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Location 211 Phone 257-5781
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Phone

Student Center Request

Event Mame:™ < » Thursday, June 19, 2014
TEST - NEW i -
Event Type:™

Meeting

Date:™

6/19/2014 Thu
Start Time: ™ End Time:™ Update Booking
8:00 AM (%) 2:00 am (4]

_ Room Cap &

se

Facilities:
Student Center -~ q

If time, date, set-up and
[ S attendance will not change,
pTT=— . simply select find space.
o If changes are needed, apply
” changes first, then select find

Call)
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Event Name
Date
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Event Time

Student Center Request

Group Mame

1st Contact Name
Phone

2nd Contact Name
Phone

Student Center Director's Office
Hannah Centers
257-5781

Event Details

Event Name:™
TEST - NEW
Event Type:™
Meeting -

Student Center
206

249
Center Theater

When and Where

Date:™ =63

6/19/2014 Thu &
Start Time: ™
8:00 AM

211
220

End Time:™
(V) s:00 Am

Facilities:
Student Center

Setup Information

Attendance:~

une 19, 2014

e
77
220
63
Se
176

56 Update Booking

Setup Type:™

Lecture

Availability Filters

Room Type:

(all) -
Floor:
(all) -
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Reservation Id 7249 Edit Reservation
Event Mame TEST - NEW Add Booking
Event Type Meeting

Group Name Student Center Director's Office
1st Contact Name Hannah Centers

Phone 257-5781

Cancel Bookings

Cancel All Bookings

Service Availability

View Reservation Summary

Add booking to personal calendar
Booking Tools

Historical

Bookings
ACTIONS SERVICES DATE ~ TIME TITLE LOCATION STATUS SETUP
B 4 6/19/2014 Thu 8:00 AM - 9:00 AM TEST - NEW 363 wWeb Request Lecture (56)
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web request. Wait for approval. gﬁf
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Reservation Id 7249

Event Name TEST - NEW
Event Type Meeting

Group Name Student Center Director's Office
1st Contact Name Hannah Centers

Phone 257-5781

Historical

Bookings

SERVICES DATE =~ TIME
6/19/2014 Thu 8:00 AM - 9:00 AM

TITLE
TEST - NEW
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Reservations &Mv Account &? Admin

Historical Calendar

Resources

LOCATIO
363

Edit Reservation

Add Booking

Cancel Bookings

Cancel All Bookings

Service Availability

View Reservation Summary

Add booking to personal calendar
Booking Tools

STATUS
Web Reguest

Welcome Hannah Centers

Reservation Id: " Event Name: Quick Search

Re servations

D NAME GROUP

TEST - Student Center Diractor's

7249 new Office

6/19/014 Thu

Check Status— PG 1
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& http:/Siweb.uky.edu/VirtualEms/ReservationSummany.aspxidat O ~ & X || = Virtual EMS - Reservation S... » | |

