJCI NDJ 86C 8=6C<: NDJG :B6>A 699G:HH C6B: E=DC: CJB7:G ;6M CJB7:G I>B: ODC: 6C9 E6HHLDG9
4DJ 86C 6AHD E:GHDC6A>0: NDJG (. :ME:G>:C8: 7N H:lI>C< 9:;6JAI K6AJ:H ;DG NDJG |:BEA6I:H 6C9 8=DDH>C< ;6KDG>I:
GDDBH /=:H: 6G: 9:H8G>7:9 DC DI=:G Eb<:H

0C9:G I=: 9GDE9DLC 6GGDL C:MI ID NDJG C6B: >C |=: JEE:G G><=| 8DGC:G D; (.2:7 EE BA~8@ount

ems Home

# HoME

SITEHOME MY HOME

My Reservation Templates

My Bookings

MARCH 14,2016 SEARCH

/=: 0H:G *EI>DCH E6<: DE:CH H=DL>C< 167H 6ADC< I=: IDE L=:G: NDJ 86C 8JHIDB>0: NDJG JH:G EGD;>A: /=:
88DJCI :16>AH 167 8DCI6>CH 76H>8 688DJCI >C;DGB6I>DC

=IlEH HJ88:HH :BHHD;IL6G: 8DB (.51 OH>C<5 (. OH>C<5 (.52:75 EE  JHIDB>0O>C<5(N5 88DJCI 5=6C<>C<5 88DJCI5
0E961:9 /=) (6G "l
+DL:G:9 7N
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/D BD9>;N NDJG 76H>8 JH:G 688DJCI| >C;DGB6I>DC
P (D9>;N 6CN 688DJCGIC;DGB6I>bE C::9:9RNDJG :B6>A 699G:HH C6B: E=DC: CJB7:G 6C9 HD DC

Note: $; NDJ AD< >CID (. 2:7 EE6C9 I=:C 8=6C<: NDJG :B6>A 699G:HH @::E >C B>C9 I=6I |I=>H C.L :B6>A
699G:HH I=: DC: NDJ BJHI CDL JH: ;DG AD<<>C< >C

P $; NDJ L>H= B6C<: NDJG E6HHLDG9 :Cl:G 6 C:L E6GHHLDG9 >delw:Password ;>:A9 6C9 I=:C :CI:G I=:
H6B: EGHHLDG9 6<6>C >C Re-Enter New Password ;>:A9 '6HIAN :Cl:G ND3Grent Password

P 4DJ 86C 8A>8@ I=do not wish to receive emails from EMS  DEI>DG; 6K6>A67AD DEI DJI D; 6JIDB61>8
:B6>AH ;GDB (. 2:7 EE HJ8=6H G:B>C9:GH G:H:GK6I>DC HIBB6G>:H L=>8= (. H:C9H-:C NDJ HJ7B>|
NDJG G:H:GK6I>DC 6C9 CDI>8:H L=>8= (. H:C9H L=:C NDJ BD9>;Na8BDECI

A>8@ave Changes

/D ;JGI=:G 8JHIDB>0O: NDJG (. 2:7 EE 688DJCI H:: :

P G:6I1>C< :A:<6l: 88DJCIH

P .lI>C< ::6JAI 16AJ:H :DG -DDB -:FJ:HIH 6C9 -:H:GK6I>DCH

P G:61>C< 6 '>HI D: 16KDG>I: -DDBH

=IlEH HJ88:HH :BHHD;IL6G: 8DB (.51 OH>C<5 (. OH>C<5 (.52:75 EE  JHIDB>0O>C<5(N5 88DJCI 5=6C<>C<5 88DJCI5
0E961:9 /=) (6G "l
+DL:G:9 7N
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HI67A>H=>C< :A:<6l:H

4DJ B6N L>H=ID 9:H><C6l: 6CDI=:G (. 2:7 EE JH:G ID B6@: G:H:GK6I/>DCH 6C9 GDDB G:FJ:HIH 6C9 HD ;DGI= DC NDJG
7:=6A; 4DJB6N C::9ID ID 9D I=>H ;DG :M6BEA: ID <:I HDB:DC: :AH: ID =6C9A: NDJG LODG@ 9JG>C< NDJG 67H:C8:

4DJ 7:<>C 7N 699>C< DC: DG BDG: (. JH:GH ID 68l 6H NBJ&<6l: /=:C I=:N 86C AD<>C 6C9 G:FJ:HIID 8l H NDJ
4DJ 86C @::E IG68@ D; I=:>G 68I>DCH DC NDJG 7:=6A; 6C9 6CN :K:Cl >CK>I61>DCH 86C8:A6/>DCH 8=6C<:H GDDB G:F.
H:GK>8: G:FJ:HIH 6C9 HD DC I=61 I=:N 8G:61: DC NDJG 7:=6A; L>AA 6EE:6G ID DI=:G (. JH:GH 6H NDJGH

Concept:  delegate >H 6CDI=:G 6JI=DG>IM9% L=D 86C 68| 6H NDJ XC2:7 EE 6C9 86GGN DJI 681>DCH
DC NDJG 7:=6A; /D 9:A:<6l: JH:GH ;>GHI NDJ 699 |=:B ID NDJG 688DJCI 6H 9:A:<6l:H JC9:G (N 88DJCI /=C
I=:N 86CJH: I=: Act As DEI>DC 6C9 H:A:8I NDJG C6B:

*E:C |=: (N 88DJCI DEI>DC ;GDB I=: JEE:G G><=|8DGC:G D; (. 2:7 EE

ems Home

# HoME

My Reservation Templates

A>8@ I=-DELEGATES 167 6C9 699 NDJG 9:A:<6I:H

=IlEH HJ88:HH :BHHD;IL6G: 8DB (.51 OH>C<5 (. OH>C<5 (.52:75 EE  JHIDB>0O>C<5(N5 88DJCI 5 HIB7A>H=>C<5 :A:<
0E961:9 /=) (6G "l
+DL:G:9 7N
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User Options

# Houe
ACCOUNT DETAILS DELEGATES PERSONALIZATION FAVORITE ROOMS
CREATE A RESERVATION
£ wanace v ResesaTons Add New Delegate
Q srowse
W events Your Saved Delegates
@ LOCATIONS Name - Email Phe
& propie ° Jane Doe Jane.Dos@emssoftware.com 7201234567
\/ Cletoaste
B ks (oo )
AboutiAC

Rules & Policies

For the EMS Web App user who will act on behalf of another

IGDB I=: MY ACCOUNT 9GDE9DLC NIRBUHI 8A>8&3t As

ems Home

# HOME
STEHOME MY HOME

(3 CREATE ARESERVATION
My Reservation Templates

maybe this works is it kind of long but how long??

My Bookings

MARCH 14,2016 SEARCH

$C |I=: EDEJE H:A:8I L=>8=JH:G NDJ G: <D>C< ID 68| 6B/63®¥K |D 8DC;>GB

Act As

You are currently signed in as Ryan Wall

_Peanut Gallery

Kyle Smith
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*C8: 68I>K61:9 |=: JH:G NDJ G: 68l 6H.>AA H=DIC I=: JEE:G G><=I 8DGC:G D(.12:7 EE A>@: I=>H

User Options ©  Actingaspeter Campbell & -

ACCOUNT DETAILS DELEGATES PERSONALIZATION FAVORITE ROOMS GROUPS

Add New Delegate Q
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HI67TA>H=>C< DD@>C< /:BEA6I:H

4DJ 86C E:GHDC6A¥OD@>C< I:BEAGI:H ID HIG:6BA>C: NDJG EGD8:HH ;DG G:FJ:HI>C<Bo@D>HIH 6&B:GK6/>DCH
9:E:C9>C< DC NDJG E:GB>HH>DCH /=:H: I:BEA6I:H 6EE:6G DC NDJG E:GHDCG6A (.2:7 EE =DB: E6<: BiDG

H6K: =B

Concept: :6GC BDG: 67DJI =DL 7DD@>C< I:BEA6I:H LDG@

DD@>C< [:BEA6L:H -:FJ:HIH 6C9 -:H:GK6I>DCH

$C I=: JEE:G G><=|8DGC:G D; (. 2:7 EE 8A>8@ DC I=: 9GDE9DLC C:MI ID NDJG C6B: 6C9 MyA/Ricount.

