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Eve nt Se rvic e s Eve nt 

Ma na g e me nt Softwa re  

Tra ining  Ma nua l 

 

Quic k Links: 

 Ho w to  c re a te  a n a c c o unt 

 Using  the  Bro wsing  To o ls 

 Ma king  a  Re se rva tio n Re q ue st 
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How to  c re a te  a n a c c ount  

STEP 1: 

Na vig a te  to  the  fo llowing  URL : http:/ / o it- e ve ntmg t.ohio .e du a nd se le c t “Log  In” a nd e nte r your O HIO  

ID 

 

NO TES: 

You are  able  to  utilize  the  following options without logging in (unde r the  “Browse ” me nu): 

1. “Browse  Eve nts” – This o ptio n o ffe rs a  numbe r o f ways to  filte r and display the  e ve nts taking  

plac e  within OUES ve nue s. 

2. “Vie w Room Capac itie s and Se tups” – This o ptio n allo ws yo u to  vie w minimum and maximum 

c apac itie s as we ll as availab le  se tup type s. 
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STEP 2: 

Ente r yo ur c o nta c t info rma tio n a nd  the  o rg a niza tio n(s) o r de p a rtme nt(s) tha t yo u re p re se nt a nd  c lic k 

“Sa ve ” .  Yo ur a c c o unt will b e  pe nd ing  a ppro va l b y Eve nt Se rvic e s sta ff a nd  will b e  a c tiva te d  within 

48 b usine ss ho urs. 

 

NO TES: 

Ple ase  be  c e rtain to  use  c o mple te  name s and ac ro nyms fo r de partme nts and o rg anizatio n to  e nsure  

that o ur staff is ab le  to  lo c ate  yo ur g ro up in o ur database .  If the re  are  any que stio ns re g arding  yo ur 

ac c o unt yo u will be  c o ntac te d by an Eve nt Se rvic e s re pre se ntative . 
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Fe e l fre e  to  c o nta c t o ur o ffic e  a t a ny time  if yo u ha ve  q ue stio ns a t 740-593-4021.  We  lo o k fo rwa rd  to  

wo rking  with yo u o n yo ur upc o ming  e ve nt. 
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Using  the  Browse  tools 
Browse : 

Mouse  ove r the  “Browse ” tab towards the  uppe r le ft hand side  of the  sc re e n to  re ve a l the  following  

four options: 

Browse  Eve nts –  

This will a llo w yo u to  filte r e ve nts in va rio us spa c e s in to  d iffe re nt vie ws 

Che c k Room Capabilitie s and Se tups –  

This a llo ws yo u to  vie w a ll a va ila b le  se tup  type s a nd  ro o m c a pa c itie s b e fo re  yo u sub mit a  

re q ue st.  This is impo rtant to  kno w prio r to  using  o ne  o f the  re que st fo rms.   

Che c k Room Availability –  

This is a  g re a t wa y to  lo c a te  a va ila b le  spa c e  b e fo re  using  a  re q ue st fo rm. 

Loc ate  Group –  

This o p tio n a llo ws yo u to  lo c a te  yo ur stude nt o rg  o r de pa rtme nt if the y ha ve  a n e ve nt ta king  

p la c e  in o ne  o f o ur sp a c e s.   
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Browse  Eve nts: 

- The  de fa ult vie w whe n yo u se le c t “Bro wse  Eve nts”  is a  list o f a ll e ve nts in a ll spa c e s.  The  “Filte r”  

o p tio n in the  uppe r rig ht ha nd  a re a  o f the  sc re e n a llo ws yo u to  na rro w yo ur vie w b y Build ing , 

Ro o m, Eve nt Type , Eve nt Na me , a nd  Custo me r Typ e . 

 

- Use  the  va rio us list/ c a le nda r o p tio ns to  c ha ng e  the  wa y yo ur info rma tio n is d isp la ye d .  Yo u 

c a n a lso  c lic k the  na me  o f the  e ve nt to  vie w a ll o f the  b o o king s within this re se rva tio n a nd  

e ve n a dd  the m to  yo ur c a le nda r.  If yo u c lic k o n the  na me  o f the  spa c e  tha t the  e ve nt is in 

yo u will find  de ta ile d  info rma tio n a b o ut tha t ve nue  inc lud ing  : se tup  type s a nd  c a pa c itie s, 

pho to g ra phs, a nd  it’ s lo c a tio n o n a  ma p . 
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Che c k Room Capac itie s and Se tup Type s: 

- This o p tio n will a llo w yo u to  vie w a ll o f the  a va ila b le  se tup  type s fo r a  g ive n spa c e  a s we ll a s to  

se e  wha t the  minimum a nd  ma ximum c a pa c itie s a re  fo r tha t spa c e .   

This info rmatio n is ve ry impo rtant whe n yo u are  plac ing  a re que st due  to  the  fac t that the  re que st 

fo rms will filte r yo ur availab le  spac e  o ptio ns base d o n the  se tup type  that yo u c ho o se  as we ll as the  

se tup c o unt that yo u indic ate .  Kno wing  the  limitatio ns o f a  spac e  will he lp yo u g e t yo ur re que st 

submitte d quic ke r. 