e v LRSS &= Reservation for Student Center Director's Office beginning 6/19/2014 - Message (HTML) [ == -g—hj -
| Message Adobe PDF = g_
harnah. centersi@uky.edu Sent: Tue 2/11/2014 %:26 AM
Centers, Hannah K
Reservation for Student Center Director's Office beginning 6/19/201 4
| Message | THStudent~Center=Event=Confirmation-7249.pdf 36 KB)
Thank you for your reservation. Please see the attached confirmation letter for details. If EE
you have any questions or concems, please feel free to contact Student Center Event Management staff at 859-257-5781 or email Ashley Casteel@uky.edu or |
Hannah.Centers@uky.edu.
Reservation No: 7249
Group: Student Center Director's Office
Summary of Bookings
Date Start End Building Room m =
6/19/2014 Thu 8:00 AM 9:00 AM 0030 363 Approved
Student Center Reservation Guidelines
Failure to comply with the following policies and guidelines may result in the loss of privileges#ff the Student Center andf/or assessment of fees:
= All events must be in compliance with Student Center and University rules and regulations §f .. university alcohol policy and sell/solicit policy). The complete list
of university regulations can be found at http:/fwww. uky. edu/regs/gr. htm.
= All reservations must be made by a university department or an officer of a registepfd student organization (as listed on the organization’s registration form). The
reserving department or organization must be the user of the space and present e event. A 48-hour minimum notice for reservations is appreciated.
» The sponsoring organization/ department must take proper care of the buildi and its equipment and will be financially responsible for any damage resulting
from abuse or neglect.
= Any food provided in the Student Center must be provided by UK. Cpfering (257-1741) unless a specific exemption is granted by the UK Executive Director of
Dining and the Student Center Director.
= The sponsoring organization/department is responsible for leggfng the room in the same condition as when the meeting/event started.
» The Student Center can serve each group only to the ext that information is supplied to the Event Management Office. Please be accurate, complete, and
timely in requesting room reservations, set-ups. and adg#fional audiofvisual equipment.
» Specific rooms requested will be assigned when ssible, but Event Management reserves the right to make changes when necessary.
g |
Click en a photo to see social network updates gfid email messages from this person. 2oV
- .

Check Status— PG 2 M E N U




Student Center Director's Office
i . 209 Student Center

UNTVERSITY OF Lexington KY 40506
@I_] TUCKY 859-257-5781 [ 859-323-1024
Srudent Center

Student+Center+Event+Confirmation

Group mwation: T}_m
e ——

AR—
Hannah Centers Event Mame: TEST
Student Center Director's Office Status: Approved
208 Student Center Director's Office Phone: JLT-ETR1
Campus 0030 Fax: 859-323-1024
Email Address: hksmil2@uky.edu

Estimated Attendance: 0
Actual Attendance: 0

Bookings | Details Quantity Frice Amount

Thank you for your resenvation. Please see the aftached confirmation lefter for detarls. If
you have any questions or concemns, please feel free to contact Student Center Event Management staff at
859-257-5781 or email Ashley Castesl@uky.edu or Hannah. Centers@uky.edu.

Thursday. June 13, 2014
8:00 AM - 9:00 AM TEST (Approved) 211
Special

Student Center Reservation Guidelines

Failure to comply with the following policies and guidelines may result in the loss of privileges in the Student Center
andfor assessment of fees:

= All events must be in compliance with Student Center and University rules and regulations (i.e., university alcohol
policy and sellsolicit policy). The complete list of university regulations can be found at htp:/fwww uky eduregs/gr htm.