A HOME
SITE HOME MY HOME
CREATE A RESERVATION
My Reservation Templates
22 My EVENTS
Standard Template

A events
Q Locamions My Bookings
& eeonie DECEMBER 1,2016  SEARCH

=5

ems 0 aund-

Mountain Time [MT]

Previous  Today  Next

IGDB I=: (N 88DJCI E6<: 8A>8@Rrsonalization 6C9 I=:C 8A>8@ IFemplates 7JIIDC

ems My Account

# HomE

CREATE A RESERVATION
2By EVENTS Personalize Filters or Template Defaults
M events

Q LocaTIONS

& peorLE

ACCOUNTDETAILS ~ DELEGATES ~ PERSONALIZATION

[> J e

L]

MY FAVORITE ROOMS

4DJ 86C 8=6C<: I=: 9:;6JAI K6AJ:H ;DG 6 I:BEA6I: DCAN >; NDJG 69B>C>HIG6IDG =6H H:I NDJG E:GB>HH>DCH
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I:BEAGI:

Concept: HH:CI>6AAN NDJG H:lI>C<H =:G: 6JIDB6I>86AAN EDEJAGI: ;>:A9 K6AJ:H 6C9 ;>Al:G H:6G8= G:HJAIH L
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My Account

Personalize Filters or Template Defaults

Filters

‘Your favorite rooms will override any template locations you have personalized.

Template Name ~

& Eugene Workspace non PAM
£ Standard Template
Personalization Options

Standard Template

Start Time 11:30 AM (o] End Time Q
Display Results As List Schedule Floor Map

Derver
Locations

Add/Remove Locations

Cverride location and time zone settings when | search for available space

Floors

Add/Remove Floors

(all)
Room Types

Add/Remove Room Types
Time Zone Mountain Tima
Setup Type Any (Mo Preferance)
Event Mame
Event Type

Tip: $; NDJ H:A:8I I=Override location and time zone settings when | search for available space DEI>DC

JC9:G 'D86I>DCH [=>H B:6CH I=61 L=:C:K:G NDJ 7DD@ JH>C< |=>H I:BEA6I: NDJ 86C 8=6C<: |=: 9:;6JAI
AD861>DC ;DG I=>H I:BEA6I: 9JG>C< |=: 7DD@>C< EGD8:HH !DG :M6BEA: >; NDJG |:BEA6I: 'D86I1>DC L6H :CK:C
6C9 9JG>C< 7TDD@>C< NDJ 699:9 &6CH6H |=: I:BEA6I: LDJA9 7: JE96I:9 ID &6CH6H <D>C< ;DGL6G9

2=:C NDJ =6K: ;>C>H=:9 B6@>C< 8=6C<8A>8%ave Changes
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I6KDG>I>C< -DDBH

0C9:G(N 88DJCI NDJ 86C 8G:6l: 6 A>HI D; ;6KDG>I: GDDBH /=>H HIG:6BA>C:H I=: EGD8:HH D; H:6G8=>C< ;DG 6K6>A67A
HEG8: L=:C NDJ G:FJ:HI DG G:H:GKDDBH

0C9:G I=: 9GDE9DLC 6GGDL C:MI ID NDJG C6B: >C I=: JEE:G G><=| 8DGC:G D; (. 2:7 EE BA~&@ount

ems
A HOME
Home
CREATE A RESERVATION STEHOME MY HOME
R MEVENTS My Reservation Templates
@ EEsE Room Request
R EVENTS Rr Self-Serve - Exchange
@ LOCATIONS Rr Self-Serve - No Exchange
Rr Self-Serve - VC
& PeoPLE
Reserve - PAM
B
) ws My Bookings

/=: 0H:G *EI>DCH E6<: DE:CH H=DL>C< 167H 6ADC< I=: IDE L=:G: NDJ 86C 8JHIDB>0O: NDJG JH:G EGD;>A:

A>8@ I=: 1 1*-$/ -**(. 167 ID LDG@ L>I=6 A>HI D; NDJG ;6KDG>I: GDDBH CN GDDBH NDJ =6K: 6AG:69N H6K:
;6KDG>I:H 6G: A>HI:9 JC9:G 4DJG .6K:9 I6KDG>I: -DDBH

User Options

ACCOUNT DETAILS DELEGATES PERSONALIZATION FAVORITE ROOMS

Add New Favorite Room Q

Your Saved Favorite Rooms

Room Name ~ Building Room Type
[x] "The Room" Southpark Elementary School (none, )
[x] Good ‘ol room Southpark Elementary School (none, )
(] MCCAIN 420 LAB McCain L
[x] OBAMA 110 Obama C

$C I=: .:6G8=;>:A9 NDJ 86C H:6G8= ;DG GDDB NDJ L>H=ID ;6KDG>I: NDJG H:6G8= HIG>C< >H CDI 86H: H:CH>I>K: 7JI
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User Options

Acting as Peter Campbell & v

ACCOUNT DETAILS DELEGATES PERSONALIZATION FAVORITE ROOMS

Add New Favorite Room Peak

o P or,,
e ms g,
Dragon Peak oy
Pikes Peak los.
Your Saved Favorite Room
Room Name Building Floor Room Type
You don't have any favorite rooms saved. Search above fadd a room.

