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EMS Web App Booking 101
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P Making a Reservation in the EMS Web App

P Ways to Make Reservations

P Viewing Your Events

P Checking In To Events

P Searching for Available Rooms

P Booking Recurring Meetings

P Booking Multiple Rooms

P Booking a Video Conference Room

P Inviting Attendees with Outlook¨

P Sending Notifications

P Adding Reservation Details

P Working with Services

P Canceling Your Reservations and Bookings
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View Description

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

Weekly  K:CIH�H8=:9JA:9�;DG�I=:�8JGG:CI�L::@��L::@H�6AL6NH�7:<>C�DC�6�.JC96N��>C�6�A>HI�K>:L�

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

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

Basic Filters How They Work

Date
/=:�96I:�DC�L=>8=�I=:�K>:L�L>AA�;D8JH�

Time Zone /=:�I>B:�ODC:�>C�L=>8=�ID�9>HEA6N�I=:�H8=:9JA:�

/D�;>AI:G�>C�BDG:�9:I6>A	�8A>8@�I=:�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�

=IIEH���HJ88:HH�:BHHD;IL6G:�8DB� (.51�����0H>C<5 (.�0H>C<5 (.52:75�EE�
�
�GDLH:5(:CJ�
�
5�GDLH>C<5 K:CIH

0E96I:9��/=J	����(6G��
�������
����"(/

+DL:G:9�7N

14

https://success.emssoftware.com/EMS_V44.1/Using_EMS/Using_EMS_Web_App/020Browse_Menu/010_Browsing_Events


�GDLH>C<�'D86I>DCH

/=:� (.�2:7��EE�'*��/$*).�B:CJ�DEI>DC =:AEH�NDJ�:MEADG:�;68>A>I>:H�6C9�7DD@:9�HE68:	�6C9�>H�:HE:8>6AAN�JH:;JA

L=:C�NDJ�@CDL�L=>8=�HE68:�NDJ�L6CI�6C9�C::9�ID�;>C9�I>B:�HADIH�L=:C�I=:�HE68:�>H�6K6>A67A:�*C8:�NDJ�=6K:�AD86I:9

6C�6K6>A67A:�I>B:�HADI	�NDJ�86C�8A>8@�- �/ ���- . -1�/$*)�;GDB�I=:�B6>C�B:CJ ID�7DD@�HE68:�

�� !GDB�I=:�A:;I�B:CJ�>C� (.�2:7��EE	�8A>8@ BROWSE > LOCATIONS � /=:��GDLH:�'D86I>DCH�E6<:
H=DLH6K6>A67A:GDDBH>C�6�86A:C96G�K>:L�

Concept: !>AI:GH�6ADC<�I=:�IDE�D;�I=:Browse Locations E6<:�:C67A:�NDJ�ID�FJ>8@AN�;D8JH�I=:�K>:L�DC

GDDBH�>C�6�HE:8>;>8�I>B:;G6B:	�6C9�7N�GDDB�;:6IJG:H�HJ8=�6H�:FJ>EB:CI	�GDDB�INE:	�6C9�<:D<G6E=>8

AD86I>DC��/=>H�=:AEH�NDJ�;>C9�6K6>A67A:�HE68:�ID�FJ>8@AN�B::I�NDJG�G:FJ>G:B:CIH��/D�699�6C9�G:BDK:

AD86I>DC�;>AI:GH	�8A>8@�I=:��99�-:BDK:�'D86I>DCH�DEI>DC	�L=>8=�EG:H:CIH�6�'D86I>DCH�;>AI:G�EDEJE�L=:G:�NDJ

86C�H:A:8I�7N�7J>A9>C<	�6G:6	�6C9�K>:L�

=IIEH���HJ88:HH�:BHHD;IL6G:�8DB� (.51�����0H>C<5 (.�0H>C<5 (.52:75�EE�
�
�GDLH:5(:CJ�
�
5�GDLH>C<5'D86I>DCH

0E96I:9��/=J	����(6G��
�������
����"(/

+DL:G:9�7N
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�� /D�A:6GC�BDG:�67DJI�6�AD86I>DC	�8A>8@�I=:�AD86I>DC�C6B:�/=:�'D86I>DC �:I6>AH�L>C9DL�6EE:6GH��>;�NDJ�=6K:
E:GB>HH>DCH�	�H=DL>C<�9:I6>AH�67DJI�I=:�AD86I>DC�

�� �A>8@1>:L��AA��J>A9>C<���-DDB��:I6>AH�ID�H::�9:I6>AH��:E:C9>C<�DC�=DL�NDJG��9B>C>HIG6IDG�=6H�8DC;><JG:9�NDJG
 (.�2:7��EE�6EEA>86I>DC	�I=:�L>C9DL 86C�H=DL�K6GN>C<�>C;DGB6I>DC�67DJI�I=:�AD86I>DC	�>C8AJ9>C<�I=:�7J>A9>C<
9:I6>AH��C6B:	�9:H8G>EI>DC	�6C9�DG�CDI:H�	�E=DIDH�6C9�;ADDGEA6CH��>B6<:H�	�9:H8G>EI>DC	�GDDB�INE:	�H:IJE�INE:	�6C9
DI=:G�;:6IJG:H���!DG�9:I6>A:9�7DD@>C<�>CHIGJ8I>DCH	�H::(6@>C<�-:H:GK6I>DCH��

Tip: /=:�'$)& ��/ (+'�/ .�I67�B6N�7:�6K6>A67A:�9:E:C9>C<�DC�NDJG�>BEA:B:CI6I>DC��/=>H�DEI>DC

L>AA6AADL�NDJ�ID�B6@:�6�G:H:GK6I>DC�;DG�I=>H�GDDB��*C8:�NDJ�AD86I:�6�GDDB�NDJ�L>H=�ID�7DD@	�JH:�I=>H

H=DGI8JI�ID�FJ>8@AN�7:<>C�I=:�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�����0H>C<5 (.�0H>C<5 (.52:75�EE�
�
�GDLH:5(:CJ�
�
5�GDLH>C<5'D86I>DCH

0E96I:9��/=J	����(6G��
�������
����"(/

+DL:G:9�7N
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1>:L>C<�!ADDG�+A6CH

$;�NDJG69B>C>HIG6IDG�=6H�6HHD8>6I:9�;ADDGEA6CH�L>I=�HE68:H�L=>8=�G:FJ>G:H�NDJG�DG<6C>O6I>DC�ID�A>8:CH:�6C9�>CHI6AA�I=:

 (.�!ADDG�+A6C�0I>A>IN�L=:C�NDJ�7GDLH:�;DG�HE68:�7N�7DD@>C<�6C�:K:CIDG�K>:L>C<�AD86I>DCH	�NDJ�L>AA�H::�I=:�;ADDGEA6C

>8DC�C:MI�ID�I=:�GDDB���A>8@�I=:�;ADDGEA6C�ID�K>:L�K>HJ6A�9:I6>AH�67DJI�I=:�HE68:�

=IIEH���HJ88:HH�:BHHD;IL6G:�8DB� (.51�����0H>C<5 (.�0H>C<5 (.52:75�EE�
�
�GDLH:5(:CJ�
�
5�GDLH>C<5'D86I>DCH�1>:L>C<5!ADDG5+A6CH

0E96I:9��/=J	����(6G��
�������
����"(/

+DL:G:9�7N
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'D86I>C<�+:DEA:

4DJ�86C�8A>8@BROWSE � PEOPLE ;GDB�I=:�B6>C� (.�2:7��EE�B:CJ�ID ;>C9�:K:CIH�7N�I=:�E:GHDC�L=D�G:H:GK:9�DG�>H

6II:C9>C<�I=:�:K:CI	�DG�ID�H>BEAN�;>C9�L=:G:�6�JH:G�DG�<GDJE�L>AA�7:�AD86I:9�6I�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:�I=:�)6B:�;>:A9�7A6C@6C9�8A>8@�.:6G8=�/D

C6GGDL�I=:�G:HJAIH�ID�DCAN�I=:�7DD@>C<H�;DG�DC:�E:GHDC�DG�<GDJE	�8A>8@�DC�I=:�JH:G�DG�<GDJEC6B:�

PTo search for a specific person or group 	�:CI:G�6I�A:6HI�I=:�;>GHI�I=G::�A:II:GH�>C�I=:�)6B:�;>:A9�� (.�2:7��EE�L>AA

HJ<<:HI�I=:�8ADH:HI�B6I8=�	�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�:C67A:9�>I	�6!ADDG�+A6C�>8DC�L>AA�6EE:6G�;DG�:68=�:K:CI�>C�I=>H�K>:L�4DJ�86C

8A>8@�I=>H�>8DC�ID�DE:C�6�;ADDG�EA6C�;DG�I=:�H:A:8I:9�7J>A9>C<�6C9�K>:LAD86I>DC�9:I6>AH�

=IIEH���HJ88:HH�:BHHD;IL6G:�8DB� (.51�����0H>C<5 (.�0H>C<5 (.52:75�EE�
�
�GDLH:5(:CJ�
�
5'D86I>C<5+:DEA:

0E96I:9��/=J	����(6G��
���������

�"(/

+DL:G:9�7N
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�GDLH:� K:CIH�+6<:�*K:GK>:L

/=:��-*2. � 1 )/.�E6<:�9>HEA6NH�:K:CIH�>C�6�96>AN��9:;6JAI�	�L::@AN	�DG�BDCI=AN�K>:L�

Tip: /D�K>:L�6C9�LDG@�L>I=�NDJG�DLC�G:H:GK6I>DCH�6C9�7DD@>C<H	�H::1>:L>C<�4DJG� K:CIH�

=IIEH���HJ88:HH�:BHHD;IL6G:�8DB� (.51�����0H>C<5 (.�0H>C<5 (.52:75�EE�
�
�GDLH:5(:CJ��GDLH:5 K:CIH5+6<:5*K:GK>:L

0E96I:9��/=J	����(6G��
���������

�"(/

+DL:G:9�7N
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 K:CI��:I6>AH�+6<:

/D�7GDLH:�:M>HI>C<�:K:CIH�;GDB��-*2. � 1 )/.	�8A>8@�DC�6C�:K:CI�C6B:��/=>H�H=DLH  K:CI��:I6>AH�>C�6�EDEJE�

=IIEH���HJ88:HH�:BHHD;IL6G:�8DB� (.51�����0H>C<5 (.�0H>C<5 (.52:75�EE�
�
�GDLH:5(:CJ� K:CI5�:I6>AH5+6<:

0E96I:9��/=J	����(6G��
���������

�"(/

+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<��:I6>AH

P -:H:GK6I>DC����DD@>C<H�.IGJ8IJG:

P 26NH�ID�(6@:�-:H:GK6I>DCH

P �DD@>C<�/:BEA6I: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=:

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

):MI	�I=:��G:6I:�6�-:H:GK6I>DC�H8G::C�6EE:6GH	�L=:G:� (.�2:7��EE L>AA�A:69�NDJ�I=GDJ<=�I=:�G:H:GK6I>DC

EGD8:HH� CI:G�>C;DGB6I>DC�>C8AJ9>C<�6AA�G:FJ>G:9�;>:A9H��	�JH>C<�I=:

ID�69K6C8:�I=GDJ<=�I=:�EGD8:HH�

=IIEH���HJ88:HH�:BHHD;IL6G:�8DB� (.51�����0H>C<5 (.�0H>C<5 (.52:75�EE�
�
(6@>C<-:H:GK6I>DCH

0E96I:9��/=J	����(6G��
���������

�"(/

+DL:G:9�7N
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Specify When & Where
�� /D�HE:8>;NWhen	�H:A:8I 96I:H	�I>B:H	�G:8JGG:C8:��DEI>DC6A��6C9�I>B:ODC:�;DG�I=:�G:H:GK6I>DC�>C�I=:�JEE:G�A:;I

E6C:A�

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

P Let Me Search for a Room

*-

P I Know What Room I Want

Tip: !>AI:GH�>C�I=>H�ADL:G�A:;I�E6C:A=:AE�NDJ�C6GGDL�NDJG�-DDB�.:6G8=�-:HJAIH�2=:C�NDJ�8A>8@Search 	

G:HJAIH�6EE:6G�DC�I=:�G><=I��!GDB�I=:H:�G:HJAIH	�NDJ�86C�K>:L�:ME6C9:9�-DDB��:I6>AH7N�8A>8@>C<�DC�I=:

GDDB�C6B:�

'D86I>C<�HE68:�6H�E6GI�D;�I=:�G:H:GK6I>DC�EGD8:HH�>H�9>;;:G:CI�I=6C7GDLH>C<�AD86I>DCH�

See Also: Searching for Rooms

Tip: *C8:�NDJ�=6K: :HI67A>H=:9�;6KDG>I:H	� (.�2:7��EE�JH:H�I=:H:��EAJH�I=:�E6G6B:I:GH�D;�I=:�7DD@>C<

I:BEA6I:�>C�JH:��ID�;>AI:G�NDJGH:6G8=�G:HJAIH�L=:C�NDJ�JH:�I=:Let Me Search For A Room DEI>DC��/D

:ME6C9�NDJG�H:6G8=�G:HJAIH�7:NDC9�NDJG�;6KDG>I:H	�9:
H:A:8I�I=:�!6KDG>I:�GDDBH�DCAN�8=:8@7DM�DG8A>8@Add/

Remove C:MI�IDLocations.