Reservation ID—-PG 1
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& ¥ LR = Reservation for Student Center Director's Office beginning 6/19/2014 - Message (HTML) | == e S|
| Message Adobe PDF =2 a
harnah. centersi@uky.edu Sent: Tue 2/11/2014 %:26 AM
Centers, Hannah K
Reservation for Student Center Director's Office beginning 6/19/201 4
| Message | THStudent~Center=Event=Confirmation-7249.pdf 36 KB)
Thank you for your reservation. Please see the attached confirmation letter for details. If EEI
you have any questions or concems, please feel free to contact Student Center Event Management staff at 859-257-5781 or email Ashley Casteel@uky.edu or |
Hannah.Centers@uky.edu.
Reservation No: 7249
c irector's Office
Summary of Bookings
Date Start End Building Room Status =
6/19/2014 Thu 8:00 AM 9:00 AM 0030 363 Approved
Student Center Reservation Guidelines
Failure to comply with the following policies and guidelines may result in the loss of privileges in the Student Center andfor assessment of fees:
= All events must be in compliance with Student Center and University rules and regulations (i.e., university alcohol policy and sell/solicit policy). The complete list
of university regulations can be found at http:/fwww. uky. edu/regs/gr. htm.
= All reservations must be made by a university department or an officer of a registered student organization (as listed on the organization’s registration form). The
reserving department or organization must be the user of the space and present at the event. A 48-hour minimum notice for reservations is appreciated.
» The sponsoring organization/ department must take proper care of the building and its equipment and will be financially responsible for any damage resulting
from abuse or neglect.
= Any food provided in the Student Center must be provided by U.K. Catering (257-1741) unless a specific exemption is granted by the UK Executive Director of
Dining and the Student Center Director.
= The sponsoring organization/department is responsible for leaving the room in the same condition as when the meeting/event started.
» The Student Center can serve each group anly to the extent that information is supplied to the Event Management Office. Please be accurate, complete, and
timely in requesting room reservations, set-ups. and additional audiofvisual equipment.
» Specific rooms requested will be assigned when possible, but Event Management reserves the right to make changes when necessary.
g |
Click en a photo to see social network updates and email messages from this person. 2oV
| - | 2
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| Message Adobe PDF =2 g
From: hannzh. centers@uky.edu Sent: Tue 2/11/2014 %:26 AM
To: Centers, Hannah K
] )
Subject: =} PRI T ST E T Center DIrecar T T . i 6,/19,/2014
| Mess ﬁstudent-—Center+Event—--.:onfirmation-?za;g.pd@
Thank you for your rgservation. Please see the attached confirmation letter for details. If EE
you have any questigns or concems, please feel free to contact Student Center Event Management staff at 859-257-5781 or email Ashley Casteel@uky.edu or |
Hannah.Centers@ukgy. edu.
Reservation No: Tp49
Group: Student nter Director's Office
Summary of Bopkings
Date Start End Building Room Status =
6/19/2014 Th 8:00 AM 9:00 AM 0030 363 Approved
Student Cenfer Reservation Guidelines
Failure ta mply with the following policies and guidelines may result in the loss of privileges in the Student Center andfor assessment of fees:
= All eventy must be in compliance with Student Center and University rules and regulations (i.e., university alcohol policy and sell/solicit policy). The complete list
of universfty regulations can be found at http:/fwww. uky. edu/regs/gr. htm.
= All res ations must be made by a university department or an officer of a registered student organization (as listed on the organization’s registration form). The
department or organization must be the user of the space and present at the event. A 48-hour minimum notice for reservations is appreciated.
» The sponsoring organization/ department must take proper care of the building and its equipment and will be financially responsible for any damage resulting
from use or neglect.
= Anyffood provided in the Student Center must be provided by U.K. Catering (257-1741) unless a specific exemption is granted by the UK Executive Director of
Dini and the Student Center Director.
sponsoring organization/department is responsible for leaving the room in the same condition as when the meeting/event started.
= The Student Center can serve each group anly to the extent that information is supplied to the Event Management Office. Please be accurate, complete, and
tighely in requesting room reservations, set-ups. and additional audiofvisual equipment.
Specific rooms requested will be assigned when possible, but Event Management reserves the right to make changes when necessary.
g |
Click en a photo to see social network updates and email messages from this person. 2oV
| - | 2

Confirmation Letter — PG 1



Student Center Director's Office
. . 209 Student Center
DMLY EEEIEN DR Lexington KY 40506
KENTUCKY 859-257-5781 / 859-323-1024

Student Cenver

Student+Center+Event+Confirmation

Group Reservation: 7249

Hannah Centers Ewvent Name: TEST - NEW

Student Center Director's Office Status: Approved

209 Student Center Director's Office Phone: 257-5T781

Campus 0030 Fax: 850-323-1024
Email Address: hksmil2Z@uky.edu
Ewvent Type: Meeting
Estimated Attendance: 0O
Actual Attendance: 0

Bookings /| Details Cuantity Price Amount

Thank you for your reservation. Please see the aftached confirmaftion letter for detfails. If
you have any questions or concemns, please feel free to contact Student Center Event Management staff at
859-257-5781 or email Ashley. Casteelf@uky.edu or Hannah. Centers@uky.edu.