..:6G8= G:HJAIH 9>HEAGN 7:ADL

/D 699 6 ;6KDG>I:ID I=: A>HI H:A:8I > ;GDB I=: H:6G8= G:HFABDDB >H 699:9 ID 4DJG .6K:9 |6KDG>I:
-DDBH 2=:C NDJ 7DD@ 6 GDDB >C (. 2:7 EE NDJ 86C CDL 8=DDH: BDG: FI>8@NB NDJG !6KDG>|:H A>HI

Tip: *C8: NDJ =6K: :HI67A>H=:9 ;6KDG>I:H (.2:7 EE JH:H I=:H: ID ;>Al:G NDJ®I:6G8= G:HJAIH L=:C NDJ
H:6G8=DG 6K6>A67A: HE68: 93G>C=:I=:GK6I1>DC EGD8:HH

To remove a favorite 8A>8@

o
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(D7>A. 2:7 EE

(. 2:7 EE >H 6K6>A67A: 7DI=>C 6 9:H@IDE 8A>:CI K:GH>DC 6C9 >C 6 BD7>A: K:GH>DC $; NDJ 688:HH (.2:7 EE ;GDB 6
BD7>A: 9:K>8: NDJ 6G: G:9>G:8I1:9 ID I=: BD7>A: K:GH>DC D; (. 2:7 EE

P Using the EMS Web App on Mobile Devices

P EMS Mobile App Versus EMS Mobile Web App: What is the Difference?

See Also: Using the EMS Web App on Mobile Devices
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OH>C<I=: (. 2:7 EEDC (D7>A: :K>8:H

$; NDJ 688:HH (. 2:7 EE ;GDB 6 BD7>A: 9:K>8: HJ8= 6H 6 167A:| DG HB6GIE=DC: |=: 6EEA>86I>DC L>AA ADD@ HA><=IAN
9>;::G:Cl 7:86JH: D; I=: A>B>161>DCH D; I=: 9:K>8: $C <:C:G6A 9GDE9DLCH 6C9 B:CJ 76GH L>AA 7: G:9J8:9 DG 677G:K>6l:
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Example of the EMS Web App on a mobile device

Ryan Wall +

Cance
test 1 1!
213 PM - 3153 FM Cance
Exchanga Event
A l'\:l' :--\._.I - i'.lj'l'\- :-I.\.I Cun—:
Test Event RR
A-00 PM - 5:00 DM Cance
Test Event RR

=IlEH HJ88:HH :BHHD;IL6G: 8DB (.51 OH>C<5 (. OH>C<5 (.52:75 EE (D7>A:52:75 EE 50H>C<5I=:5 (.52:75 EE5DC5(D"
0E961:9 /=) (6G "l
+DL:G:9 7N

73


https://success.emssoftware.com/
https://success.emssoftware.com/
https://success.emssoftware.com/EMS_V44.1/Using_EMS/Using_EMS_Web_App/050Mobile_Web_App/010_Using_the_EMS_Web_App_on_Mobile_Devices

,J>8@ /6H@H

A>8@ Dilome 61 6CN I>B: ID G:IJGC ID I=: (D7>A: (. 2:7 EE #DB: E6<: L=:G: NDJ 86C 6AL6NH H:: (N K:CIH

A>8@ D@y Events ID DE:C 6 E6<: DC L=>8=NDJ 86C K>:L (N K:CIH NDJG G:H:GK6I|>DCHB@>C<H

A>8@ D& event name ID H:: 9:16>AH

A>8@ Dlew Booking ID 7:<>C B6@>C< 6 C.L 7DD@>C<

$8DCH ID -:B:B7:G

Icons on the Mobile EMS Web App Home page

Icon | Description

(6>C B:CJ ;DG C6K><6I>C< (. 2:7 EE

" A>8@ ID 8=6C<: >C;DGB6I>DC

-

s A>8@ ID H:: 6 86A:C96G K>:L

[+ A>8@ ID 699 DG G:BDK: 6C >I:B

2=6l >H I=: >:::G:C8:
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AD86I>DCH L>I= CJB:GDJH GDDBH 6C9 H:IJEH B><=17: 7:HI 9DC: JH>C< 6 CDC BD7>A9JGDIH:G
KDAJB: D; >C;DGB6I>DC NDJ B6N L6CI ID H:: >C DC: L>C9DL

