le THE CITADEL

EMS Web App Reference Guide

The EMS Web App is a browser-based interface to EMS that helps you find and book available
workspace as well as schedule and manage meetings, events, services, and more. With the Web
App (formerly known as Virtual EMS), you are empowered to self-serve for specific meetings or
workspaces or request reservations for managed spaces.
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Definition of Terms

e EMS Web App - The Citadel’s space scheduling program for students, faculty, and staff.
e Booking — An individual meeting or event. A booking is a single date, time, and location. There can be multiple
bookings within a reservation.
e Reservation — A group of bookings indicating the name of the event or meeting, the host, and contact for the
event or meeting. A reservation can contain multiple bookings (e.g. a recurring meeting).
e Space - Any conference room, meeting room, classroom, lab, outdoor areq, or athletic space available through EMS
Web App.
¢ Status — Defines the status of a reservation or booking.
o Web Request - the space requires approval before use
o Confirmed - the space is booked and ready for use
o Tentative — arequested space has been tentatively confirmed
O

Academic Bumped - arequested space has been denied use due to an academic class being scheduled in
that space

o Canceled - a booking has been canceled or denied by either the web user or admin user

Where to Access EMS Web App

https://ems.citadel.edu/VirtualEMS/ or through Lesesne Gateway Home > Links > Submit a Room Reservation Request (EMS).

Requested Space

All space has an approval processi.e. system or manual. System approval is automatic, space requiring manual approval
have different approval windows (see below):

Space Comments / Restrictions

Auditorium — Multi-Purpose New bookings within a range of 180 days; booking cut-off is 48 hrs.
Auditorium — Theater Auto-confirm; academic scheduling restriction*

Chapel New bookings within a range of 730 days; new booking cut-off is 72 hrs.
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Space Comments / Restrictions

Conference Rm & Meeting Space | New bookings within a range of 365 days; new booking cut-off is 48 hrs.
Learning Room Auto-confirm; academic scheduling restriction*

Outdoor Space — Non-Athletic New bookings within a range of 365 days; new booking cut-off is 72 hrs.
Reception/Bangquet Hall Request New bookings within a range of 180 days; new booking cut-off is 48 hrs.
Riverview Room New bookings within a range of 90 days;

Sports/Athletic Facility New bookings within a range of 90 days

Swain Boating Center New bookings within a range of 45 days

*Academic scheduling restriction — To accommodate academic scheduling, new bookings will not be allowed until after
course registration is completed for the new semester. This information is noted on the EMS Web App site home.

Questions/Need Assistance?

For questions or require assistance, contact the Director of Space Management at 843-953-6052 or adrake2@citadel.edu.

SITE HOME/Sign In

Welcome, Information page provides details of the system, changes, and new features.

Go to My Home, and the Sign In window will be displayed.

SITE HOME MY HOME

<Enter> Citadel User Id

Sign In

.......... < ' <Enter> Citadel Password
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Tool Bar

Once a user signs in, the toolbar images on the left, represents the toolbar found on the n the left-hand side of the screen:

I ® HOME 1. Create a Reservation
a. My Reservation Templates — Users have access to several templates that
B} CREATE A RESERVATION will allow them to book space in buildings across campus. Many of these
templates are organized by specific buildings or by room type. ex. “Swain
B v EvenTs Boating Center Request” or “Auditorium-Theater Request.”
BROWSE i. Selectthe "about” button to learn more about the policies and
procedures related to reservations in that reservation template.
M events i. Selectthe “book now" button that fits where you are trying to
Q LoCATIONS book and proceed to the next screen.
2. My Events — After submitting your request you can always come back to edit your
& PpeoPLE request, add services, or edit the event description. My Events will always appear
below Create A Reservation.
LK 3. Brov_vse .—.This allows users to view rooms on campus, with the room specifications and
availability
How To Find A Group? a. Browse Events: Gives access to an Events Calendar or listing that displays
Who to Contact for Room Appr... all events including academic classes taking place on campus.
oC rorm b. Browse Locations: Provides a grid view showing the availability of rooms
ACross campus.
Catering c. People: An option to search by an organization to see what bookings they
F&E WebTMA have for the current day.
4. Links — Various helpful links regarding specific functions like “How To Find A Group” or
Children on Campus Link hyperlinks to various “online forms” or applications.
Events with Alcohol Form
Sales and Solicitations Form
Web App Training Video
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Making a Reservation

1. To make areservation, click on the “book now” button on the reservation form that best corresponds with the space
you would like to book. In this example an Auditorium — Theater style is selected.