Thursday. June 19, 2014

8:00 AM -9:00 AM TEST - NEW (Approved) 363
Reserved: 7:30 AM - 9:00 AM
Lecture for 56

Student Center Reservation Guidelines

Failure to comply with the following policies and guidelines may result in the loss of privileges in the Student Center
and/or assessment of fees:

» All events must be in compliance with Student Center and University rules and regulations (i.e., university alcohol
policy and sell/solicit policy). The complete list of university regulations can be found at hittp:/mwww _ uky edu/regs/gr.htm.

= All reservations must be made by a university department or an officer of a registered student organization (as listed
on the organization’s registration form). The reserving department or organization must be the user of the space and
present at the event. A 48-hour minimum notice for reservations is appreciated.

» The sponsoring organization/ department must take proper care of the building and its equipment and will be
financially responsible for any damage resuiting from abuse or neglect.

» Any food provided in the Student Center must be provided by U K. Catering (257-1741) unless a specific exemption is
granted by the UK Executive Director of Dining and the Student Center Director.

» The sponsoring organization/department is responsible for leaving the room in the same condition as when the
meeting/event started.

» The Student Center can serve each group only to the extent that information is supplied to the Event Management

Office. Please be accurate, complete, and timely in requesting room reservations, set-ups, and additional audio/visual
eainment

Confirmation Letter — PG 2 M E N U




o]
UNIVERSITY

KENTUCKY

Student Center

%OurSpace st Reservations &My Account (va Admin Resources Welcome Hannah Centers

Reservation Details Attachments Back to My Requests

Reservation Id 7249 Edit Reservation
Event Name TEST - NEW Add Booking
Event Type Meeting Cancel Bookings
Group Name Student Center Director's Office
1st Contact Name Hannah Centers

Phone 257-5781

Cancel All Bookings

Service Availability

View Reservation Summary

Add booking to personal calendar
Booking Tools

Historical

Bookings
TIME TITLE LOCATION STATUS SETUP
8:00 AM - 9:00 AM TEST - NEW 363 Approved Lecture (58)

B
Poviered by ﬂm

Add/Edit Services — PG 1



UNIVERSITY

KENTUCKY'

Student Center

%Gurﬁpace st Reservations al'-'l',r Account &7 Admin Resources ? Help Welcome Hannah Centers

ses s e Back To Reservation Details
Event Name TEST - NEW Group Student Center Director's Office
Date Thursday, June 19, 2014 Setup Type Lecture (56)
Location 363 Status Approved
Event Time 8:00 AM - 9:00 AM Event Type Meeting

Available Services Existing Services
Additional Information

Student Center Equipment
Student Center Furniture
UK Catering

University Sound & Lights
Resources Available

]
Powered by &

Edit/Add Services — PG 2



UNIVERSITY

KENTUCKY’

Student Center

Y Reservations g My Account &ﬁ Admin Resources § Help Welcome Hannah Centers

BBOkIHQ Details Back To Reservation Details

Event Name TEST - NEW Group Student Center Director's Office
Date Thursday, June 19, 2014 Setup Type Lecture (56)

Location 363 Status Approved

Event Time 8:00 AM - 9:00 AM Event Type Meeting

Student Center Equipment

@V Equipment

[#] visual aids

Billing Information

Cost Center:

Save Cancel

|
A=
Povierad by —rfm

Edit/Add Services — PG 3



KENTUCKY

Student Center

~,

()

Reservations & My Account ) Help Welcome Hannah Centers

&f Admin Resources

Booking Details Back To Reservation Details

-

Event Name TEST - NEW Group Student Center Director's Office
Date Thursday, June 19, 2014 Setup Type Lecture (56)
Location 363 Status Approved
Event Time 8:00 AM - 9:00 AM Event Type Meeting
Student Center Equipment

=

Cart (empty)
ecial Instructions:

Built-in Screen

Built-in Video Projector
Conference Phone

Extension Cord

Mavigator (for video projector)

Overhead Projector/Document Camera

OOoOOooOoO

Television (VCR/DVD)

| Visual Aids

Billing Information

Cost Center:

Save Cancel

o1 i
Drsuarad b ‘ﬁm

Edit/Add Services — PG 4



KENTUCKY

Student Center

Reservations &M\rl\ccount CEW’ Admin Resources

Welcome Hannah Centers

Booking Details Back To Reservation Details

Event Name TEST - NEW Group Student Center Director's Office
Date Thursday, June 19, 2014 Setup Type Lecture (58)

Location 363 Status Approved

Event Time 8:00 AM - 9:00 AM Event Type Meeting

Student Center Equipment

[=] av Equipment

1 A/V Cart (empty)
Special Instructions:

Built-in Screen

Built-in Video Projector
Conference Phone
Extension Cord

Mavigator (for video projector)

Overhead Projector/Document Camera

Television (VCR/DVD)

OO0 EO@EO

[*] visual Aids

Billing Information

Cost Center:
1010001234| Ul

Save A Cancel

i

Edit/Add Services — PG 5



UNIVERSIT?Y

KENTUCKY

Student Center

% Our Space E¥a: Reservations g My Account &’/2 Admin Resources Welcome Hannah Centers
S BT Back To Reservation Details
e
Event Name TEST - NEW Group Student Center Director's Office
Date Thursday, June 19, 2014 Lecture (58)
Location 363 Approved
Event Time 8 :(i' ge from webpage Meeting

Student Center Equipme A
l Your request was completed successfully

[=] av Equipment
M1 AV cart (emy
Special Instructions:

N

|Built-in Screen

Built-in Video Projector

|conference Phone

|[Extension Cord

INavigator (for video projector)
[Overhead Projector/Document Camera

Television (VCR/DVD}

DOEOOE0E

[*] visual Aids

Billing Information

Cost Center: )
1010001234 Q,

Cancel

Edit/Add Services — PG 6 M E N U




KENTUCKY

Student Center

C% Our Space i) Reservations er Account &//‘ Admin Resources {?. Help Welcome Hannah Centers

Reservation Details Attachments Eule B 1 Thraerals

Reservation Id 7249 Edit Reservation
Event Name TEST - NEW Add Booking
Event Type Meeting

PO Number

Group Name Student Center Director's Office
1st Contact Name Hannah Centers

Phone 257-5781

Cancel Services

Cancel Bookings

Cancel All Bookings

Service Availability

View Reservation Summary

Add booking to personal calendar
Booking Tools

Historical

Bookings
ACTIONS SERVICES DATE « TIME TITLE LOCATION STATUS SETUP
B 4 6/19/2014 Thu 8:00 AM - 5:00 AM TEST - NEW 363 Approved Lecture (56)

s |
Powered by ﬂm

View Services— PG 1



Student Center

% Our Space Reservations g My Account ‘)E)ﬁ Admin Resources (;éj Help Welcome Hannah Centers

Reservation Details Attachments Bk $6 My Begitents

Reservation Id 7249 Edit Reservation
Event Name TEST - NEW Add Booking
Event Type Meeting
PO Number

Cancel Services

Cancel Bookings
Group Name Student Center Director's Office g

1st Contact Name Hannah Centers Canc.e! All BIUDle}EIS
Phone 257-5781 Service Availability

View Reservation Summary
Add booking to personal calendar
Booking Tools

Historical

Bookings
ACTIONS | SERVICES  DATE *+ TIME TITLE LOCATION STATUS SETUP
| x E [+ 8 6/19/2014 Thu  8:00 AM - ©:00 AM TEST - NEW 363 Approved Lecture {56)

Student Center Equipment

QUANTITY ITEM PRICE NOTES SPECIAL INSTRUCTIONS
1 AV Cart (empty) % 0.00

i |
Powered by m@

View Services — PG 2 |V| E N U




UNIVERSLTY

KENTUCKY"

Student Center

%Our Space ik Reservations Bﬂy Account CCW Admin Resources Welcome Hannah Centers