�� *C8:�NDJ�=6K:�AD86I:9�6�GDDB�ID�G:H:GK:	�8A>8@�I=:�99

=IIEH���HJ88:HH�:BHHD;IL6G:�8DB� (.51�����0H>C<5 (.�0H>C<5 (.52:75�EE�
�
(6@>C<-:H:GK6I>DCH

0E96I:9��/=J	����(6G��
���������

�"(/

+DL:G:9�7N
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>8DC�ID�699I=:�7DD@>C<�ID�NDJG�86GI��4DJ�86C�9:A:I:�DG�8=6C<:�I=:�GDDB�7:;DG:�;>C6A>O>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
�� $C�I=:��II:C9::H 6G:6�C:6G�I=:�8:CI:G�D;�I=:�H8G::C�	�HE:8>;N�=:698DJCI�6C9�6II:C9::H�

P If your organization uses EMS for Outlook	�NDJ�JH:�I=:��II:C9::H�H:8I>DC�ID 699�DG�G:BDK:�6II:C9::H
6C9�H:C9�I=:B�>CK>I6I>DCH�DG�CDI>;>86I>DCH���II:C9::H�86C�7:�>C9>K>9J6AH	B6>A>C<�A>HIH�DG�<GDJEH��/D�H::
L=D�>H�>C�6�B6>A>C<�A>HI�DG�<GDJE	:ME6C9�>I�/=>H;:6IJG:�A:IHNDJK>:L�6II:C9::H��6K6>A67>A>IN�6C9�699�DG
HJ7IG68I�I=:B�;GDB�I=:�:K:CI�

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<�I=:>G�6K6>A67>A>IN�

Concept: �99>C<�6II:C9::H�ID�6C�:K:CI�>H�9>;;:G:CI�I=6C�7GDLH>C<�E:DEA:�

!DG�9:I6>A:9�>CHIGJ8I>DCH�DC�JH>C<�I=:��-*2. �+ *+' �DEI>DC�;GDB�I=:�B6>C�B:CJ�

See Also: Searching for People �

Tip: $;�6K6>A67A:	�H:A:8I�6Setup Type �>;�6K6>A67A:�;DG�I=:�G:H:GK6I>DC��I=>H�6HHD8>6I:H�A>@:ANH:GK>8:H�6C9

;:6IJG:H�L>I=�7DD@>C<H�

�� *C8:�NDJ 8DBEA:I: 6AA�G:FJ>G:9�;>:A9H�DC�I=>H�I67	�8A>8@

>C�I=:�JEE:G�G><=I�8DGC:G�

=IIEH���HJ88:HH�:BHHD;IL6G:�8DB� (.51�����0H>C<5 (.�0H>C<5 (.52:75�EE�
�
(6@>C<-:H:GK6I>DCH

0E96I:9��/=J	����(6G��
���������

�"(/

+DL:G:9�7N
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Choose Services

Concept: /=>H�>H�6C�DEI>DC6A�;:6IJG:�76H:9�DC�I=:�7DD@>C<�I:BEA6I:�NDJ�JH:�

.:GK>8:H�>C8AJ9:�GDDB�H:IJE�6C9�I:6G9DLC	�:FJ>EB:CI	�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>6I:9�L>I=�6�GDDB�6C9�L>I=�6C�:K:CI�INE:�

�� 0C9:G�I=: Services I67�>C�I=:��G:6I:�-:H:GK6I>DC�H8G::C	�HE:8>;N�6CN�H:GK>8:H�NDJ�L>H=�ID�6HHD8>6I:�L>I=�I=:
G:H:GK6I>DC��>;�6K6>A67A:	�NDJ�86C8A>8@Skip Services ���/=:�:M6BEA:�7:ADL�H=DL>C<�6�LDG@HE68:�7DD@>C<B6N
9>;;:G�;GDB�NDJG�69B>C>HIG6IDG�H:II>C<H	�HJ8=�6H�86I:G>C<�DEI>DCH�6C9�7>AA>C<�

�� 2=:C�8DBEA:I:	�8A>8@

>C�I=:�JEE:G�G><=I�8DGC:G�

=IIEH���HJ88:HH�:BHHD;IL6G:�8DB� (.51�����0H>C<5 (.�0H>C<5 (.52:75�EE�
�
(6@>C<-:H:GK6I>DCH
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Add Reservation Details

/=:�-:H:GK6I>DC��:I6>AH�H8G::C�;>C6A>O:H�>C;DGB6I>DC�67DJI�NDJG�G:H:GK6I>DC��$CK>I6I>DCH�ID�7DD@>C<H�6C9�6II68=B:CIH�L>AA

7:�H:CI�ID�6AA�6II:C9::H�/=:�:M6BEA:�H=DLC�7:ADL�B6N�9>;;:G�;GDB�NDJG�>BEA:B:CI6I>DC�

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

	�6C9�I=:C

�

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>DC�6I

I=:�7DIIDB�D;�I=:�L>C9DL�

Concept:  (.�;DG�*JIADD@Q�>H�6C�DEI>DC6A��:MIG6�8DHI��EJG8=6H:��$;�NDJG�DG<6C>O6I>DC�=6H

EJG8=6H:9�>I	�I=:CNDJ�L>AA�H::�I=:� (.�EAJ<>C�>8DC�>C�NDJG�*JIADD@�6EEA>86I>DC��4DJ�L>AA�6AHD�H::

699>I>DC6A�;:6IJG:H�6C9�;JC8I>DC6A>IN�>C� (.��!JGI=:G	�6CNL=:G:�I=6I�NDJ�H::�E:DEA:�DG�<GDJEH�>C

 (.	�NDJ�L>AA�=6K:�688:HH�ID�:K:GNDC:�>C�NDJG�DG<6C>O6I>DC�H�:B6>A�96I676H:��L=>8=�>H�HIDG:9�>C

 M8=6C<:�.:GK:G���/=>H�B:6CH�I=6I�NDJ�86CH::�E:DEA:�H�6K6>A67>A>IN��*JI�D;�*;;>8:	��JHN	�$C�6

(::I>C<	�:I8��	�H:C9�I=:B�:B6>A�>CK>I6I>DCH�DG�CDI>8:H	�6C9�699� (.�:K:CIH�ID�NDJG�*JIADD@

86A:C96G�

=IIEH���HJ88:HH�:BHHD;IL6G:�8DB� (.51�����0H>C<5 (.�0H>C<5 (.52:75�EE�
�
(6@>C<-:H:GK6I>DCH
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���������
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=IIEH���HJ88:HH�:BHHD;IL6G:�8DB� (.51�����0H>C<5 (.�0H>C<5 (.52:75�EE�
�
(6@>C<-:H:GK6I>DCH
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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:CI�G:H:GK6I>DC�

���-:FJ:HI�6�-:H:GK6I>DC

$;�NDJAD<<:9�>C6H�6�<J:HI	�NDJ�86C�HJ7B>I�6�G:H:GK6I>DC�G:FJ:HI�I=6I�L>AA�7:�6EEGDK:9�7N�6C�6JI=DG>O:9

 (.�2:7��EE�JH:G�

����G:6I:�6�-:H:GK6I>DC

�A>8@CREATE A RESERVATION ;GDB�I=:�B6>C�B:CJ��/=:C�H:A:8I�6�I:BEA6I:�ID�HIG:6BA>C:�I=:�7DD@>C<

EGD8:HH�6C9�7GDLH:�;DG�6K6>A67A:�I>B:HADIH�6C9�GDDBH�

����DD@�)DL�0H>C<�4DJG�/:BEA6I:

�A>8@�I=:book now 7JIIDC�C:MI�ID�I=:�I:BEA6I:�NDJ�EG:;:G�;GDB�NDJG�=DB:�E6<:	�6C9�I=:C7GDLH:�;DG

6K6>A67A:�I>B:HADIH�6C9�GDDBH�

����GDLH:�6C9�/=:C��DD@

�A>8@BROWSE �B6>C�B:CJ��

P �GDLH: EVENTS� /=:C�G:FJ:HI�6�G:H:GK6I>DC�DG	�>;�6JI=DG>O:9	8A>8@CREATE A

RESERVATION ;GDB�I=:�B6>C�B:CJ�6C9H:A:8I�6�I:BEA6I:�ID�HIG:6BA>C:�I=:�7DD@>C<�EGD8:HH�

OR

P �GDLH: LOCATIONS	�;>C9�I=:�GDDB�NDJ�L6CI	6C9�8A>8@�DC6CN�7A6C@�HADI�>C�I=:�GDDB�H�86A:C96G�

/=:C�H:A:8I�6�I:BEA6I:�ID�HIG:6BA>C:�I=:�7DD@>C<�EGD8:HH�

=IIEH���HJ88:HH�:BHHD;IL6G:�8DB� (.51�����0H>C<5 (.�0H>C<5 (.52:75�EE�
�
(6@>C<-:H:GK6I>DCH�
�
526NH5ID5(6@:5-:H:GK6I>DCH
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���������
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Tip: First Browse and Then Book

/D�;6B>A>6G>O:�NDJGH:A;�L>I=�I=:�AD86I>DCH�>C�NDJG�DG<6C>O6I>DC	�IGN�GDLH>C<� K:CIH	�'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=>H�L6N=:AEH�NDJ

:MEADG:�6K6>A67A:�HE68:	�K>:L�I=:�H8=:9JA:�6I�6�=><=�A:K:A	�6C9�JC9:GHI6C9�=DL�DI=:G�JH:GH�>C�NDJG

DG<6C>O6I>DC�G:H:GK:�GDDBH��4DJ�86C�6AHD�:HI67A>H=�NDJG�DLCC6B>C<�8DCK:CI>DCH�;DG�NDJG�:K:CIH�6C9

C6GGDL�9DLC�NDJG�H:6G8=:H�ID�HE:8>;>8�GDDB�INE:H	�GDDB�;:6IJG:H	�:K:CI�INE:H	�<:D<G6E=>86A�6G:6H	�6C9

HD�DC�

Concepts: Booking Templates, Requests, and Reservations

Templates ��4DJG(N��88DJCI H:II>C<H�8DCI6>C�G:H:GK6I>DC�/:BEA6I:H�8G:6I:9�7N�NDJ�DG�NDJG��9B>C>HIG6IDG

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>I=

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	�NDJ�B6NRequest 6�-DDB�DGMake 6

-:H:GK6I>DC��-DDB�G:FJ:HIH�G:FJ>G:�6EEGDK6A�;GDB�6�BDG:�HJE:GK>HDGN�JH:G	�6C9�6G:�K>H>7A:�ID�DI=:G�JH:GH

HD�I=:N�@CDL�I=:�HE68:�=6H�7::C�I:CI6I>K:AN�7DD@:9��/=:� (.�2:7��EE�7:=6K:H�9>;;:G:CIAN�;DG�:68=�INE:

D;�JH:G	�H=DL>C<�;:L:G�DEI>DCH��6C9�JHJ6AAN	�A:HH�>C;DGB6I>DC�;DG�I=DH:�L=D�86C�DCAN�G:FJ:HI�GDDBH�

The Reservation Process: Who & What , Where & When

2=6I�H�I=:�9>;;:G:C8:�7:IL::C�6��G:H:GK6I>DC��6C9�6��7DD@>C<��� Reservation 8DCH>HIHD;�DC:DG�BDG:Bookings.

/=6I�H�>I�

 K:GN�7DD@>C<�7:ADC<H�ID�6�G:H:GK6I>DC�� (.�A:IH�NDJ�=6K:BJAI>EA:�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=�7DD@>C<86C�7:�>C9:E:C9:CI�D;�I=:�DI=:G	�HJ8=�6H�G:H:GK>C<�6�H:I�D;�GDDBH

;DG�6C�:K:CI	�DG�86C�7:�6�H:G>:H�D;�7DD@>C<H�JC9:G�6Recurring G:H:GK6I>DC�

=IIEH���HJ88:HH�:BHHD;IL6G:�8DB� (.51�����0H>C<5 (.�0H>C<5 (.52:75�EE�
�
(6@>C<-:H:GK6I>DCH�
�
526NH5ID5(6@:5-:H:GK6I>DCH

0E96I:9��/=J	����(6G��
���������

�"(/

+DL:G:9�7N
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 68=�7DD@>C<�86C�8DCI6>CBJAI>EA:Booking Details 	�L=>8=�6G:�I=:�G:HDJG8:H�6C9�H:GK>8:H�G:FJ>G:9�ID�HJEEDGI�I=:

7DD@>C<��HJ8=�6H�86I:G>C<�6C9�GDDB�H:IJE��

- :H:GK6I>DCH��2=D�6C9�2=6I

� reservation >H�I=:��L=D�6C9�L=6I��D;�6C�:K:CI��!DG�:M6BEA:	�I=:��869:B>8�+A6CC>C<��D6G9�I=:�L=D��B6N�G:H:GK:

HE68:�;DG�6�.:B:HI:G�&>8@D;;:K:CI �I=:�L=6I��

Bookings: Where and When

� booking >H�I=:��L=:G:�6C9�L=:C��D;�6C�:K:CI��!DG�:M6BEA:	�I=:��869:B>8�+A6CC>C<��D6G9�H8=:9JA:H�I=:�8DC;:G:C8:

GDDB��I=:�L=:G:��;DG�6�HI6;;�B::I>C<�DC�I=:�H:8DC9�(DC96N�>C�%6CJ6GN��I=:�L=:C���/=:��869:B>8�+A6CC>C<��D6G9CDL

=6H�6�H>C<A:�G:H:GK6I>DC�L>I=�6�H>C<A:�7DD@>C<�>C� (.��$;	�=DL:K:G	�I=:N�H8=:9JA:I=:�8DC;:G: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�	�I=:C�I=:�7D6G9�CDL�=6H�6�H>C<A:�G:H:GK6I>DC

L>I=����7DD@>C<H�

Booking Details

��7DD@>C<�86C�=6K:�DC:�DG�BDG:�7DD@>C<�9:I6>AH�6HHD8>6I:9�L>I=�>I�Booking details 6G:�I=:�G:HDJG8:H��>I:BH�;DG�I=:

B::I>C<� DG�H:GK>8:H��E:DEA:�6C9�I=:>G�68I>K>I>:H�I=6I�6G:�C::9:9�;DG�6C�:K:CI	�I=:�CDI:H�;DG�I=:�:K:CI	�I=:�68I>K>I>:H�;DG

I=:�:K:CI	�I=:�GDDB�8=6G<:H�;DG�I=:�:K:CI	�DG�6CN�8DB7>C6I>DC�D;�I=:H:��!DG�:M6BEA:	�;DG�I=:��869:B>8�+A6CC>C<��D6G9UH

HI6;;�B::I>C<	�I=:�G:HDJG8:H�8DJA9>C8AJ9:�86I: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�D;6�E:GHDC�7G>C<>C<�>C�6C9�H:II>C<�JE�6�EGD?:8IDG	�BDK>C<6�HE:6@:GUH�ED9>JB	�6C9�HD�DC��

=IIEH���HJ88:HH�:BHHD;IL6G:�8DB� (.51�����0H>C<5 (.�0H>C<5 (.52:75�EE�
�
(6@>C<-:H:GK6I>DCH�
�
526NH5ID5(6@:5-:H:GK6I>DCH

0E96I:9��/=J	����(6G��
���������
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Service Orders

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

9:I6>AH�ID�7DD@>C<H�

Concept: Services, Categories, and Resources: What's the Difference? (click to expand)

$C� (.	�NDJ�B6N�=:6G�I=:H:�I:GBH�JH:9 >CI:G8=6C<:67AN�HDB:I>B:H	�=DL:K:G	�I=:N�6G:�9>;;:G:CI�8DC8:EIH�

� Category >C� (.�>H�6CNI=>C<�NDJ�B><=I�699�ID�6��DD@>C<�HJ8=�6H��6I:G>C<	��J9>D�1>HJ6A	�!JGC>IJG:	�.:8JG>IN	

)DI:H	��II:C9::�)6B:H	��<:C96H�:I8� 2=:C�NDJ�8DC;><JG:�6��6I:<DGN	�=DL:K:G	�>I�BJHI�7:�D;�H>Mtypes� �6I:<DGN

/NE:H���8I>K>I>:H	��II:C9::H	��6I: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�L=:C699:9�ID�6�7DD@>C<��!DG�:M6BEA:	�6

)DI:H��8I>K>I>:H��II:C9::H INE:�H:GK>8:�86I:<DGN9D:H�CDI�G:FJ>G:�I=:� (.��9B>C>HIG6IDG�ID�8DC;><JG:�>I:BHJC9: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	�6H:GK>8:�86I:<DGN�I=6I�=6H�6�INE:�D;�6I:G>C<	-:HDJG8:�L>I=�.:GK>8:�*G9:G	�DG�6�-:HDJG8:�L>I=DJI

6 .:GK>8:�*G9:G��6I:<DGN	L>AA�G:FJ>G:�I=:��9B>C>HIG6IDG�ID�8G:6I:�>I:BHJC9:G�>I��!DG�:M6BEA:	�6C��1� FJ>EB:CI�

H:GK>8:86I:<DGN��8DC;><JG:9�6H�6�-:HDJG8:�L>I=DJI�6�.:GK>8:�*G9:G��6I:<DGN�INE:��B><=I�=6K:�>I:BH�JC9:G�>I�HJ8=

6H�6�;A>E�8=6GI	�L=>I:7D6G9	��JC9:G��1� FJ>EB:CI��/=:�E:GHDC�G:FJ:HI>C<�I=:�H:GK>8:�;DG�I=>H�B::I>C<�LDJA9�I=:C

H:A:8I���1�:FJ>EB:CI��6C9�I=:C�H::�;A>E8=6GI�6C9�L=>I:7D6G9�6H�DEI>DCH�ID�699�ID�I=:�:K:CI�

!JGI=:GBDG:	�6��6I:<DGN�86C7:�8DC;><JG:9ID��0H:�.I6I:H� HD�I=6I�L=:C�6�H:GK>8:�>H�G:FJ:HI:9�L>I=�6�B::I>C<	�>I

86C�7:�B6C6<:9�I=GDJ<=�6�G:K>:L�6C9�6EEGDK6A�EGD8:HH�>C�I=:�(6C6<:�.:GK>8:H�IDDA76G�DEI>DC

>C� (.��:H@IDE��A>:CI�

See Also: �99>C<�.:GK>8:H

=IIEH���HJ88:HH�:BHHD;IL6G:�8DB� (.51�����0H>C<5 (.�0H>C<5 (.52:75�EE�
�
(6@>C<-:H:GK6I>DCH�
�
526NH5ID5(6@:5-:H:GK6I>DCH

0E96I:9��/=J	����(6G��
���������

�"(/
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�=:8@>C<�$C�/D� K:CIH

4DJ�86C�8=:8@�>C�ID�NDJG:K:CIH�>C�I=:�(4� 1 )/.�6G:6�DC�I=:� (.�2:7��EE�B6>C�B:CJ�

����A>8@�I=:Check In 7JIIDC�C:MI�ID�I=:�:K:CI��L=:C�6K6>A67A:���4DJG��9B>C>HIG6IDG�H:IH�6�I>B:�A>B>I�DC=DL�HDDC�NDJ

86C�8=:8@�>C�7:;DG:�6C�:K:CI�

���*C8:�NDJ�=6K:�8=:8@:9�>C�ID 8DC;>GBNDJG�6II:C96C8:	�I=:�7DD@>C<�H=DLH�DC�NDJG�(4�#*( �I67�6H��=:8@:9�$C�

Note: /=:��DD@>C<�':K:A��=:8@
$C�-DA: BJHI�7:�:C67A:9�>C� (.�2:7��EE�7N�NDJG��9B>C>HIG6IDG�7N

699>C<�I=:��=:8@�$C��=:8@�*JI�-DA:�ID�6�2:7�.:8JG>IN�/:BEA6I:�

Note: $C�1:GH>DC�����	�H:K:G6A�;JC8I>DCH�I=6I�L:G:�6K6>A67A:�>C�EG:K>DJH�G:A:6H:H�6G:�CD�ADC<:G�6K6>A67A:	

>C8AJ9>C<��J>A9>C<�A:K:A��=:8@
>C��=:8@
DJI	�8=:8@�>C�6�<GDJEK>6�I=:�'D86I:�"GDJE�L:7�B:CJ	�6C9�I=:��=:8@�$C��=:8@

*JI�L:7�B:CJ�

=IIEH���HJ88:HH�:BHHD;IL6G:�8DB� (.51�����0H>C<5 (.�0H>C<5 (.52:75�EE�
�
(6@>C<-:H:GK6I>DCH�
��55�=:8@>C<5$C5/D5 K:CIH

0E96I:9��/=J	����(6G��
���������

�"(/

+DL:G:9�7N
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1>:L>C<�4DJG� K:CIH

Important: /=:�1$ 2� 1 )/.�DEI>DC�>H�9>;;:G:CI�I=6C�I=:��-*2. � 1 )/.�DEI>DC�>C�I=:�B6>C�B:CJ�

/D�A:6GC�BDG:	�H::(4� 1 )/.�KH���-*2.  1 )/. �

4DJ�86C�FJ>8@AN�K>:L�NDJG�:K:CIH	�G:H:GK6I>DCH	�6C9�G:FJ:HIH�DC�7DI=�NDJG�(4�#*( �E6<:�6H�L:AA�6H�NDJG�(4

 1 )/.�E6<:�

�� �A>8@MY EVENTS ID�H::�NDJG�G:H:GK6I>DCH�6C9�7DD@>C<H�4DJG�K>:L�9:;6JAIH�ID�NDJG�8JGG:CI�G:H:GK6I>DCH. /D�K>:L
DG�:9>I�6�G:H:GK6I>DCH	�8A>8@�I=:�C6B:�D;�I=:�G:H:GK6I>DC�

Tip:  (. DCAN�G:IJGCH�H:6G8=�G:HJAIH�I=6I�8DCI6>CI=:�:M68I�DG9:G�D;�I=:�8=6G68I:GH�>C�NDJG�H:6G8=HIG>C<	�7JI

 (.�9D:H�CDI�86G:�67DJI�>;�NDJG�H:6G8=�HIG>C<�>H�JEE:G86H:�DG�ADL:G86H:��$C�699>I>DC	� (.�L>AA�G:IJGC�H:6G8=

G:HJAIH�I=6I�8DCI6>C�NDJG�H:6G8=�HIG>C<�G:<6G9A:HH�D;�L=:G:�I=DH:�8=6G68I:GH�6EE:6G�!DG�:M6BEA:	�6�H:6G8=

HIG>C<�D;:9 G:IJGCH�I=:��DAA:<:�D; 9 J86I>DC�.:B>C6G	 9 .B>I=�;JC9G6>H:G	�#:6AI=��:CI:G 9 J86I>DC

/G6>C>C<	�6C9�HD�DC�

=IIEH���HJ88:HH�:BHHD;IL6G:�8DB� (.51�����0H>C<5 (.�0H>C<5 (.52:75�EE�
�
(6@>C<-:H:GK6I>DCH�
�
51>:L>C<54DJG5 K:CIH

0E96I:9��/=J	����(6G��
���������
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Concept: /=: BROWSE > EVENTS B:CJ�DEI>DC�H=DLH�6AA�D;�NDJG�G:H:GK6I>DCH�6H�L:AA�6H�6AA�G:H:GK6I>DCH

I=6I NDJ�6G:�6JI=DG>O:9�ID�K>:L��/=:MY EVENTS B:CJ�DEI>DC�H=DLH�DCANyour G:H:GK6I>DCH�6C9�7DD@>C<H�

�:;DG:�B6@>C<�NDJG�DLC�G:H:GK6I>DCH	�:HE:8>6AAN�>;�NDJ�6G:�6�C:L:G� (.�2:7��EE�JH:G	�L:�G:8DBB:C9�I=6I

NDJBROWSE > EVENTS ;>GHI�ID�7J>A9�;6B>A>6G>IN�L>I=�NDJG�DG<6C>O6I>DC�H�7DD@>C<�EG68I>8:H	H8=:9JA:	

;68>A>I>:H	�6C9�JH:GH��/D�A:6GC�BDG:	�H::(6@>C<�-:H:GK6I>DCH�

�� /D�K>:L�-:H:GK6I>DC�6C9�7DD@>C<�9:I6>AH	�8A>8@�DC�6C�:K:CI�C6B:�� K:CI�9:I6>AH�9>HEA6N��7DD@>C<H�L>I=>C�I=:
G:H:GK6I>DC�H=DL�>C�I=:�ADL:G�=6A;�D;�I=:�H8G::C�

=IIEH���HJ88:HH�:BHHD;IL6G:�8DB� (.51�����0H>C<5 (.�0H>C<5 (.52:75�EE�
�
(6@>C<-:H:GK6I>DCH�
�
51>:L>C<54DJG5 K:CIH

0E96I:9��/=J	����(6G��
���������
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.:6G8=>C<�;DG��K6>A67A:�-DDBH

�JG>C<�I=:�7DD@>C<�EGD8:HH	�NDJ�86C�H:6G8=�;DG�6K6>A67A:�GDDBH�>C�ILD�L6NH�

�� !GDB�I=:��G:6I:�6�-:H:GK6I>DC�H8G::C	�>C�I=:��DD@>C<H�6G:6	�H:A:8I

P Let Me Search For A Room

*-

P I Know What Room I Want

Tip: !>AI:GH�>C�I=:�A:;I�E6C:A=:AE�NDJ�C6GGDL�NDJG�-DDB�.:6G8=�-:HJAIH�2=:C�NDJ�8A>8@.:6G8= 	�G:HJAIH�6EE:6G�DC�I=:�G><=I��!GDB�I=:H:�G:HJAIH	

NDJ�86C�K>:L�:ME6C9:9�-DDB��:I6>AH7N�8A>8@>C<�DC�I=:�GDDB�C6B:	�6C9�NDJ�86C�K>:L6CN�6K6>A67A:�;ADDGEA6CH7N�8A>8@>C<�I=:�;ADDGEA6C�>8DC�C:MI

ID�>I�

'D86I>C<�HE68:�6H�E6GI�D;�I=:�G:H:GK6I>DC�EGD8:HH�>H�9>;;:G:CI�I=6C�H>BEAN�7GDLH>C<�AD86I>DCH�!DG�9:I6>A:9�>CHIGJ8I>DCH�DC�JH>C<�I=:��-*2. 

'*��/$*).�DEI>DCH�>C�I=:�B6>C�B:CJ	�H:: � GDLH>C<�'D86I>DCH�

�� *C8:�NDJ�=6K:�AD86I:9�6�GDDB�ID�G:H:GK:	�8A>8@�I=:�99

>8DC�ID�699�>I�ID�NDJG�G:H:GK6I>DC��I=>H�699H�I=:�7DD@>C<�ID�NDJG�86GI��4DJ�86C�8=6C<:�NDJG�B>C9�6C9�9:A:I:�DG
8=6C<:�I=:�GDDB�;DG�I=:�7DD@>C<�7:;DG:�NDJ�;>C6A>O:�NDJG�-:H:GK6I>DC�

=IIEH���HJ88:HH�:BHHD;IL6G:�8DB� (.51�����0H>C<5 (.�0H>C<5 (.52:75�EE�
�
(6@>C<-:H:GK6I>DCH�
��5.:6G8=>C<5;DG5�K6>A67A:5-DDBH

0E96I:9��/=J	����(6G��
���������
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�DD@>C<�(JAI>EA:�-DDBH

�JG>C<�I=:G:H:GK6I>DC�EGD8:HH	�NDJ�86C�H:A:8I�BDG:�I=6C�DC:�GDDB��>;�I=:�I:BEA6I:�NDJ�G:�JH>C<�E:GB>IH�>I��

�� *C8:�NDJ�=6K: ;DJC9�6K6>A67A:�GDDBH	�8A>8@Add

ID�BDK:�:68=�GDDB�>CID�I=:�.:A:8I:9�-DDBH�6G:6��4DJ�86C�G:E:6I�I=>H�;DG�:68=�GDDB�NDJ�L6CI�ID�699�ID�NDJG
G:H:GK6I>DC�

�H�NDJ�7DD@�:68=�GDDB	� (.�L>AA�EGDBEI�NDJ�ID�:CI:G�6II:C9::H�6C9�H:IJE�INE:�

�� �A>8@

ID�8DCI>CJ:�L>I=�I=:�7DD@>C<�EGD8:HH�

=IIEH���HJ88:HH�:BHHD;IL6G:�8DB� (.51�����0H>C<5 (.�0H>C<5 (.52:75�EE�
�
(6@>C<-:H:GK6I>DCH�
��5�DD@>C<5(JAI>EA:5-DDBH

0E96I:9��/=J	����(6G��
���������
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�DD@>C<�-:8JGG>C<�(::I>C<H