- The  filte r o ptio n is a lso  a va ila b le  in this a re a  a s we ll a s the  a b ility to  c lic k o n the  spa c e  to  vie w 

mo re  info rma tio n. 
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Che c k Room Availability: 

- This o p tio n will a llo w yo u to  vie w a  g ra phic a l re pre se nta tio n o f whe n e ve nts a re  ta king  p la c e  in 

va rio us ve nue s. 

- The  filte r o ptio n is a lso  a va ila b le  in this a re a  a s we ll a s the  a b ility to  c lic k o n the  spa c e  to  vie w 

mo re  info rma tio n. 
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Loc ate  Group: 

- This o p tio n a llo ws yo u to  lo c a te  yo ur stude nt o rg  o r d e pa rtme nt if the y ha ve  a n e ve nt ta king  

p la c e  in o ne  o f o ur sp a c e s. 

- Simply b e g in to  type  the  na me  o f yo ur g ro up  a nd  c lic k “ lo c a te ”  

- The n c lic k the  g ro up ’ s na me    

 

  
 

- If yo ur g ro up  ha s a ny e ve nts ta king  p la c e  the y will a ppe a r in a  list fo rma t with the  o p tio n to  

vie w the  lo c a tio n o n a  ma p  if a pp lic a b le . 
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Fe e l fre e  to  c o nta c t o ur o ffic e  a t a ny time  if yo u ha ve  q ue stio ns a t 740-593-4021.  We  lo o k fo rwa rd  to  

wo rking  with yo u o n yo ur upc o ming  e ve nt 



Event	Services	 Page	1	

 

 

Ma king  a  Re se rva tion Re que st 

STEP 1: Log  in to  Viruta l EMS (http:/ / o it- e ve ntmg t.ohio .e du).  If this is your first time  using  the  syste m 

ple a se  re fe r to  the  “How to  Cre a te  a n Ac c ount” doc ume nt.  

STEP 2: If you know wha t ve nue  you a re  trying  to  re se rve , it is a  g ood ide a  to  na vig a te  to  the  “Browse ” 

ta b a nd se le c t “Che c k Room Ca pa c itie s a nd Se tups”.  This wa y you will know wha t se tup type s will 

work in the  spa c e  tha t you a re  trying  to  re que st a s we ll a s the  minimum a nd ma ximum c a pa c itie s. 

 

STEP 3: Se le c t the  “Filte r” option in the  uppe r rig ht a re a  of the  sc re e n to  filte r the  vie w by the  spa c e (s) 

tha t you a re  trying  to  re que st. 

 

STEP 4: Onc e  you ha ve  filte re d your vie w, ta ke  note  of the  se tup type s a nd c a pa c itie s tha t a re  

a va ila ble  for the  spa c e (s) tha t you a re  trying  to  re se rve .   
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STEP 5: Mouse  ove r the  “Re se rva tions” ta b to  displa y the  va rious re que st forms. Se le c t the  form tha t 

you would like  to  use  ba se d on the  spa c e  tha t you a re  trying  to  re se rve .  For this e xa mple  we  will use  

the  Ba llroom, Rotunda , Multi- Purpose  Room form.   

ve nue s have  be e n c o mbine d in to  fo rms base d o n the ir available  se tup type s and c apabilitie s.  This 

allo ws us to  ask mo re  spe c ific  que stio ns base d o n the  ve nue  that yo u are  trying  to  re se rve .  Ple ase  

no te  that all submissio ns are  re que sts until the y have  be e n appro ve d with the  e xc e ptio n o f 

Co nfe re nc e  Ro o ms.  Co nfe re nc e  ro o ms will be  imme diate ly c o nfirme d if the  spac e  is available . 

 

 

STEP 6: Onc e  you ha ve  se le c te d your form, fill in the  da te , time , a nd se tup informa tion on the  le ft side  

of the  sc re e n. 
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STEP 7:  Onc e  you ha ve  fille d out your da te , time , e xpe c te d a tte nda nc e  a nd se tup type  c lic k “Find 

Spa c e ”.  A list of spa c e s tha t fit your c rite ria  will be  displa ye d on the  rig ht side  of the  sc re e n

 

STEP 8: Choose  the  spa c e (s) tha t you would like  to  re que st by c lic king  the  g re e n plus sig n on the  le ft 

side  of the  list.

   

STEP 9: Onc e  you ha ve  re a d a nd a g re e  to  the  te rms a nd c onditions c lic k the  “c ontinue ” button in 

orde r to  a dva nc e  to  the  ne xt sc re e n.  
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STEP 10: Fill in the  informa tion a nd a nswe r the  que stions a nd the n hit “Submit” a t the  bottom of the  

sc re e n in orde r to  c omple te  your re que st.

  

You will the n be  ta ke n to  the  “summa ry” sc re e n.  At this point your re que st ha s be e n submitte d. 
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Fe e l fre e  to  c o ntac t o ur o ffic e  a t any time  if yo u have  que stio ns at 740-593-4021.  We  lo o k fo rward to  

wo rking  with yo u o n yo ur upc o ming  e ve nt 