Reservation Details . Attachments Back to My REGUEsE

Reservation Id 7249
Event Name TEST - NEW
Event Type Meeting
PO Number
Group Name Student Center Director's Office 2
1st Contact Name Hannah Centers Canc.el Al Bka.lrfgs
Phona 3575781 Service Availability
View Reservation Summary
4dd booking to personal calendar
Booking Tools

Edit Reservation
Add Booking

Cancel Services
Cancel Bookings

Current Historical

Bookings
ACTIONS SERVICES DATE =~ TIME TITLE LOCATION STATUS SETUP
B & . 6/19/2014 Thu 8:00 AM - 9:00 AM TEST - NEW 363 Approved Lecture (56)

Add or Edit Services

Powerad by *:m

Cancel Services — PG 1



o}
UNIVERSITY

KENTUCKY"

Student Center

%OurSpace et Reservations &Hv Account &ﬁ Admin Resources 3_" Help

Welcome Hannah Centers

Baoklng s Back To Reservation Details

Event Name TEST - NEW Group Student Center Director's Office
Date Thursday, June 19, 2014 Setup Type Lecture (56)

Location 363 Status
Event Time 8:00 AM - 9:00 AM Event Type
Cost Center 1010001234

Approved
Meeting

Available Services Existing CETYICe

Additional Information

Student Center Furniture * X Student Center Equipment
UK Catering

University Sound & Lights - No ; NS QTY ITEM
Resources Available

PRICE MNOTES SPECIAL INSTRUCTIONS
Built-in Screen % 0.00

Built-in Video % 0.00 Client must bring own laptop

Projector when using the Student
Center video projector.

Navigator (for % 0.00

video projector)

Ceg)
E |
Powerad by #m

Cancel Services — PG 2
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UNINVERSITY

KENTUCKY

Student Center

C% Qur Space HEY Reservations & My Account Coﬁ Admin Resources l"._,ff) Help

Welcome Hannah Centers

Booking Details

Back To Reservation Details
W from webpage == X‘l
Event Name Student Center Director's Office
Date

Lecture (56)
Location

P pproved
Event Time i Itel Are you sure you wish to cancel this tem? eeting
Cost Center T

Available Services J | Cancel L
Additional Information _ ‘

Student Center Furniture + X Giurcnt - Z quipment g
UK Catering

University Sound & Lights - No ACTJONS QTY ITEM PRICE NOTES SPECIAL INSTRUCTIONS
Resources Available .

1 Built-in Screen $0.00

1 Built-in Video £ 0.00 Client must bring own laptop
Projector when using the Student
Center video projector,
Mavigator (for $ 0.00
video projector)

|
., S
Povieraed by

Cancel Services — PG 3 M E N U




o
UNIVYERSI

KENTUCKY

Student Center

Student Center Reguest

When and Where & T sehcted Locations

Date;™

2/13/2014 Thu § Recurre
Start Time:* End Time:*
5:45 AM 9 5:45 AM

Facilities:
|Student Center

Setup Infoermation

Attendance:™
10

Setup Type:™
| Exhibit/Fair =]

Availability Filters

Room Type:
| (611}
Fioor
(al!}

Violate Building Hours

Welcome Hannah Centers

«p» 16 Howurs

MENU




'V

UNIVERSITY

KENTUCKY"

Student Center

Reservations & My Account &{) Admin Resources Help Welcome Hannah Centers

Student Center Request

When and Where i : 3 @ Locations

Date:™
T f
2/13/2014 Thu 38| Rec _ I, Request would create a conflict with another booking l
Start Time:* _ End Tinjld| <= | » 16 Hours
8:15 AM (V) o115 am\

VAT

Facilities: il
Student Center

Setup Information

& 9 [ 36 -

Attendance: ™
10

Setup Type:™
.Boardrocrm E]

Availability Filters |

Room Type:

(al) =]
Floor:
| {all} [=]

:

Conflict with Another Booking M E N U




UNIVERSLETY OF

KENTUCKY®

—

ident Center

Student Center Request

Setup Information

15-2 oy ECCETTOT

[t 3
essage from webpage

When and Where [ A
Date:™
2/13/2014 Thy  §B2 Recagronos h First available booking date violation
Start Time:*  End Timg:™ =
9:00 AM (P 1000, (M
Facilities:
| Student Center ﬁ N