Note: !DG�6�8DC8:EIJ6A�DK:GK>:L	�7:�HJG:�ID�G:K>:L�

P 26NH�ID�(6@:�-:H:GK6I>DCH

P -:H:GK6I>DC����DD@>C<H�.IGJ8IJG:

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=:

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

):MI	�I=:��G:6I:�6�-:H:GK6I>DC�H8G::C�A6JC8=:H	�L=:G:� (.�2:7��EE L>AA�A:69�NDJ�I=GDJ<=�I=:�G:H:GK6I>DC�EGD8:HH�

 CI:G�NDJG�>C;DGB6I>DC�>C8AJ9>C<�6AA�G:FJ>G:9�;>:A9H��6C9�8A>8@

ID�69K6C8:�I=GDJ<=�I=:�EGD8:HH�

Specify When & Where
�� /D�HE:8>;NWhen	�H:A:8I 96I:H�6C9 I>B:H�

�� �A>8@�I=:Recurrence 7JIIDC�

=IIEH���HJ88:HH�:BHHD;IL6G:�8DB� (.51�����0H>C<5 (.�0H>C<5 (.52:75�EE�
�
(6@>C<-:H:GK6I>DCH�
��5�DD@>C<5-:8JGG>C<5(::I>C<H

0E96I:9��/=J	����(6G��
���������
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6� !DAADL�I=:�EGDBEIH�ID�H:A:8I�I=:�;G:FJ:C8N	�96I:�G6C<:	�96N�D;�I=:�L::@	�HI6GI�6C9�:C9�I>B:H	�6C9�I>B:ODC:
;DG�I=:�G:8JGG:C8:�

7� �A>8@Apply Recurrence

ID�K6A>96I:�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:�I=6I�I=: Create Booking In ;>:A9�HE:8>;>:H�I=:�I>B:�ODC:�>C�L=>8=�ID�7DD@�I=:�B::I>C<	�L=>8=�B6N

9>;;:G�;GDB�NDJG�HNHI:B�I>B:�ODC:�

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

P Let Me Search For A Room

*-

P I Know What Room I Want

=IIEH���HJ88:HH�:BHHD;IL6G:�8DB� (.51�����0H>C<5 (.�0H>C<5 (.52:75�EE�
�
(6@>C<-:H:GK6I>DCH�
��5�DD@>C<5-:8JGG>C<5(::I>C<H

0E96I:9��/=J	����(6G��
���������
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+DL:G:9�7N

37

https://success.emssoftware.com/EMS_V44.1/Using_EMS/Using_EMS_Web_App/030MakingReservations/063_Booking_Recurring_Meetings


Tip: !>AI:GH�>C�I=>H�ADL:G�A:;I�E6C:A=:AE�NDJ�C6GGDL�NDJG�-DDB�.:6G8=�-:HJAIH�2=:C�NDJ�8A>8@Search 	

G:HJAIH�6EE:6G�DC�I=:�G><=I��!GDB�I=:H:�G:HJAIH	�NDJ�86C�K>:L�:ME6C9:9�-DDB��:I6>AH7N�8A>8@>C<�DC�I=:

GDDB�C6B:�

'D86I>C<�HE68:�6H�E6GI�D;�I=:�G:H:GK6I>DC�EGD8:HH�>H�9>;;:G:CI�I=6C�H>BEAN�7GDLH>C<�AD86I>DCH�!DG�9:I6>A:9

>CHIGJ8I>DCH�DC�JH>C<�I=:��-*2. �'*��/$*).�DEI>DCH�>C�I=:�B6>C�B:CJ	�H:: .:6G8=>C<�;DG�-DDBH�

�� *C8:�NDJ�=6K:�AD86I:9�6�GDDB�ID�G:H:GK:	�8A>8@�I=:�99

>8DC�ID�K6A>96I:�6C9�699I=:�7DD@>C<�ID�NDJG�86GI��4DJ�86C�9:A:I:�DG�8=6C<:�I=:�GDDB�7:;DG:�NDJ�;>C6A>O:NDJG
-:H:GK6I>DC�

��

Specify Who & What
�� $C�I=:��II:C96C8:�6G:6 �C:6G�I=:�8:CI:G�D;�I=:�H8G::C�	�H:A:8I�6Setup Type �>;�6K6>A67A:�;DG�I=:

G:H:GK6I>DC;GDB�I=:�9GDE9DLC�

��

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

P If your organization has implemented EMS for Outlook	�NDJ�JH:�I=:�DEI>DC6A��II:C9::H�H:8I>DC�ID699�DG
G:BDK:�6II:C9::H�6C9�H:C9�I=:B�>CK>I6I>DCH�DG�CDI>;>86I>DCH���II:C9::H�86C�7:�>C9>K>9J6AH�DG�B6>A>C<�A>HIH
DG�<GDJEH��/D�H::�L=D�>H�>C�6�B6>A>C<�A>HI�DG�<GDJE	�H>BEAN�:ME6C9�>I�/=>H�DEI>DC6A�;:6IJG:�:C67A:H�NDJ�ID
K>:L�6II:C9::H��6K6>A67>A>IN�6C9�699�DG�HJ7IG68I�I=:B�;GDB�I=:�:K:CI�

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�7JI�NDJ�L>AA�CDI�H::�6K6>A67>A>IN�

Concept: �99>C<�6II:C9::H�ID�6C�:K:CI�>H�9>;;:G:CI�I=6C�7GDLH>C<�E:DEA:�

!DG�9:I6>A:9�>CHIGJ8I>DCH�DC�JH>C<�I=:��-*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�����0H>C<5 (.�0H>C<5 (.52:75�EE�
�
(6@>C<-:H:GK6I>DCH�
��5�DD@>C<5-:8JGG>C<5(::I>C<H

0E96I:9��/=J	����(6G��
���������
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>C�I=:�JEE:G�G><=I�8DGC:G�

Choose Services

Concept: /=>H�>H�6C�DEI>DC6A�;:6IJG:�76H:9�DC�I=:�7DD@>C<�I:BEA6I:�NDJ�JH:�

.:GK>8:H�>C8AJ9:�GDDB�H:IJE�6C9�I:6G9DLC	�:FJ>EB:CI	�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>6I:9�L>I=�6�GDDB�6C9�L>I=�6C�:K:CI�INE:�

�� 0C9:G�I=: Services I67�>C�I=:��G:6I:�-:H:GK6I>DC�H8G::C	�HE:8>;N�6CN�H:GK>8:H�NDJ�L>H=�ID�6HHD8>6I:�L>I=�I=:
G:H:GK6I>DC	�DG�8A>8@Skip Services �

�� 2=:C�8DBEA:I:	�8A>8@

>C�I=:�JEE:G�G><=I�8DGC:G�

Add Reservation Details
/=:�-:H:GK6I>DC��:I6>AH�H8G::C�;>C6A>O:H�>C;DGB6I>DC�67DJI�NDJG�G:H:GK6I>DC��$CK>I6I>DCH�ID�7DD@>C<H�6C9�6II68=B:CIH�L>AA

7:�H:CI�ID�6AA�6II:C9::H�/=:�:M6BEA:�H=DLC�7:ADL�B6N�9>;;:G�;GDB�NDJG�>BEA:B:CI6I>DC�

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

	�6C9�I=:C

�

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>DC�6I

I=:�7DIIDB�D;�I=:�L>C9DL�

Concept:  (.�;DG�*JIADD@Q�>H�6C�DEI>DC6A��:MIG6�8DHI��EJG8=6H:��$;�NDJG�DG<6C>O6I>DC�=6H

EJG8=6H:9�>I	�I=:CNDJ�L>AA�H::�I=:� (.�EAJ<>C�>8DC�>C�NDJG�*JIADD@�6EEA>86I>DC��4DJ�L>AA�6AHD�H::

699>I>DC6A�;:6IJG:H�6C9�;JC8I>DC6A>IN�>C� (.��!JGI=:G	�6CNL=:G:�I=6I�NDJ�H::�E:DEA:�DG�<GDJEH�>C

 (.	�NDJ�L>AA�=6K:�688:HH�ID�:K:GNDC:�>C�NDJG�DG<6C>O6I>DC�H�:B6>A�96I676H:��L=>8=�>H�HIDG:9�>C

 M8=6C<:�.:GK:G���/=>H�B:6CH�I=6I�NDJ�86CH::�E:DEA:�H�6K6>A67>A>IN��*JI�D;�*;;>8:	��JHN	�$C�6

(::I>C<	�:I8��	�H:C9�I=:B�:B6>A�>CK>I6I>DCH�DG�CDI>8:H	�6C9�699� (.�:K:CIH�ID�NDJG�*JIADD@

86A:C96G�

=IIEH���HJ88:HH�:BHHD;IL6G:�8DB� (.51�����0H>C<5 (.�0H>C<5 (.52:75�EE�
�
(6@>C<-:H:GK6I>DCH�
��5�DD@>C<5-:8JGG>C<5(::I>C<H

0E96I:9��/=J	����(6G��
���������
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=IIEH���HJ88:HH�:BHHD;IL6G:�8DB� (.51�����0H>C<5 (.�0H>C<5 (.52:75�EE�
�
(6@>C<-:H:GK6I>DCH�
��5�DD@>C<5-:8JGG>C<5(::I>C<H

0E96I:9��/=J	����(6G��
���������
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�DD@>C<�6�1>9:D��DC;:G:C8:�-DDB

/NE>86AAN	�K>9:D8DC;:G:C8:�7DD@>C<H�>CKDAK:�6I�A:6HI�ILD�-DDBH�I=:��=DHI��-DDB�L=:G:�I=:�B::I>C<�=DHI�JH:G�>H

AD86I:9	�6C9�6I�A:6HIDC:�BDG:�699>I>DC6A�-DDB�L=:G:�DI=:G�6II:C9::H�<6I=:G�ID�E6GI>8>E6I:�$;�NDJ�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<�I=:�7DD@>C<�EGD8:HH�ID�8DC;>GB

L=>8=�DC:�D;�NDJG�-DDBH�>H�I=:�#DHI��/=:�;>GHI�-DDB�NDJ�H:A:8I�L>AA�7:�6JIDB6I>86AAN�H:A:8I:9�6H�I=:�#DHI	7JI�NDJ�86C

8=6C<:�I=:�#DHI�ID�6�9>;;:G:CI�-DDB�DC8:�I=6I�699>I>DC6A�-DDB�>H�H:A:8I:9�4DJ�86C�H:A:8I�DCAN�DC:�-DDB�E:G��J>A9>C<�

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

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

$;�6AA�E6GI>8>E6CIH�>C8AJ9>C<�I=:�=DHI�<6I=:G�>C�I=:�H6B:�-DDB	�=DL:K:G	�NDJ�L>AA�DCAN�C::9�DC:�-DDB�H>BEAN

9:H><C6I:�I=>H�HDA:�-DDB�6H�I=:�#DHI�
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�99>C<�-:H:GK6I>DC��:I6>AH

$;�NDJ�DE:C�6C�:M>HI>C<�G:H:GK6I>DC�DG8G:6I:�6�C:L�DC:	 I=:�-: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<�6II:C9::H�

/=:�-:H:GK6I>DC��:I6>AH�DEI>DC�9>HEA6NH�9:I6>A:9�HJBB6GN�>C;DGB6I>DC��I=:�-:H:GK6I>DC�$�	�I=:� K:CI�)6B:	�I=:� K:CI

/NE:	�6C9�HD�DC��;DG�I=:�H:A:8I:9�G:H:GK6I>DC�6C9�6AA�>IH�7DD@>C<H�6H�L:AA�6H�6II:C9::H�6C9�6CN�H:GK>8:H�I=6I�L:G:

G:FJ:HI:9�;DG�I=:�7DD@>C<H�

2=6I�H�I=:�9>;;:G:C8:�7:IL::C�6��G:H:GK6I>DC��6C9�6��7DD@>C<��� Reservation 8DCH>HIHD;�DC:DG�BDG:Bookings.

