
Virtual EMS Tutorial 

View Requests 

Edit Request (Main Menu) 

 

Cancel Requests 

 

Edit Request (Name) 

 

Edit Request (Contact or Group) 

 

Edit Request (Type of Event) 

Edit Request (Time) 

 

Edit Request (Set-up Type ) 

Edit Request (Attendance) 

 
Confirmation Letter 

Check Status 

 
Edit Request (Date) 

 

Add\Edit Services 

 

Cancel Services 

 

View Services 

 

Request Violates Building Hours 

Conflicts with Another Booking 

First Available Booking Violation 

Add Booking to Existing Reservation 

Recurring Meetings 

Reservation ID 

Edit Request (Location/Room) 

 

Upload file  
(Diagram, Form, or other Document) 

Click on an item below to view a step by step in virtual EMS.



View Requests – PG1 



MENU View Requests – PG 2 



Edit Requests – PG1 



MENU Edit Requests – PG 2 



Cancel Requests – PG 1 



Cancel Requests – PG 2 



MENU Cancel Requests – PG 3 



Edit Reservation Name – PG 1 



MENU Edit Reservation Name – PG 2 



Edit Event Type – PG 1 



MENU Edit Event Type – PG 2 



Edit Group or Contact – PG 1 



MENU Edit Group or Contact – PG 2 



Edit Date and/or Time – PG 1 



MENU Edit Date and/or Time – PG 2 



Edit Set-up Type or Attendance – PG 1 



Edit Set-up Type or Attendance – PG 2 



Edit Set-up Type or Attendance – PG 3 



MENU Edit Set-up Type or Attendance – PG 4 



Edit Room – PG 1 

If time, date, set-up and 

attendance will not change, 

simply select find space. 

If changes are needed, apply 

changes first, then select find 

space. 



Edit Room – PG 2 



Edit Room – PG 3 



MENU Edit Room – PG 4 

NOTE:  If a new room is selected, status changes back to 

web request.  Wait for approval. 



Check Status– PG 1 



MENU Check Status– PG 2 



Reservation ID – PG 1 



Reservation ID – PG 2 MENU 



Confirmation Letter – PG 1 



Confirmation Letter – PG 2 MENU 



Add/Edit Services – PG 1 



Edit/Add Services – PG 2 



Edit/Add Services – PG 3 



Edit/Add Services – PG 4 



Edit/Add Services – PG 5 



Edit/Add Services – PG 6 MENU 



View Services – PG 1 



View Services – PG 2 MENU 



Cancel Services – PG 1 



Cancel Services – PG 2 



Cancel Services – PG 3 MENU 



Violate Building Hours MENU 



Conflict with Another Booking MENU 



First Available Booking Date Violation MENU 



Add Booking – PG 1 



Add Booking – PG 2 



Add Booking – PG 3 



Add Booking – PG 4 



Add Booking – PG 5 MENU 



Recurring Meeting– PG 1 



Recurring Meeting– PG 2 

Must unselect DEFAULT day 

of week, then select desired 

day of week for recurrence. 



Recurring Meeting– PG 3 



Recurring Meeting– PG 4 



Recurring Meeting– PG 4 



Recurring Meeting– PG 4 



Recurring Meeting– PG 4 



Recurring Meeting– PG 4 MENU 



Upload File – PG 1 



Upload File – PG 2 

Fill out fields with an asterisk. 

Then select, find space. 

Note the sample uses the Student Center 

request form.  Files can be uploaded to any 

request type. 



Upload File – PG 3 



Upload File – PG 4 



Upload File – PG 5 
Fill out parts of form with asterisk.  Select 

Attach File.  Select file from your documents, 

then select submit. MENU 