Welcome Hannah Centers

4 » 16 Hours

Attendance:™
10

Setup Type:™
Boardroom

Availability Filters

Room Type:
| (all}

Hoor

LCall)

W
m
[

First Available Booking Date Violation

MENU




0
UNIVERSITY

KENTUCKY'

Student Center

% Our Space it Reservations g My Account w Admin Resources ? Help Welcome Hannah Centers

ml Historical Calendar

Reservation Id: Event Name: Quick Search ["Ishow Cancelled

Reservations

ID | NAME GROUP FIRST LAST STATUS  LOCATION HAS
BOOKING * BOOKING SERVICES

g‘#ﬁg”t Center Director's /1919014 Thu 6/19/2014 Thu  Approved ?gugde”t Center-  yee

L]
=
Powierad by -'-me

Add Booking — PG 1



UNIVERSITY

KENTUCKY

Student Center

%OurSpace st Reservations &My Account &7 Admin Resources

Reservation Details

Reservation Id
Event Name
Event Type

PO Number
Group Name

1st Contact Name
Phone

All Current

ACTIONS

SERVICES
% b

Attachments

7249
TEST - NEW
Meeting

Student Center Director's Office
Hannah Centers
257-3781

Historical

DATE « TIMj
6/19/2014 Thu

Add Booking — PG 2

700 AM - 9:00 AM

Bookings
TITLE
TEST - NEW

e
Powerad by -hfm

Welcome Hannah Centers

Back to My Requests

Add Booking

Cancel Bookings

Cancel All Bookings

Service Availability

View Reservation Summary

Add booking to personal calendar
Booking Tools

LOCATION STATUS SETUP

363 Approved Lecture (56)




- (== Loy =
N I M) =t

e e e T B DR S e "

1
1
-
b
|E
|
i1
Il
Ll
il
¥

ns/RoomRequest.aspx?data=QHE O ~ & X || = Virtual EMS - Room Request ¢ | (=} Organization Details | Uqwg:;ﬁ__.._l J

dp

ﬁi - -~
Student Lenter

Reservations &H\r Account Admin Resources

Reservation Details

Reservation Id 7249
Event Name TEST - NEW
Event Type Meeting

Welcome Hannah Centers

Back To Re'ser\-'ation Details
Group Name Student Center Director's Office
1st Contact Name Hannah Centers
Phone 257-5781
2nd Contact Name
Phone

- Student Center Request
Location

When and Where | Selected Locations
Mo rooms currently selectad

Date:™ : :

2/27/2014 Thu Recurrence List
B

Start Time:* End Time:~

(P a:15pm @
=

Attendance:™
10

Setup Type:™
[Boardroom

Availability Filters

Add Booking — PG 3



“| Reservations 8 My Account &? Admin Resources (2 ‘Welcome Hannah Centers

Reservation Details Back To Reservation Details
e

Reservation Id 7240 Group Name Student Center Director's Office
Event Name TEST - NEW 1st Contact Name Hannah Centers
Event Type Meeting Phone 257-5781

2nd Contact Name

Phone

Student Center Request

Location

Selected Locations

When and Where
HOLIDAYS | START * | END LOCATION | graTus SETUP COUNT CONFLICT

Date:™

2/27/2014 Thu EEE oawianve F27/2014 Thu 2:15 PM 4:15 PM 203 Request 10

Start Time:™ End Time:*

3:15 PM (¥ a:15PM @ Grid

Facilities: 1 » Thursday, February 27, 2014 16 Hours
Room T I N R o ] e 5 o o e e T R A = L