/=6I�H�>I�

 K:GN�7DD@>C<�7:ADC<H�ID�6�G:H:GK6I>DC�� (.�A:IH�NDJ�=6K:BJAI>EA:�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=�7DD@>C<86C�7:�>C9:E:C9:CI�D;�I=:�DI=:G	�HJ8=�6H�G:H:GK>C<�6�H:I�D;�GDDBH

;DG�6C�:K:CI	�DG�86C�7:�6�H:G>:H�D;�7DD@>C<H�JC9:G�6Recurring G:H:GK6I>DC�

 68=�7DD@>C<�86C�8DCI6>CBJAI>EA:Booking Details 	�L=>8=�6G:�I=:�G:HDJG8:H�6C9�H:GK>8:H�G:FJ>G:9�ID�HJEEDGI�I=:
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- :H:GK6I>DCH��2=D�6C9�2=6I

� reservation >H�I=:��L=D�6C9�L=6I��D;�6C�:K:CI��!DG�:M6BEA:	�I=:��869:B>8�+A6CC>C<��D6G9�I=:�L=D��B6N�G:H:GK:

HE68:�;DG�6�.:B:HI:G�&>8@D;;:K:CI �I=:�L=6I��

Bookings: Where and When

� booking >H�I=:��L=:G:�6C9�L=:C��D;�6C�:K:CI��!DG�:M6BEA:	�I=:��869:B>8�+A6CC>C<��D6G9�H8=:9JA:H�I=:�8DC;:G:C8:

GDDB��I=:�L=:G:��;DG�6�HI6;;�B::I>C<�DC�I=:�H:8DC9�(DC96N�>C�%6CJ6GN��I=:�L=:C���/=:��869:B>8�+A6CC>C<��D6G9CDL

=6H�6�H>C<A:�G:H:GK6I>DC�L>I=�6�H>C<A:�7DD@>C<�>C� (.��$;	�=DL:K:G	�I=:N�H8=:9JA:I=:�8DC;:G: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�	�I=:C�I=:�7D6G9�CDL�=6H�6�H>C<A:�G:H:GK6I>DC

L>I=����7DD@>C<H�

Booking Details

��7DD@>C<�86C�=6K:�DC:�DG�BDG:�7DD@>C<�9:I6>AH�6HHD8>6I:9�L>I=�>I�Booking details 6G:�I=:�G:HDJG8:H��>I:BH�;DG�I=:
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Service Orders

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

9:I6>AH�ID�7DD@>C<H�

Concept: Services, Categories, and Resources: What's the Difference? (click to expand)

$C� (.	�NDJ�B6N�=:6G�I=:H:�I:GBH�JH:9 >CI:G8=6C<:67AN�HDB:I>B:H	�=DL:K:G	�I=:N�6G:�9>;;:G:CI�8DC8:EIH�

� Category >C� (.�>H�6CNI=>C<�NDJ�B><=I�699�ID�6��DD@>C<�HJ8=�6H��6I:G>C<	��J9>D�1>HJ6A	�!JGC>IJG:	�.:8JG>IN	
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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	�6H:GK>8:�86I:<DGN�I=6I�=6H�6�INE:�D;�6I:G>C<	-:HDJG8:�L>I=�.:GK>8:�*G9:G	�DG�6�-:HDJG8:�L>I=DJI

6 .:GK>8:�*G9:G��6I:<DGN	L>AA�G:FJ>G:�I=:��9B>C>HIG6IDG�ID�8G:6I:�>I:BHJC9:G�>I��!DG�:M6BEA:	�6C��1� FJ>EB:CI�

H:GK>8:86I:<DGN��8DC;><JG:9�6H�6�-:HDJG8:�L>I=DJI�6�.:GK>8:�*G9:G��6I:<DGN�INE:��B><=I�=6K:�>I:BH�JC9:G�>I�HJ8=

6H�6�;A>E�8=6GI	�L=>I:7D6G9	��JC9:G��1� FJ>EB:CI��/=:�E:GHDC�G:FJ:HI>C<�I=:�H:GK>8:�;DG�I=>H�B::I>C<�LDJA9�I=:C

H:A:8I���1�:FJ>EB:CI��6C9�I=:C�H::�;A>E8=6GI�6C9�L=>I:7D6G9�6H�DEI>DCH�ID�699�ID�I=:�:K:CI�

!JGI=:GBDG:	�6��6I:<DGN�86C7:�8DC;><JG:9ID��0H:�.I6I:H� HD�I=6I�L=:C�6�H:GK>8:�>H�G:FJ:HI:9�L>I=�6�B::I>C<	�>I

86C�7:�B6C6<:9�I=GDJ<=�6�G:K>:L�6C9�6EEGDK6A�EGD8:HH�>C�I=:�(6C6<:�.:GK>8:H�IDDA76G�DEI>DC

>C� (.��:H@IDE��A>:CI�

See Also: �99>C<�.:GK>8:H

Tip: 4DJ�B6N�7:�67A:�ID�H::�;ADDGEA6CH�;DG�GDDBH�See Also: 1>:L>C<�!ADDGEA6CH

-:H:GK6I>DC�/6H@H

0H:�I=: Reservation T asks 6G:6�ID�I6@:�6K6>A67A:�68I>DCH�DC�I=>H�:K:CI�

Reservation Task What You Can Do

Booking Tools
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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�6AADL67A:7DD@>C<

I:BEA6I: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:C96G�
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/=:��II68=B:CIH�I67�>H�6K6>A67A:�>;�I=:�G:H:GK6I>DC�INE:�G:FJ>G:9�6II68=B:CIH��>I�EGDK>9:HI=:�6II68=B:CI�9:H8G>EI>DC	�;>A:

C6B:	�6C9�CDI:H 67DJI�I=:�6II68=B:CI��4DJ�86C�

PDelete 6C�6II68=B:CI�;GDB�6�G:H:GK6I>DC�DG�G:FJ:HI�
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�DD@>C<H�;DG�I=:�-:H:GK6I>DC
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E:GB>HH>DCH�:C67A:H�NDJ�ID�699�6CDI=:G�7DD@>C<	 :9>I�DG�9:A:I:�:M>HI>C<�7DD@>C<H	�6C9I6@:�DI=:G�68I>DCH�DC�I=DH:

7DD@>C<H�

Action Result

Cancel Booking �6C8:A�H:A:8I:9�7DD@>C<H�;DG�I=:�G:H:GK6I>DC�

Attendance �DD@>C<�=:698DJCI�

Setup Type .:IJE�/NE:H�6G:�9:;>C:9�7N�NDJG��9B>C>HIG6IDG	�6C9�9:;>C:�L=>8=�H:GK>8:H	�G:HDJG8:H	�6C9

GDDB�INE:H�86C�7:�JH:9�;DG�I=:�7DD@>C<�

Status .I6<:�>C�I=:�7DD@>C<�EGD8:HH�;DG�I=:�7DD@>C<	�HJ8=�6H�-:FJ:HI:9	�-:H:GK:9	�+:C9>C<�
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�99>C<�.:GK>8:H�ID�6�(::I>C<
�� /D�699�H:GK>8:H�ID�6C�:M>HI>C<�:K:CI	�8A>8@�DCMy Events 6C9�DE:C�I=:�G:H:GK6I>DC�NDJ�L>H=�ID�:9>I�

�� �A>8@Add Services ID�699�I=:H:�9:I6>AH�ID�I=:�B::I>C<��I=>H�DEI>DC�>H�DCAN�6K6>A67A:�>;�NDJG��9B>C>HIG6IDG�6AADLH�>I
;DG�I=>H�INE:�D;�B::I>C<�6C9�;DG�NDJG�JH:G�EGD;>A:��

Tip: *C8:�NDJ�=6K:�699:9�H:GK>8:H�6C9�G:H:GK:9�HE68:	�NDJ�86CLDG@�L>I=�H:GK>8:H7N8A>8@>C<Manage

Services �

�� /=:�;>GHI�H8G::C�H=DLH�6II:C9::H�6C9�6CN�:M>HI>C<�H:GK>8:H�;DG�I=:�B::I>C<�6C9�8A>8@�DC�H:GK>8:H�NDJ�L>H=�ID�699
;GDB�I=:�A>HI�D;�6K6>A67A:�DEI>DCH�
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�� 2=:C�NDJ�8A>8@�6�H:GK>8:�ID�699	6�EDEJE�H8G::C�B6N�EGDBEI�NDJ�ID�HE:8>;N�6�FJ6CI>IN�;DG�I=:�>I:B�6C9�699�CDI:H	
HE:8>6A�>CHIGJ8I>DCH	�6C9�HD�DC��A>8@OK ID�H6K:�NDJG�8=6C<:H�

�� /=:�G><=I�E6C:A�D;�I=:�.:A:8I�.:GK>8:H�L>C9DL�JE96I:H�ID�H=DL�NDJG�A6I:HI�699>I>DCH��2=:C�NDJ�=6K:�699:9�6AA
H:GK>8:H�;DG�I=:�B::I>C<	�8A>8@�I=:Next Step 7JIIDC�

�� /=:�C:MI�H8G::C�A>HIH�6AA�7DD@>C<H�L>I=>C�I=:�G:H:GK6I>DC�NDJ�H:A:8I:9�;GDB�(N� K:CIH�.:A:8I�I=:�7DD@>C<�ID�L=>8=
NDJ�L>H=�ID�699�H:GK>8:H��>;�I=:�G:H:GK6I>DC�>C8AJ9:H�BJAI>EA:�7DD@>C<	�I=:N�6G:�6AA�A>HI:9�=:G:�;DG�NDJ�ID�H:A:8I�	�6C9
8A>8@�I=:Add Services 7JIIDC�

�� 4DJ�G:IJGC�ID�I=:�-:H:GK6I>DC�E6<:�6C9�6�8DC;>GB6I>DC�6EE:6GH�7G>:;AN�8DC;>GB>C<�NDJG�8=6C<:H�
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�
(6@>C<-:H:GK6I>DCH�
�
5�99>C<5-:H:GK6I>DC5�:I6>AH��99>C<5.:GK>8:H5ID565(::I>C<

0E96I:9��/=J	����(6G��
���������

�"(/

+DL:G:9�7N

47

https://success.emssoftware.com/EMS_V44.1/Using_EMS/Using_EMS_Web_App/030MakingReservations/070_Adding_Reservation_Details/Adding_Services_to_a_Meeting
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2DG@>C<�L>I=�.:GK>8:H

�99>C<�.:GK>8:H�ID�6�):L -:H:GK6I>DC

Concept: What are Services, Categories, and Resources?

$C� (.	�NDJ�B6N�=:6G�I=:H:�I:GBH�JH:9 >CI:G8=6C<:67AN�HDB:I>B:H	�=DL:K:G	�I=:N�6G:�9>;;:G:CI�8DC8:EIH�

� Category >C� (.�>H�6CNI=>C<�NDJ�B><=I�699�ID�6��DD@>C<�HJ8=�6H��6I:G>C<	��J9>D�1>HJ6A	�!JGC>IJG:	�.:8JG>IN	

)DI:H	��II:C9::�)6B:H	��<:C96H�:I8� 2=:C�NDJ�8DC;><JG:�6��6I:<DGN	�=DL:K:G	�>I�BJHI�7:�D;�H>Mtypes� �6I:<DGN

/NE:H���8I>K>I>:H	��II:C9::H	��6I: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�L=:C699:9�ID�6�7DD@>C<��!DG�:M6BEA:	�6

)DI:H��8I>K>I>:H��II:C9::H INE:�H:GK>8:�86I:<DGN9D:H�CDI�G:FJ>G:�I=:� (.��9B>C>HIG6IDG�ID�8DC;><JG:�>I:BHJC9: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	�6H:GK>8:�86I:<DGN�I=6I�=6H�6�INE:�D;�6I:G>C<	-:HDJG8:�L>I=�.:GK>8:�*G9:G	�DG�6�-:HDJG8:�L>I=DJI

6 .:GK>8:�*G9:G��6I:<DGN	L>AA�G:FJ>G:�I=:��9B>C>HIG6IDG�ID�8G:6I:�>I:BHJC9:G�>I��!DG�:M6BEA:	�6C��1� FJ>EB:CI�

H:GK>8:86I:<DGN��8DC;><JG:9�6H�6�-:HDJG8:�L>I=DJI�6�.:GK>8:�*G9:G��6I:<DGN�INE:��B><=I�=6K:�>I:BH�JC9:G�>I�HJ8=

6H�6�;A>E�8=6GI	�L=>I:7D6G9	��JC9:G��1� FJ>EB:CI��/=:�E:GHDC�G:FJ:HI>C<�I=:�H:GK>8:�;DG�I=>H�B::I>C<�LDJA9�I=:C

H:A:8I���1�:FJ>EB:CI��6C9�I=:C�H::�;A>E8=6GI�6C9�L=>I:7D6G9�6H�DEI>DCH�ID�699�ID�I=:�:K:CI�

!JGI=:GBDG:	�6��6I:<DGN�86C7:�8DC;><JG:9ID��0H:�.I6I:H� HD�I=6I�L=:C�6�H:GK>8:�>H�G:FJ:HI:9�L>I=�6�B::I>C<	�>I

86C�7:�B6C6<:9�I=GDJ<=�6�G:K>:L�6C9�6EEGDK6A�EGD8:HH�>C�I=:�(6C6<:�.:GK>8:H�IDDA76G�DEI>DC

>C� (.��:H@IDE��A>:CI�

Note: $;�NDJ�6G:�JH>C<�I=:� (.�2:7��EE�DC�6�BD7>A:�9:K>8:	�NDJ�L>AA�CDI�=6K:�688:HH�ID�I=>H�;:6IJG:�

See Also: �6I:<DG>:H	�-:HDJG8:H	�6C9�.:GK>8:H��2=6I�H�I=:��>;;:G:C8:�

���2=>A: 8G:6I>C<�6�C:L�G:H:GK6I>DC	�C6K><6I:�ID�I=:Services I67��/=:�H:GK>8:H�NDJG�69B>C>HIG6IDG�=6H�9:;>C:9�6H

6K6>A67A:�;DG�I=:�7DD@>C<�I:BEA6I:�6C9�GDDB�H��NDJ�H:A:8I:9�6G:�A>HI:9�DC�I=:�A:;I�E6C:A�

=IIEH���HJ88:HH�:BHHD;IL6G:�8DB� (.51�����0H>C<5 (.�0H>C<5 (.52:75�EE�
�
(6@>C<-:H:GK6I>DCH�
�
5�99>C<5-:H:GK6I>DC5�:I6>AH�2DG@>C<5L>I=5.:GK>8:H
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Tip: $;�NDJ�6G::9>I>C<�6C�:M>HI>C<G:H:GK6I>DC	�8A>8@�I=:Add Services DEI>DC�>C�I=:�-:H:GK6I>DC�/6H@H�B:CJ