Tip: IDH:: (N DD@>C<H ;GDB 6CNL=:G: >C |=: BD7>A: K:GH>DC D; (. 2:7 EE H>BEAN 8An8®@

Functional Limitations

/=: ;DAADL>C< ;:61JG:H =6K: A>B>I:9 ;JC8I>DC6A>IN 9J: ID |I=: E6G6B:I:GH D; BD7>A: 7GDLH:GH 6C9 9>HEAG6N 6G:6 6C9 9¢
A>B>161>DCH

P /=: .:GK>8:H 167 >H CDI 6K6>A67A:

P 4DJ 86CCDI 7DD@ BJAI>EA: GDDBH >C (>8GDHD;| *JIADD@

P 4DJ 86CCDI 7DD@ K>9:D 8DC;:G:C8:H

P /=:B6>C B:CJ >H 6AL6NH =>99:C 6C9 688:HH>7A: 7N 8A>8@>C< |=: (:CJ >8DC

>C I=: JEE:G A:; 8DGC:G
P 4DJ 86C DCAN 7DD@ DC: GDDB E:G 7DD@>C<
P /=:=DB: H8G::C DCAN 8DCI6>CH 7DD@>C<H 6C9 67>A>IN ID H:6G8= 6CG9=-0:H-CDil: #DB: 167
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P /D :9>| G:H:GK6I>DCH DC NDJG (N K:CIH E6<: NDJ I6E I=: 9> >8DC
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P /IDH::6 GDDB H H8=:9JA: ;GDB I=: GDLH: K:CIH E6<: 8A38@G>9 >8DC

-
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C:MI ID I=: GDDB C6B:

Concept: (. 6AHD EGD9J8:H 6 BD7>A: 6EEA>861>DC ;DG JH: DC 9:K>8:H A>@: HB6GIE=DC:H
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(. (D7>A: EE 1:GHJH (. (D7>A: 2:7 EE 2=61>H I=: >;;:G:C8:

Al=DJ<=1=:>G C6B:H 6G: H>B>A6G 6C9 I=:N H=6G: |=: H6B: 961676H:H |=:H: EGD9J8IH =6K: K:GN 9>;::G:Cl 6EEA>86I>DC}
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Features of EMS Mobile (Which are Not in EMS Web App)
P OAIG6 8DBE68I 9>HEAGN 9:H><C:9 ;DG HB6GIE=DC:H
P /LD ;68IDG 6JI=:CI>861>DC B:I=D9
P ,- D9:,;JC8I>DC6A>IN

(.(D7>A: Web EE (.2:7 EEDC 6 (D7>A: GDLH:G
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Features of EMS Web App (Which are Not in EMS Mobile)
P GDLH: K:CIH
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1 H

P How do | search for available space? What if | only want to make a reservation if a specific room is
available?
Use the BROWSE options from the main menu. For more guidance, try Browsing Events, Locations, and People.

P Why can't | make a reservation?
Several settings control your capabilities as a user. For a deeper understanding, learn about Booking Templates,

Requests, and Reservations .

P Why are some options not available to me?
This is probably because of settings controlled by your Administrator. For more detail about these settings, learn
about Everyday User Templates.

P Can | let someone else make reservations on my behalf?
If enabled by your Administrator, you can "delegate” to other users. They will then opt to "act as" you from their My
Account menu.

P How do I check if a room | want is available? = How do | check a person's availability when making a
reservation?
Start at the My Home page and Browse Events, Locations, People. If you have Outlook, you can view people's
availability in a calendar view during the booking process.

P How do | add Services to a booking?
You can add them during the initial booking process or by editing it later. Services, Resources, and Categories

interact as part of the booking details for an event.

P Where do | find video tutorials?
W27 EE DD@>C<6 (:I>C<
W2:7 EE DD@>C<6 2DG@HEGS:
W27 EE DD@>C<6 -DDB 2>|= 6l:G>C<6C9 0H:G ::>C:9 !>:A9H
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Concepts: Booking Templates, Requests, and Reservations

Booking Templates

4DJG 9B>C>HIG6IDG 8G:6l:H 9>;;:G:Cl DD@>C< /:BEA6I:H ;DG 9>;;:G:Cl EJGEDH:H IDG :M6BEA: NDJG
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