Cliaon g Create A Reservation @ Denr Easterll

~
A HoME

My Reservation Templates
@ CREATE A RESERVATION

Auditorium - Multi Purpose Request book now  about

Auditorium - Theater Request — booknow | about

A MYEVENTS

2. The Room Request page will display based on the Request Form you have selected

% Auditorium - Theater Request @ P My cart (0)
1 Rooms 2 Services 3 Reservation Details
I
New Booking for Wed Sep 7, 2022
Date & Time Selected Rooms
Date Your selected Rooms will appear here.
Wed 08/07/2022 i Recurrence Room Search Results
Start Time End Time Rooms matching your search criteria will appear here,
8:30 AM Q 9:30 AM 9]

3. Choose a date (Options)
1. Select the calendaricon to choose the date(s) from a calendar layout.
2. Enter a date in the date field.
3. Select the recurrence button for a recurring meeting to select daily, weekly, monthly, or random
recurrences.
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4. Recurring meeting examples:

Recurrence . Recurrence
o [ [ everearn Random meeting examples: ——
o sun | Mon [ROCE Wed Thu | Fri | Sat ReCUﬂ’ing Rondom September 2022 >
Mo Tu We Th Fr Sa
sz | @ Recurring = Daily, Weekly, or | Random = Select multi-days from = om x o= w 2 3
@® End Date Fri 12/09/2022 B | (13 occurrences) Mon-l-hl -I-he COlendOr 4 5 6 7 8 9 10
Every =1 (every week); 2 Time = Start/End Time T T
(every other week). = - EN - - ER
(::Ii::uknglnlhwst:mne‘UJEAM : On = SeleCT DOY(S)
£astern Tme v DO-I-e — S-I-OH/End DO-I-e Start Time £nd Time
. . 9:30 AM o) 10:30 AM o
EE - | | Time — Start/End Time o
e Create booking in this time zone

Eastern Time v
S —
Locations
Locations Add/Remove
BUILDINGS
{all) T
Find locations Q

select All Buildings

BOND HALL

BYRD HALL
5. Select a Location Ei.i,“i;”::;
6. Select “Add/Remove” [ JENKINS HALL
7. The buildings assigned to that template will display in a window.

Select a specific building or all buildings.
8. Click "Update Locations” to close the window. Selected Locations

@ BOND HALL @ BYRD HALL @ DUCKETT HALL @ GRIMSLEY HALL @ JENKINS HALL
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Search Filters

P.. Fiterby Seup Type
e You canfilter by Setup Type if you'd like to filter your results further; however, the

Setup Types Add/Remove

system will return more results if you leave it unfiltered.
10. Filter by Room Type

Standard - As Is

Room Types Add/Remove e You can filter by Room Type however; the system will return more results if you leave it
o unfiltered.
Features addremove | 171 Filter by Features
(none) e You can filter by Features if you would like to filter your results further; however, the
Number of People system will return more results if you leave it unfiltered.

1 5 12. Enter the Number of People you expect to attend your event (very important).

m 13. Click Search

I @ | Know What Room | Want

14. Search if you know the room
* Enterthe room number*

Room Name . *Remember which template is used, in this example the template is Auditorium — Theater
| o a Request and the search feature will only search for those rooms which fit the template.
191 Audliorium - Wulemedia Example - If 295 were entered, the system would not find 295 Bond as that room is not part of

101 Ducketr Audicorium the template.

) - DUCKETT HALL - ET
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15. A fulllist of available spaces will appear in a list or schedule format to the right of the date and time selection panel.
Red lines will indicate the time you have chosen.

16. Selectyour space by clicking on the green plus sign to the left of the Room Name.

17. Click *Add Room™ to make your selection.

Date Your selected Rooms will appear here.