DC�I=:�G><=I	�DG�DE:C�I=:�-:H:GK6I>DC�:I6>AH�6C9�H:A:8I�I=:�.:GK>8:H�I67�

����A>8@�I=:Services 9GDE9DLCHID�:ME6C9�6C9�E>8@�6�H:GK>8:��4DJ�86C699 G:HDJG8:H�L>I=�H:GK>8:�DG9:GH	�86I:G>C<

�;DD9��H:GK>8:H	�G:HDJG8:H�L>I=DJI�H:GK>8:�DG9:GH	�H:IJE�CDI:H�6C9�DG�6�GDDB�8=6G<:��4DJ�86C�699�BJAI>EA:�H:GK>8:H�ID�6

G:H:GK6I>DC�6C9�ID�6�7DD@>C<�

Concept: *EI>DCH�6K6>A67A:�>C�I=:�.:GK>8:H�9GDE9DLCH�9:E:C9�DC�H:K:G6A�;68IDGH�A:69>C<�JE�ID�I=>H�HI6<:�>C

I=:�7DD@>C<�EGD8:HH��NDJG�7DD@>C<�I:BEA6I:�E6G6B:I:GH	�H:IJE�INE:	�6C9�DI=:G�GJA:H�H:I�7N�NDJG�.NHI:B

�9B>C>HIG6IDG�

��� CI :G�I=:�C:8:HH6GN�>C;DGB6I>DC�;DG�I=:�H:GK>8:H�NDJ�6G:�699>C<�ID�I=:�G:H:GK6I>DC�

Note: -:FJ>G:9�;>:A9H�6G:�B6G@:9�L>I=�G:9��4DJ�B6N�C::9�ID�699>C;DGB6I>DC�HJ8=�6H�I=:�HI6GI�6C9�:C9

I>B:H	�I=:�:HI>B6I:9�8DJCI	�6C9�HD�DC��4DJ�B6N�6AHD�=6K:�ID�6CHL:G�H:GK>8:
HE:8>;>8�FJ:HI>DCH	�6C9�DG

=6K:�ID�6<G::�ID�/:GBH�6C9��DC9>I>DCH�

Tip: 4DJ�86C�699�CDI:H�;DG�:68=�H:GK>8:H�NDJ�699�ID�6�G:H:GK6I>DC��/=:H:�L>AA�DCAN�6EE:6G�>;�NDJ�DE:C�I=:

7DD@>C<	�6C9�CDI�>C�I=:��DD@>C<�.JBB6GN�

����I�I=:�7DIIDB�D;�I=:�E6<:	 8A>8@Next Step �

/=:��K6>A67A:�.:GK>8:H�I67�8ADH:H��4DJ�69K6C8:�ID�I=:�-:H:GK6I>DC��:I6>AH�I67�

P $;�I=:�G:H:GK6I>DC�=6H�DCANI=>H�H>C<A:�7DD@>C<	�6�8DC;>GB6I>DC�B:HH6<:�9>HEA6NH���A>8@OK ID�8ADH:�I=:
B:HH6<:�6C9�G:IJGC�ID�I=:��DD@>C<��:I6>AH�I67��/=:�C:LAN�699:9�7DD@>C<�9:I6>A�H=DLH�DC�I=:� M>HI>C<
.:GK>8:H�I67�

P $;�I=:�G:H:GK6I>DC�=6H�BJAI>EA:�7DD@>C<H	�I=:C�8=DDH:�L=:I=:G�ID�699�H:GK>8:H�ID�?JHI�I=:�DC:�7DD@>C<	�DG
H:K:G6A�

W /D�699�I=:�H:GK>8:H�ID�DCAN�I=>H�7DD@>C<	�8A>8@��D�)DI��EEAN�ID��99>I>DC6A��DD@>C<H��4DJ�G:B6>C
DC�I=:��DD@>C<��:I6>AH�I67��/=:�C:LAN�699:9�H:GK>8:H�H=DLDC�I=:� M>HI>C<�.:GK>8:H�I67�

W /D�699�I=:�H:GK>8:HID�DC:�DG�BDG:�D;�I=:�DI=:G�7DD@>C<H�>C�I=:�G:H:GK6I>DC	�H:A:8I�I=:B��NDJ�86C
H:A:8I�6AA�JH>C<�I=:�8=:8@7DM�>C�I=:��6I:�8DAJBC�=:69>C<�	�6C9�I=:C�8A>8@�.6K:����8DC;>GB6I>DC

=IIEH���HJ88:HH�:BHHD;IL6G:�8DB� (.51�����0H>C<5 (.�0H>C<5 (.52:75�EE�
�
(6@>C<-:H:GK6I>DCH�
�
5�99>C<5-:H:GK6I>DC5�:I6>AH�2DG@>C<5L>I=5.:GK>8:H
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B:HH6<:�9>HEA6NH���A>8@�*&�ID�8ADH:�6C9�G:IJGC�ID�I=:��DD@>C<��:I6>AH�I67��/=:�C:LAN�699:9
H:GK>8:H�CDL�H=DL�DC�I=:� M>HI>C<�.:GK>8:H�I67�

�=6C<>C<�DG��6C8:A>C<�.:GK>8:H�;DG�6C� M>HI>C<�-:H:GK6I>DC

!GDB�6C�:M>HI>C<�7DD@>C<L>I=>C�DC:�D;�NDJG�G:H:GK6I>DCH	�8A>8@�I=:Manage Services DEI>DC��>;�6K6>A67A:��JC9:G�I=:

�DD@>C<H�A>HI��/=>H�:C67A:H�NDJ�ID8=6C<:�DG�86C8:A��9:A:I:��H:GK>8:H�;DG�6�7DD@>C<	�>C9>K>9J6AAN	�E:G�H:GK>8:�>I:B	DG�7N

H:GK>8:�86I:<DGN�

*C�I=:�(6C6<:�.:GK>8:H�E6<:�I=6I�EG:H:CIH	�NDJ 86C�HJ7IG68I

H:GK>8:H�;GDB�I=:�.:GK>8:H�.JBB6GN�K>:L��>;�:C67A:9���.:GK>8:H�6G:�A>HI:9�>C�I=:�G><=I�E6C:A�7N�86I:<DGN�

Note: /=:�:K:CI�INE:�6C9�I=:�7DD@>C<�HI6IJH��6H�L:AA�6H�NDJG��9B>C>HIG6IDG�H:II>C<H�6;;:8I�L=:I=:G�I=:

Manage Services DEI>DC�>H�6K6>A67A:�

=IIEH���HJ88:HH�:BHHD;IL6G:�8DB� (.51�����0H>C<5 (.�0H>C<5 (.52:75�EE�
�
(6@>C<-:H:GK6I>DCH�
�
5�99>C<5-:H:GK6I>DC5�:I6>AH�2DG@>C<5L>I=5.:GK>8:H
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=IIEH���HJ88:HH�:BHHD;IL6G:�8DB� (.51�����0H>C<5 (.�0H>C<5 (.52:75�EE�
�
(6@>C<-:H:GK6I>DCH�
�
5�99>C<5-:H:GK6I>DC5�:I6>AH�2DG@>C<5L>I=5.:GK>8:H
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�6C8:A>C<�4DJG�-:H:GK6I>DCH�6C9��DD@>C<H

/=>H�H:8I>DC�<J>9:H�NDJ�ID�LDG@�L>I=�7DD@>C<H�>C�I=:�-:H:GK6I>DC��:I6>AHE6<:�DC� (.�2:7��EE	�L=:G:�NDJ�86C

K>:L	 699	�8=6C<:	�DG�86C8:A�H:GK>8:H�6C9�6II:C9::H�;DG�6�7DD@>C<�!DG�6C�DK:GK>:L	�H::-:H:GK6I>DC��:I6>AH� �

G:H:GK6I>DC�B6N�8DCI6>C�BJAI>EA:�7DD@>C<H	�HD�I=:�EGD8:9JG:H�7:ADL�<J>9:�NDJ�>C�6EEAN>C<�NDJG�8=6C<:H�ID�BDG:�I=6C

DC:�7DD@>C<�L>I=>C�6�G:H:GK6I>DC�

�6C8:A>C<�-:H:GK6I>DCH
�� )6K><6I:�ID�I=:�G:H:GK6I>DC�L>I=�L=>8=�NDJ�L>H=�ID�LDG@��8A>8@MY EVENTS DC�I=:�B6>C� (.�2:7��EE�B:CJ

�DG;GDB�I=:�(N��DD@>C<H�6G:6�DC�(4�#*( ���/=:C 8A>8@�DC�6�-:H:GK6I>DC�

Tip: 2=:C�NDJ�8A>8@�ID�:9>I�6�-:H:GK6I>DC�DG��DD@>C<	�I=:E6<:�I=6I�DE:CH�9:E:C9H�JEDC�I=:�INE:�D;�7DD@>C<

I=6I�NDJ�6G:�:9>I>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<�;DG

H:GK>8:H�DCAN�

�� !GDB�I=: -:H:GK6I>DC��:I6>AHE6<:	�8A>8@Cancel Reservation �

Warning : �6C8:A>C<�6�G:H:GK6I>DC�L>AA�6AHD�86C8:A�6AA�7DD@>C<H�JC9:G�I=:�G:H:GK6I>DC�

=IIEH���HJ88:HH�:BHHD;IL6G:�8DB� (.51�����0H>C<5 (.�0H>C<5 (.52:75�EE�
�
(6@>C<-:H:GK6I>DCH��6C8:A>C<54DJG5-:H:GK6I>DCH56C95�DD@>C<H
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�� $C�I=:Cancel Reservation? EDEJE�I=6I�6EE:6GH	H:A:8I�6 Cancel Reason 6C9�699 Cancel Notes 	�6C9
I=:C 8DC;>GB�I=6I�NDJ�L6CI�ID�86C8:A�

�� 4DJG�(4� 1 )/.�E6<:H�G:;G:H=:H�6C9�I=:�G:H:GK6I>DC�>H�86C8:A:9�

�6C8:A>C<��DD@>C<H
�� !GDB�I=: -:H:GK6I>DC��:I6>AHE6<:�>C�I=:��DD@>C<�6G:6	�ID�86C8:A�6�H>C<A:�7DD@>C<	�8A>8@�I=:�96I:�D;�I=:�7DD@>C<�DG

I=: Remove >8DC

C:MI�ID�I=:�7DD@>C<��/=:H:�DEI>DCH�6G:6K6>A67A:�>;�NDJG�69B>C>HIG6IDG�=6H�<>K:C�NDJE:GB>HH>DC��

Tip: To cancel multiple bookings 	�8A>8@Cancel Bookings i C�I=:�JEE:G�8DGC:G�D;�NDJG�(N� K:CIH�A>HI�

�� $C�I=:Cancel Booking? EDEJE�I=6I�6EE:6GH	�H:A:8I�6Cancel Reason 6C9�699 Cancel Notes 	�6C9�I=:C 8DC;>GB
I=6I�NDJ�L6CI�ID�86C8:A

=IIEH���HJ88:HH�:BHHD;IL6G:�8DB� (.51�����0H>C<5 (.�0H>C<5 (.52:75�EE�
�
(6@>C<-:H:GK6I>DCH��6C8:A>C<54DJG5-:H:GK6I>DCH56C95�DD@>C<H
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4DJG�(4� 1 )/.�E6<:�G:;G:H=:H�6C9�I=:�7DD@>C<�>H�86C8:A:9�

=IIEH���HJ88:HH�:BHHD;IL6G:�8DB� (.51�����0H>C<5 (.�0H>C<5 (.52:75�EE�
�
(6@>C<-:H:GK6I>DCH��6C8:A>C<54DJG5-:H:GK6I>DCH56C95�DD@>C<H
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�=6C<>C<�-:H:GK6I>DCH�6C9��DD@>C<H

/=>H�H:8I>DC�<J>9:H�NDJ�>C�LDG@>C<�L>I=�7DD@>C<H�>C�I=:�-:H:GK6I>DC��:I6>AHE6<:�DC� (.�2:7��EE	�L=:G:�NDJ�86C

K>:L	 699	�8=6C<:	�DG�86C8:A�H:GK>8:H�6C9�6II:C9::H�;DG�6�7DD@>C<�!DG�6C�DK:GK>:L	�H::-:H:GK6I>DC��:I6>AH� �

G:H:GK6I>DC�B6N�8DCI6>C�BJAI>EA:�7DD@>C<H	�HD�I=:�EGD8:9JG:H�7:ADL�<J>9:�NDJ�>C�6EEAN>C<�NDJG�8=6C<:H�ID�BDG:�I=6C

DC:�7DD@>C<�L>I=>C�6�G:H:GK6I>DC�

�=6C<>C<�-:H:GK6I>DCH
�� )6K><6I:�ID�I=:�G:H:GK6I>DC�L>I=�L=>8=�NDJ�L>H=�ID�LDG@��8A>8@MY EVENTS DC�I=:�B6>C� (.�2:7��EE�B:CJ

�DG;GDB�I=:�(N��DD@>C<H�6G:6�DC�NDJG�=DB:E6<:���/=:C8A>8@�DC�I=:�C6B:�D;�I=:-:H:GK6I>DC�

Concept: 4DJG��9B>C>HIG6IDG�9:;>C:H�GDDB�.:IJE�/NE:H�6C9� K:CI�/NE:H�;DG�NDJ�ID�8=DDH:�;GDB��I=>H

8DCIGDAH�L=>8=�H:GK>8:H��>;�6CN��I=6I�NDJ�86C�699ID�I=:�:K:CI�

Tip: 2=:C�NDJ�8A>8@�ID�:9>I�6�-:H:GK6I>DC�DG��DD@>C<	�I=:E6<:�I=6I�DE:CH�9:E:C9H�JEDC�I=:�INE:�D;�7DD@>C<

I=6I�NDJ�6G:�:9>I>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<�;DG

H:GK>8:H�DCAN�

�� !GDB�I=: -:H:GK6I>DC��:I6>AHE6<:	�JH:�I=:�=><=A><=I:9�6G:6HID�LDG@�L>I=�I=:�G:H:GK6I>DC�

=IIEH���HJ88:HH�:BHHD;IL6G:�8DB� (.51�����0H>C<5 (.�0H>C<5 (.52:75�EE�
�
(6@>C<-:H:GK6I>DCH��=6C<>C<5-:H:GK6I>DCH56C95�DD@>C<H

0E96I:9��/=J	����(6G��
���������
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Important: 2=:C�NDJ ;>C>H=:9>I>C<�6�-:H:GK6I>DC	�7:�HJG:�ID�8DC;>GB�6C9�H6K:�

�=6C<>C<��DD@>C<H
�� !GDB�I=: -:H:GK6I>DC��:I6>AHE6<:�>C�I=:��DD@>C<�6G:6	�8A>8@Edit

C:MI�ID�I=:�7DD@>C<�
�/=:H:�DEI>DCH�6G:6K6>A67A:�>;�NDJ�=6K:�E:GB>HH>DCH��

�� /=:� 9>I��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 	�NDJ�86C�8A>8@�I=:�:K:CI�C6B:�ID�C6K><6I:�ID�I=:�-:H:GK6I>DC

.JBB6GN�E6<:	�6C9�I=: Edit >8DC�ID�H::�C6K><6I:�9>G:8IAN�ID�I=:��DD@>C<��:I6>AH�E6<:�

Important: 2=:C�NDJ ;>C>H=:9>I>C<�6��DD@>C<	�7:�HJG:�ID�8DC;>GB�6C9�H6K:�

=IIEH���HJ88:HH�:BHHD;IL6G:�8DB� (.51�����0H>C<5 (.�0H>C<5 (.52:75�EE�
�
(6@>C<-:H:GK6I>DCH��=6C<>C<5-:H:GK6I>DCH56C95�DD@>C<H

0E96I:9��/=J	����(6G��
���������
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$CK>I>C<��II:C9::H�L>I=�*JIADD@Q

$;�NDJG�DG<6C>O6I>DC�=6H�9:EADN:9� (.�;DG�(>8GDHD;I�*JIADD@	NDJ�86C�8=:8@�6II:C9::H��6K6>A67>A>IN�6H�H=DLC�>C�*JIADD@�

 (.�6JIDB6I>86AAN�H:C9H�B::I>C<�>CK>I6I>DCHID�6II: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=:�;DAADL>C<EGD8:9JG:�B6N

CDI�7:�EG:H:CI�>C�NDJG�DG<6C>O6I>DC�H�>BEA:B:CI6I>DC�D;� (.���AHD	�NDJG�DG<6C>O6I>DC�B6N�=6K:

8JHIDB>O:9�HDB:A67:AH��;DG�:M6BEA:	�S<GDJET�B6N�7:�S8A>:CI	T�S:BEADN::	T�DG�S9:E6GIB:CIT���:K:CI�B6N

7:�S(::I>C<	T�6C9�HD�DC��-:FJ>G:9�;>:A9H�6G:�B6G@:9�L>I=�6�G:9�6HI:G>H@��� ��

�� 2=:C�NDJ�H:A:8I�6II:C9::H	 I=:��G:6I:�6�-:H:GK6I>DC�L>C9DL�L>AA�H=DL�I=:>G�6K6>A67>A>IN�>C6�86A:C96G�<G>9�

Concept: �:E:C9>C<�DC�=DL�NDJG��9B>C>HIG6IDG�=6H�8DC;><JG:9� (.�2:7��EEI:BEA6I:H	�NDJ�B><=I�H::

9>;;:G:CI�;>:A9H�9>HEA6N:9	�DG�NDJ�B><=I�CDI�H::�HDB:�D;�I=:H:�;>:A9H�9>HEA6N:9�6I�6AA�

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

	�6II:C9::H�L>AA�G:8:>K:�>CK>I6I>DCH�76H:9�DC�I=:�7DD@>C<�I:BEA6I:�NDJ�JH:9���=6C<:H�NDJ�B6N�B6@:�ID�I=:�:K:CI
L>AA�6AHD�IG><<:G�:B6>A�JE96I:H�

Example of an automatically generated email:

=IIEH���HJ88:HH�:BHHD;IL6G:�8DB� (.51�����0H>C<5 (.�0H>C<5 (.52:75�EE�
�
(6@>C<-:H:GK6I>DCH�$CK>I>C<5�II:C9::H5L>I=5*JIADD@����� 

0E96I:9��/=J	����(6G��
���������
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=IIEH���HJ88:HH�:BHHD;IL6G:�8DB� (.51�����0H>C<5 (.�0H>C<5 (.52:75�EE�
�
(6@>C<-:H:GK6I>DCH�$CK>I>C<5�II:C9::H5L>I=5*JIADD@����� 

0E96I:9��/=J	����(6G��
���������
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.:C9>C<�)DI>;>86I>DCH

Concept: Changing Events Can Automatically Notify Users

4DJG��9B>C>HIG6IDG�86C�6JIDB6I:�6A:GIHID�7:�H: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:GK6I>DCH	H:GK>8:�DG9:GH	�GDDB

INE:H	H:IJE�INE:H	JH:G�688DJCIH	�6C9�HD�DC��2=:C�NDJ�8G:6I:�6�G:H:GK6I>DC�DG�7DD@>C<�I=6I�=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>I>DC6A�:;;DGI�;GDB�NDJ���:

HJG:�ID�G:K>:L�I=:H:�CDI>;>86I>DC�H:II>C<H�9JG>C<�I=:�EGD8:HH�D;�8G:6I>C<�DG�BD9>;N>C<�:K:CIH�

$;�NDJG� (.�2:7��EE�>BEA:B:CI6I>DC�JH:H�I=: $CI:<G6I>DC�L>I=� M8=6C<:	�NDJ�86C�=6C9A:�CDI>;>86I>DCH�JH>C<

*JIADD@�

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

$;�NDJG�DG<6C>O6I>DC�9:EADNH�DJG�$CI:<G6I>DC�ID�(>8GDHD;IQ� M8=6C<:	�NDJ�86C�K>:L�I=:�6K6>A67>A>IN�D;�B::I>C<

GDDBHand 6II:C9::H	�6C9�H:C9�(>8GDHD;IQ�*JIADD@Q�B::I>C<�>CK>I6I>DCH	�6AA�;GDB�L>I=>C� (.�2:7��EE�

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

DG9:G�ID�8DC;><JG:�6C9�JH:�I=>H�86E67>A>IN�$;�NDJ�6G:�JCHJG:�>;�NDJG�DG<6C>O6I>DC�>H�A>8:CH:9�;DG�$CI:<G6I>DC�ID

(>8GDHD;IQ M8=6C<:	�DG�>;�NDJ�LDJA9�A>@:�ID�A:6GC�BDG:�67DJI�>I	�EA:6H:�8DCI68I�NDJG� (.��88DJCI

 M:8JI>K:�

!DGB:G�G:A:6H:H�D;� (.�HD;IL6G:�G:;:GG:9�ID�I=>H�;:6IJG:�6H�+A6C
6
(::I>C<��+�(��

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

Confirmations

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

P /=:N�8DCI6>C�I=:�96I:�I>B:�G:HDJG8:H�;DG�I=:�7DD@>C<�I=6I�L6H�8G:6I:9�

P /=:H:�JHJ6AAN�<D�ID�:C9�JH:GH�HD�I=:N�@CDL�L=:C�I=:>G�:K:CI�>H�6C9�>;�I=:N�DL:�6CN�BDC:N�

=IIEH���HJ88:HH�:BHHD;IL6G:�8DB� (.51�����0H>C<5 (.�0H>C<5 (.52:75�EE�
�
(6@>C<-:H:GK6I>DCH�.:C9>C<5)DI>;>86I>DCH

0E96I:9��/=J	����(6G��
���������
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Notifications

P /=:H:�6G:�H:CI�DJI�6JIDB6I>86AAN�76H:9�DC�I=:�;>AI:GH�DC�I=:�CDI>;>86I>DC�GJA:�

P /=:G:�6G:�;>K:�INE:H�D;�CDI>;>86I>DC�GJA:H�

P /=:H:�6G:�BDHIAN�H:CI�DJI�3�96NH�7:;DG:�6�7DD@>C<�/=:N�6G:�IG><<:G:9�L=:C�6�8=6C<:�D88JGH
DC�6�7DD@>C<	�H:GK>8:�DG9:G	�6C9�HD�;DGI=L>I=>C�I=6I�G6C<:�D;�96NH�

=IIEH���HJ88:HH�:BHHD;IL6G:�8DB� (.51�����0H>C<5 (.�0H>C<5 (.52:75�EE�
�
(6@>C<-:H:GK6I>DCH�.:C9>C<5)DI>;>86I>DCH

0E96I:9��/=J	����(6G��
���������
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+:GHDC6A>O>C<�4DJG��88DJCI

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

P .E:8>;N delegates���:A:<6I:H�6G:�L:7�JH:GH�L=D�86C�68I�6H NDJ�>C� (.�2:7��EE 6C9�86GGN�DJI�68I>DCHDC�NDJG
7:=6A;�

P �G:6I:�NDJG�DLC	�I>B:H6K>C<booking templates	�L=>8=�H:I9:;6JAI�K6AJ:H��.I6GI�/>B:	� C9�/>B:	�6C9�HD�DC��;DG�NDJG
BDHI�;G:FJ:CIINE:H�D;�G:H:GK6I>DCH�6C9GDDB�G:FJ:HIH��/=:H:�I:BEA6I:H6EE:6G�DC�NDJG�E:GHDC6A�#DB:�+6<:�6;I:G
NDJ�H6K:�I=:B�

P .:I�6 A>HI�D;favorite rooms ID�HIG:6BA>C:�NDJG�H:6G8=�;DG�6K6>A67A:�HE68:�

/=:�(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:�NDJAD<�>C�

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

P�G:6I>C<�6�0H:G��88DJCI

P(D9>;N>C<�NDJG�0H:G��88DJCI

P�G:6I>C<��:A:<6I:��88DJCIH

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

P�G:6I>C<�6�'>HI�D;�!6KDG>I:�-DDBH

=IIEH���HJ88:HH�:BHHD;IL6G:�8DB� (.51�����0H>C<5 (.�0H>C<5 (.52:75�EE�
�
�JHIDB>O>C<5(N5�88DJCI

0E96I:9��/=J	����(6G��
���������
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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>O:�NDJG� (.�:ME:G>:C8:�7N�H:II>C<�9:;6JAI�K6AJ:H�;DG�NDJG�I:BEA6I:H�6C9�8=DDH>C<�;6KDG>I:

GDDBH��/=:H:�6G:�9:H8G>7:9�DC�DI=:G�E6<:H�

���0C9:G�I=:�9GDE9DLC�6GGDL�C:MI�ID�NDJG�C6B:�>C�I=:�JEE:G�G><=I�8DGC:G�D;� (.�2:7��EE	�8A>8@My Account �

/=:�0H:G�*EI>DCH�E6<:�DE:CH	�H=DL>C<�I67H�6ADC<�I=:�IDE�L=:G:�NDJ�86C�8JHIDB>O:�NDJG�JH:G�EGD;>A:��/=:

�88DJCI��:I6>AH�I67�8DCI6>CH�76H>8�688DJCI�>C;DGB6I>DC�

=IIEH���HJ88:HH�:BHHD;IL6G:�8DB� (.51�����0H>C<5 (.�0H>C<5 (.52:75�EE�
�
�JHIDB>O>C<5(N5�88DJCI�
�
5�=6C<>C<5�88DJCI5$C;DGB6I>DC

0E96I:9��/=J	����(6G��
���������
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���/D�BD9>;N�NDJG�76H>8�JH:G�688DJCI�>C;DGB6I>DC�

P (D9>;N�6CN�688DJCI>C;DGB6I>DC6H�C::9:9RNDJG�:B6>A�699G:HH	�C6B:	�E=DC:�CJB7:G	�6C9�HD�DC�

Note: $;�NDJ�AD<�>CID� (.�2:7��EE�6C9�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=�ID8=6C<:�NDJG�E6HHLDG9	�:CI:G�6�C:L�E6HHLDG9�>C�I=:New Password ;>:A9	�6C9�I=:C�:CI:G�I=:
H6B:�E6HHLDG9�6<6>C�>C�I=:Re-Enter New Password ;>:A9��'6HIAN	�:CI:G�NDJGCurrent Password �

P 4DJ�86C�8A>8@�I=:I do not wish to receive emails from EMS DEI>DC�>;�6K6>A67A:�IDDEI�DJI�D;�6JIDB6I>8
:B6>AH�;GDB� (.�2:7��EE	�HJ8=�6H�G:B>C9:GH	�G:H:GK6I>DC�HJBB6G>:H��L=>8=� (.�H:C9HL=:C�NDJ�HJ7B>I
NDJG�G:H:GK6I>DC�	�6C9�CDI>8:H��L=>8=� (.�H:C9H�L=:C�NDJ�BD9>;N�NDJG688DJCI��

�� �A>8@Save Changes �

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

P �G:6I>C<��:A:<6I:��88DJCIH

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

P �G:6I>C<�6�'>HI�D;�!6KDG>I:�-DDBH

=IIEH���HJ88:HH�:BHHD;IL6G:�8DB� (.51�����0H>C<5 (.�0H>C<5 (.52:75�EE�
�
�JHIDB>O>C<5(N5�88DJCI�
�
5�=6C<>C<5�88DJCI5$C;DGB6I>DC

0E96I:9��/=J	����(6G��
���������
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+DL:G:9�7N

64

/EMS_V44.1/Using_EMS/Using_the_EMS_Web_App/040Customizing_My_Account/030_Creating_Delegate_Accounts
/EMS_V44.1/Using_EMS/Using_the_EMS_Web_App/040Customizing_My_Account/040_Setting_Default_Values_for_Requests_and_Reservations
/EMS_V44.1/Using_EMS/Using_the_EMS_Web_App/040Customizing_My_Account/050_Creating_a_List_of_Favorite_Rooms
https://success.emssoftware.com/EMS_V44.1/Using_EMS/Using_EMS_Web_App/040Customizing_My_Account/020_Changing_Account_Information


 HI67A>H=>C<��:A:<6I:H

4DJ�B6N�L>H=�ID�9:H><C6I:�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;��4DJ�B6N�C::9�ID�ID�9D�I=>H	�;DG�:M6BEA:	�ID�<:I�HDB:DC:�:AH:�ID�=6C9A:�NDJG� (.LDG@�9JG>C<�NDJG�67H:C8:�

4DJ�7:<>C�7N�699>C<�DC:�DG�BDG:� (.�JH:GH�ID�68I�6H�NDJG9:A:<6I:��/=:C�I=:N�86C�AD<�>C�6C9�G:FJ:HI�ID���8I��H��NDJ�

4DJ�86C�@::E�IG68@�D;�I=:>G�68I>DCH�DC�NDJG�7:=6A;	�6C9�6CN�:K:CI�>CK>I6I>DCH	�86C8:A6I>DCH	�8=6C<:H	�GDDB�G:FJ:HIH	

H:GK>8:�G:FJ:HIH	�6C9�HD�DC�I=6I�I=:N�8G:6I:�DC�NDJG�7:=6A;�L>AA�6EE:6G�ID�DI=:G� (.�JH:GH�6H�NDJGH�

Concept: � delegate >H�6CDI=:G�6JI=DG>O:9JH:G�L=D�86C�68I�6H�NDJ�>C (.�2:7��EE 6C9�86GGN�DJI�68I>DCH

DC�NDJG�7:=6A;��/D�9:A:<6I:�JH:GH	�;>GHI�NDJ�699�I=:B�ID�NDJG�688DJCI�6H�9:A:<6I:H�JC9:G�(N��88DJCI��/=:C

I=:N�86CJH:�I=: Act As DEI>DC�6C9�H:A:8I�NDJG�C6B:�

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

�� �A>8@�I=:DELEGATES I67�6C9�699�NDJG�9:A:<6I:H�

=IIEH���HJ88:HH�:BHHD;IL6G:�8DB� (.51�����0H>C<5 (.�0H>C<5 (.52:75�EE�
�
�JHIDB>O>C<5(N5�88DJCI�
�
5 HI67A>H=>C<5�:A:<6I:H

0E96I:9��/=J	����(6G��
���������
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�� For the EMS Web App user who will act on behalf of another�

!GDB�I=: MY ACCOUNT 9GDE9DLC	�NDJBJHI�8A>8@Act As �

$C�I=:�EDEJE	�H:A:8I�L=>8=�JH:G�NDJ�G:�<D>C<�ID�68I�6H�6C98A>8@OK ID�8DC;>GB�
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 HI67A>H=>C<��DD@>C<�/:BEA6I:H

4DJ�86C�E:GHDC6A>O:7DD@>C<�I:BEA6I:H�ID�HIG:6BA>C:�NDJG�EGD8:HH�;DG�G:FJ:HI>C<�GDDBH�6C9B6@>C<�G:H:GK6I>DCH

�9:E:C9>C<�DC�NDJG�E:GB>HH>DCH���/=:H:�I:BEA6I:H�6EE:6G�DC�NDJG�E:GHDC6A� (.�2:7��EE�=DB:�E6<:�6;I:GNDJ

H6K: I=:B�

Concept: ':6GC�BDG:�67DJI�=DL�7DD@>C<�I:BEA6I:H�LDG@�
�DD@>C<�/:BEA6I:H	�-:FJ:HIH	�6C9�-:H:GK6I>DCH

���$C�I=:�JEE:G�G><=I�8DGC:G�D;� (.�2:7��EE	�8A>8@�DC�I=:�9GDE9DLC�C:MI�ID�NDJG�C6B:�6C9�H:A:8IMy Account.

�� !GDB�I=:�(N��88DJCI�E6<:	 8A>8@Personalization 6C9�I=:C�8A>8@�I=:Templates 7JIIDC�

�� 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
688DG9>C<AN�H:A:8I�I=:�I:BEA6I:�NDJ�L>H=�ID�8=6C<:�/=:�ADL:G�H:8I>DC�8=6C<:H�ID�H=DLDEI>DCH�;DG�I=:�H:A:8I:9
I:BEA6I:

Concept:  HH:CI>6AAN	�NDJG�H:II>C<H�=:G:�6JIDB6I>86AAN�EDEJA6I:�;>:A9�K6AJ:H�6C9�;>AI:G�H:6G8=�G:HJAIH�L=:C

NDJ�B6@:�GDDB�G:FJ:HIH	�HD�;DG�>CHI6C8:	�H:II>C<�6�.I6GI�/>B:�=:G:�L>AA�H:I�6�HI6GI�I>B:�;DG�6CN�GDDB�G:FJ:HI

NDJ�B6@:�JH>C<�I=>H�I:BEA6I:��H:II>C<�6�.:IJE�/NE:�L>AA�;>AI:G�H:6G8=�G:HJAIH�ID�DCAN�H=DL�GDDBH�L>I=�I=6I

H:IJE�INE:�
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��

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

JC9:G�'D86I>DCH	�I=>H�B:6CH�I=6I�L=:C:K:G�NDJ�7DD@�JH>C<�I=>H�I:BEA6I:	�NDJ�86C�8=6C<:�I=:�9:;6JAI

AD86I>DC�;DG�I=>H�I:BEA6I:�9JG>C<�I=:�7DD@>C<�EGD8:HH��!DG�:M6BEA:	�>;�NDJG�I:BEA6I:�'D86I>DC�L6H��:CK:G

6C9�9JG>C<�7DD@>C<�NDJ�699:9�&6CH6H	�I=:�I:BEA6I:�LDJA9�7:�JE96I:9�ID�&6CH6H�<D>C<�;DGL6G9�

�� 2=:C�NDJ�=6K:�;>C>H=:9�B6@>C<�8=6C<:H	8A>8@Save Changes �
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!6KDG>I>C<�-DDBH

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

HE68: L=:C�NDJ�G:FJ:HI�DG�G:H:GK:GDDBH�

���0C9:G�I=:�9GDE9DLC�6GGDL�C:MI�ID�NDJG�C6B:�>C�I=:�JEE:G�G><=I�8DGC:G�D;� (.�2:7��EE	�8A>8@My Account �

/=:�0H:G�*EI>DCH�E6<:�DE:CH	�H=DL>C<�I67H�6ADC<�I=:�IDE�L=:G:�NDJ�86C�8JHIDB>O:�NDJG�JH:G�EGD;>A:�

�� �A>8@�I=:�!�1*-$/ �-**(. I67�ID�LDG@�L>I=�6�A>HI�D;�NDJG�;6KDG>I:�GDDBH���CN�GDDBH�NDJ�=6K:�6AG:69N�H6K:9�6H
;6KDG>I:H�6G:�A>HI:9�JC9:G�4DJG�.6K:9�!6KDG>I:�-DDBH�

���$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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.:6G8=�G:HJAIH�9>HEA6N�7:ADL�

���/D�699�6�;6KDG>I:ID�I=:�A>HI	�H:A:8I�>I�;GDB�I=:�H:6G8=�G:HJAIH�/=:�GDDB�>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:�FJ>8@AN;GDB�NDJG�!6KDG>I:H�A>HI�

Tip: *C8:�NDJ�=6K:�:HI67A>H=:9�;6KDG>I:H	� (.�2:7��EE�JH:H�I=:H:�ID�;>AI:G�NDJGH:6G8=�G:HJAIH�L=:C�NDJ

H:6G8=;DG�6K6>A67A:�HE68:�9JG>C<�I=:G:H:GK6I>DC�EGD8:HH�

To remove a favorite 	�8A>8@
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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:8I: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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0H>C<�I=:� (.�2:7��EE�DC�(D7>A:��:K>8:H

$;�NDJ�688:HH� (.�2:7��EE�;GDB�6�BD7>A:�9:K>8:�HJ8=�6H�6�I67A:I�DG�HB6GIE=DC:	�I=:�6EEA>86I>DC�L>AA�ADD@�HA><=IAN

9>;;:G:CI�7:86JH:�D;�I=:�A>B>I6I>DCH�D;�I=:�9:K>8:��$C�<:C:G6A	�9GDE9DLCH�6C9�B:CJ�76GH�L>AA�7:�G:9J8:9�DG�677G:K>6I:9	

6C9�NDJ�L>AA�C::9�ID�8A>8@�ID�:ME6C9�HDB:�G:<>DCH�6C9�H8GDAA�ID�K>:L�HDB:�>C;DGB6I>DC�

Example of the EMS Web App on a mobile device
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,J>8@�/6H@H

�A>8@�DCHome 6I�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@�DCMy Events ID�DE:C�6�E6<:�DC�L=>8=�NDJ�86C�K>:L��(N� K:CIH���NDJG�G:H:GK6I>DCH�6C97DD@>C<H��

�A>8@�DCan event name ID�H::�9:I6>AH�

�A>8@�DCNew 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�

�A>8@�ID�H::�6�86A:C96G�K>:L�

�
�A>8@�ID�699�DG�G:BDK:�6C�>I:B�

2=6I�>H�I=:��>;;:G:C8:�

/=:�;DAADL>C<�;:6IJG:H�D;�I=:� (.�2:7��EE�DC�BD7>A:�9:K>8:H�6G: 9>;;:G:CI�I=6C�DC�6�HI6C96G9�8DBEJI:G�L:7�7GDLH:G�

Concept: $C�<:C:G6A	�I=:�BD7>A:�9>HEA6N�;D8JH:H�DC��9D>C<��G6I=:G�I=6C��K>:L>C<��!DG�:M6BEA:	�NDJ�86C

:6H>AN�7DD@�6�GDDB�DG�8=:8@�>C�ID6�B::I>C<	�7JI�:MEADG>C<�G:H:GK6I>DCH�L>I=�=JC9G:9H�D;�>CIG>86I:�7DD@>C<H�DG
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AD86I>DCH�L>I=�CJB:GDJH�GDDBH�6C9�H:IJEH�B><=I�7:�7:HI�9DC:�JH>C<�6�CDC
BD7>A:�7GDLH:G	9J:�ID�I=:

KDAJB:�D;�>C;DGB6I>DC�NDJ�B6N�L6CI�ID�H::�>C�DC:�L>C9DL�

Tip: /D�H::��(N��DD@>C<H��;GDB�6CNL=:G:�>C�I=:�BD7>A:�K:GH>DC�D;� (.�2:7��EE	�H>BEAN�8A>8@Home�

Functional Limitations

/=:�;DAADL>C<�;:6IJG:H�=6K:�A>B>I:9�;JC8I>DC6A>IN�9J:�ID�I=:�E6G6B:I:GH�D;�BD7>A:�7GDLH:GH�6C9�9>HEA6N�6G:6�6C9�96I6

A>B>I6I>DCH�

P /=:�.:GK>8:H�I67�>H�CDI�6K6>A67A:�

P 4DJ�86CCDI�7DD@�BJAI>EA:�GDDBH�>C�(>8GDHD;I�*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<�I=:�(:CJ�>8DC

>C�I=:�JEE:G�A:;I�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=	�6C9�9D:H�CDIH=DL�I=:��.>I:�#DB:��I67�

P 2=:C�8G:6I>C<�6�C:L�G:H:GK6I>DC	�NDJ�INE:I=:�C6B:�D;�I=:�9:H>G:9�GDDB�G6I=:G�I=6C�H:6G8=>C<�7N�@:NLDG9�

P /D�:9>I�G:H:GK6I>DCH�DC�NDJG�(N� K:CIH�E6<:	�NDJ�I6E�I=:� 9>I�>8DC

C:MI�ID�I=:�G:H:GK6I>DC�

P /D�H::�6 GDDB�H�H8=:9JA:�;GDB�I=:��GDLH:� K:CIH�E6<:	�8A>8@I=:�<G>9�>8DC

C:MI�ID�I=:�GDDB�C6B:�

Concept:  (.�6AHD�EGD9J8:H�6�BD7>A:�6EEA>86I>DC�;DG�JH:�DC�9:K>8:H�A>@:�HB6GIE=DC:H�

See Also:  (.�(D7>A:�2:7��EE�1:GHJH� (.�(D7>A:��EE��2=6I�H�I=:��>;;:G:C8:�

=IIEH���HJ88:HH�:BHHD;IL6G:�8DB� (.51�����0H>C<5 (.�0H>C<5 (.52:75�EE�
�
(D7>A:52:75�EE�
�
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 (.�(D7>A:��EE�1:GHJH� (.�(D7>A:�2:7��EE��2=6I�>H�I=:��>;;:G:C8:�

�AI=DJ<=�I=:>G�C6B:H�6G:�H>B>A6G�6C9�I=:N�H=6G:�I=:�H6B:�96I676H:H	�I=:H:�EGD9J8IH�=6K:�K:GN�9>;;:G:CI�6EEA>86I>DCH�

 (.� (.�(D7>A: �� (.��EEA>86I>DC�;DG�(D7>A:��:K>8:H

/=>H�>H�6�H:E6G6I:�HD;IL6G:�6EEA>86I>DC� (.�EGD9J8:H�HE:8>;>86AAN�ID�GJC�DC�BD7>A:�9:K>8:H�HJ8=�6H�HB6GIE=DC:H�

Features of EMS Mobile (Which are Not in EMS Web App)

P 0AIG6
8DBE68I�9>HEA6N�9:H><C:9�;DG�HB6GIE=DC:H

P /LD�;68IDG�6JI=:CI>86I>DC�B:I=D9

P ,-��D9:�;JC8I>DC6A>IN

 (.�(D7>A: Web �EE��� (.�2:7��EE�DC�6�(D7>A:��GDLH:G

/=>H�>H�I=:� (.�2:7��EE�6H�>I�9>HEA6NH�L=:C�GJCC>C<�DC�6�L:7�7GDLH:G�DC�6�BD7>A:�9:K>8:	�HJ8=�6H�6�I67A:I�

Features of EMS Web App (Which are Not in EMS Mobile)

P �GDLH:� K:CIH

P �GDLH:�+:DEA:

P �8I��H��9:A:<6I>DC�;:6IJG:�

P  9>I��88DJCI��:I6>AH

P  9>I �:A:<6I:H

P  9>I  K:GN96N�0H:G�+GD8:HH�I:BEA6I:H
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P How do I search for available space? What if I 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 I 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 I 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 I want is available? How do I 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 I 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 I find video tutorials?
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Concepts: Booking Templates, Requests, and Reservations

Booking Templates
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Requests vs. Reservations
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MY EVENTS = Reservation Management
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BROWSE EVENTS = Explore the Schedule
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Concept: Changing Events Can Automatically Notify Users
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Concept: Integration to Microsoft¨ Exchange Enables You to Use Outlook Q
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Bookings: Where and When
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Booking Details
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Service Orders
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Concept: Services, Categories, and Resources: What's the Difference? (click to expand)
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