Wed 09/28/2022 R
& ecurrence Room Search Results

Start Time End Time LIST SCHEDULE
7:00 AM o 8:00 AM (o] T
[] Faverite Rooms ... Find A Room
Create booking in this time zone 7 AM 8 9 10 11 12PM 1 2 3 4 5 6 7 8
Eastern Time N

Rooms You Can Reserve

Locations Add/Remove TAM 8 9 10 11 12PM 1 2 3 4 5 6 7 g
BOND HALL BYRD HALL.DUCKETT HALLGRI... S
QuadTalk|
0 165 Lecture Hall - ... 127
——— TAM 8 9 10 11 12PM 1 2 3 4 5 6 7 g
BYRD HALL (ET) Cap
@ Let Me Search For A Room
0 108 Auditorium 76
Setup Types Add/Remaove 7 AM 12pM 1 2 3 4 5 6 7 2
DUCKETT HALL (ET) Cap
(no preference)
0 101 Duckett Audit... 132
Room Types Add/Remaove

TAM 12 PM 2 3 4 5 6 7 8
(all) GRIMSLEY HALL (ET) Cap
reatures AddlRemove 0 117 Copelang Auc- e _
(none) TAM 8 11 12PM 1 2 3 4 5 6 7 8
JENKINS HALL (ET) Cap
Number of People
0 101 Auditorium - ... 194
Cifapi i v221.2  © Copynght 2022 Accruent All Rights Reserved Create A Reservation Iy Events Events Locations People User Security
I ————
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18. Room notes/messages may appear as a popup. This is information
regarding the use of the facility. To clear the message click “OK.”
19. Click "*Next Step” or 2 Services” to continue the request.

@ ems.citadel.edu

If rulti-media is required, please contact SFC Greene
greenekl@citadel.edu at least 24 hours prior to event date,

Me food and beverage allowed in Jenkins 101

If you are reserving the auditorium after :00pm, a key must be
obtained from S5FC Greene,

x Auditorium - Theater Request &

1 Rooms 2 Services 3 Reservation Details
New Booking for Wed Sep 28, 2022 —)
Date & Time Selected Rooms ¢ Attendance & Setup Type
Date @ 101 Auditorium - Multimedia
I Wed 09/28/2022 | B8 | Recurrence Room Search Results

T My Cart (1) Create Reservation

20. If applicable, you will enter your service needs for the event during this step. Available services will be listed.
a. Be sure to enter a start and end time for the equipment needs.
b. You will also enter any notes for the building administrator in the Setup Notes section.
c. Once you have selected services and added your setup notes, click “Next Step.”

x Auditorium - Theater Request @

Services For Your Reservation

1 Rooms

2 Services

3 Reservation Details

™ My Cart (0) Create Reservation
- Next Step
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21. Enter the Reservation Details:
a. Event Name — Name of the Meeting or

Reservation Details

Even-l- Event Details
b. Event Type - Select the option that best Event Name * Event Type *
describes what kind of meeting or event taff Meeting Faculty £ Staff Funciion .

you are planning
c. Group Details- The group you are
connected to. How to find your group?
* Look for the magnifying glass to the
right of the Group* field.

Group Details

Group *

Citadel Space Management v Q _

» Click this icon and a search window Ist Contact
will appear. From this window you can Dean Easterin v Q
search your group, note all Citadel- 15t Contact Phone * 1t Contact Fax
related groups begin with the word 843.953.6052
“Citadel <blank>", all academic 15t Contact Email Address *
departments “Citadel Department of easterind | @citadel.edu
<blank>" Type in your search, and
when your group appears click on it Attachments

and close the window. Now the group
will appear in the group field or if you have, multiple groups appear by using the drop-down arrow.

* The contact will default to the group's primary contact (if available) or allow selection from the drop-down. This
can be changed in two different ways 1) Using the (temporary contact) from the drop-down arrow insert the
name/phone/email. 2) If the contact needs to be attached to the group, please email adrake2@citadel.edu
with your name, email, and phone to update.
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d. Additional Information:

E G = Create A Reservaticn ©  Dvan R Eastedin
Additional information Q

The Event's Point of Contact Name *

[ | Mandatory
The Event's Point of Contact Phone ¢ *
1 | Mandatory
The tvent's Point of Contact Emadl ¢
i | Mandatory
Do you require roem setup from Facilities & Engineering? *
[ crose one Y] Mandatory
Will chiddren (under the age of 18) participate in the event? *

chosse one «|  Mandatory

Will alcobol be served at this event?

No v

Named VIP o Guest Speaker information Details (if appicable)

Pleaso Provide 3 Description of the tvent

s the Event Open to the Public?

No v
3 1 have reac and agree 10 tha 1ems a0 conadtons

Citaom —_ w212 © Copyrghn 20i2 Accrvers A) Mgt Resersaa Create A Retervaton My Frents Everms Lecatsons Pecple User Securtty |

Answer the appropriate Other Information Questions.

Answer boxes outlined in red are mandatory.

Click on *terms and conditions” to read the terms and conditions for the space you are requesting
before clicking the checkbox.

Click “Create Reservation”
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22. Reservation Created

= Cifaon P — Create A Reservation

~

A HOME

Reservation Created

¥ CREATE A RESERVATION

What would you like to do now?
A wmyEVENTS
> Add to my calendar.

BROWSE > Edit this reservation.

a. Add to my calendar
* Allows a user to place the reservation on Outlook Calendar

b. Edit this reservation — See My Events
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View Your Events (current & past reservations)

1. My Events on the left-hand toolbar will take you to a summary of your reservations or bookings.
a. From here you will be able to cancel or edit any reservation you have
made. Also, use the Search Reservation feature to find reservations.

b. If you ever need to see your past reservations, click on the Past tab, next to the current tab.
c. Ifyou ever need to see reservations that are canceled, click the checkbox next to Include canceled

A HOME
RESERVATIONS BOOKINGS
e
@ CREATE A RESERVATION
Search Reservations W Include cancelled reservations
A MYEVENTS
CURRENT  PAST «
BROWSE E—
M EvenTs Name First/Last Booking ~ Location Group Services D Status
Q@ LOCATIONS {CANCELLED) Staff Meeting Thu Sep 22, 2022/ JENKINS HALL - 101 Citadel Sp... 130227 Cancel
Thu Sep 22, 2022 Auditorium - Multimedia
& PEOPLE (single booking)
(CANCELLED) Staff Meeting Fri Dec 16, 2022/ BOND HALL - 165 Lecture Citadel Sp... 130228 Cancel
CONEIGURATION Fri Dec 16, 2022 Hall - Multimedia
Qt USER SECURITY (single booking)
Staff Meeting Thu Dec 22, 2022/ BOND HALL - 165 Lecture Citadel Sp... 130315 Confirm
LINKS Thu Dec 22, 2022 Hall - Multimedia
‘sinﬁle bookinﬁ]
RESERVATIONS BOOKINGS «
I
Wed Sep 14, 2022 ~ Day Week O Indude cancelled bookings
;
Eastern Time [ET]
Previous Today Next
SUN MON TUE WED THU FRI SAT
28 29 30 31 1 2 3
4 5 6 7 8 9 10

d. View Bookings by Day, Week, or Month. Also, use the Search Booking (Day view only) to find the booking.
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Edit a Reservation

1. To edit reservation details, booking details, add booking, and change dates or times.
a. Find your event via View Your Events.
b. Open the Reservation screen by selecting the event name.
c. Under the heading “RESERVATION DETAILS”, select “Edit Reservation Details.” (Other options =
ADDITIONAL INFORMATION OR ATTACHMENT; select edit xxxxx).

RESERVATIONS BOOKINGS
—

Search Reservations

CURRENT PAST

I
Name First/Last Booking ~ Location Group Services [[»]
Staff Meeting Thu Dec 22, 2022/ BOND HALL - 165 Lecture Hall Citadel Sp... 130315

Thu Dec 22, 2022 - Multimedia
(single booking)

< My Events/ Staff Meeting beginning Dec 22, 2022 (130315)

RESERVATION DETAILS ADDITIONAL INFORMATION ATTACHMENTS Reservation Tasks

# Edit Reservation Details Add Services

Booking Tools

d. Update event information.
e. To edit booking details, click on the pencil icon.
* Update event details; add a room, change time or date. Confirm by clicking “Update Booking”.
f. To edit select Booking Tools to make changes to date and time.
g. Select the “New Booking” button to add additional bookings to this reservation.

Bookings
CURRENT PAST [ include cancelled bockings
——
Cancel Bockings  Booking Tools
Date ~ Start Time End Time Time Zone Location Attendance Setup Type Status
ra (-] Thu Dec 22, 2022 10:00 AM 11:00 AM ET BOND HALL - 165 Lecture Hall - Multimedia 50 = Standard - As Is v | Confirm
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