1z L

[Student Center =a, 4 =

Setup Information

14
Attendance:™

208 20
10

1z
Setup Type:™

357 16
| Boardroom

359 20

Availability Filters 363 20

oonooon
&

203 22

Room Type:
HCIDE
Floor:
|fall}

& &

find Space

Add Booking — PG 4



Welcome Hannah Centers

RGSEWGU Details Back To Reservation Details

Reservation Id 7249 Group Name Student Center Director's Office
Event Name TEST - NEW 1st Contact Name Hannah Centers
Event Type Meeting Phone 257-5781

2nd Contact Name

Phone

Student Center Reguest

Location
B ————

— = - -
wWhen and Where A sage from webpage | "'" Selected Locations

Date:= END LOCATION | sTATUS SETUP COUNT CONFLICT

2/27/2014 Thu z Recurrence T oha Request io

Start Time:* End Time:™ y h Request completed successfully

3:15 PM (V) 4:15pPM () —

Facilities: < ¥ 16 Hours

|Student Center

=N
DS

Setup Information

Attendance:™

+
= 206
251

Setup Type:™ : 3

| Boardroom E] Sk
Doarol 1 : [ oass
Availability Filters | 363
Room Type: ,
[(al). ]

Floor:

(all} Et

Find Space

[TEETE

Add Booking — PG 5 MENU

1EmME"




o
UNIVERSITY

KENTUCKY'

Student Center

Student Center Request

When and Where

Date:™
2/13/2014 Thu
Start Time:™

Facilities:
Student Center
Setup Informatior

Attendance:™
0

Setup Type:™

Availability ¥ ilters

Room Type:
(alh)
Floor:
(all)

] [

Welcome Hannah Centers

Location Details

The information provided below is a request for space at the University of Kentucky Student
Center. The Student Center Event Management Office will review the information and will email
you regarding the status of your reguest. Due to the high volume of requests, please allow 48
hours for processing.

“For ballrooms, please contact the Student Center Event Management Office directly- 859-257-
5781.

INSTRUCTIONS
When and Where

1. Enter the desired event date or select a date from the calendar (click recurrence for
recurring meetings).

2. Enter the start and end time of event. DO NOT INCLUDE SET-UP TIME.
Set-Up Information

1. Specify the number of people expected to attend the event.

2. Select your preferred room set-up from the list of options.

3. Click on Find Space for a listing of available rooms then select your preferred room from the
right side of the screen.

4. Please view and agree to the Student Center Policies and click Submit.

Details Tab

1. Complete the questions in this section to provide us with more specific details about your event

neads.
Furniture

1. If necessary, add tables or chairs by clicking the + to expand the section. Place a checkmark

by the items you wish to request and enter the quantity needed.

Recurring Meeting— PG 1



UNIV ERST"

KENTUCKY'

Student Center

Welcome Hannah Centers

ime

Start Time:™ End Time:™ ————————
3:15 PM (¥)  ‘4asem

Ity of Kentucky Student

Recurrence Pattern g information and will emall
37 3!2:]14 Thu | Recurreg requests, please allow 48
Start Time:* end Time: Daily Monthly Random
o
"‘-p} { — 1t Office directly- 859-257-

Recur every 1 week{s) on:

Sun Mon Tue WEd®Fn’ Sat

Range of Recurrence
Start Date: 2/13/2014 Thu  Eif

@ End after: 1 oCoUrrences

Attendance:™
o

ick recurrence for

e © End by: 2/13/2014 Thu £ » TIME| Must unselect DEFAULT day
ai ili iite Apply Recurrence Remove Recurrence of Week' then select desired

Availability Fiters

P day of week for recurrence.

Room Type:

[y / -

Floar:

[(all) / fid ur preferred room from the

- 4 it

1. Complate the questions in this section to provide us with more specific details about your event
needs,

Furniture

1, If necessary, add tables or chairs by clicking the + to expand the section. Place a checkmark
by the items you wish to request and enter the guantity needed.

Recurring Meeting— PG 2
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UNIVERSITY

OF

KENTUCKY"

Student Cenrter

% Our Space i

Reservations
5

Student Center Request

Occurs every 3 week({s) on Wednesday
effective 2/13/2014 until 2/15/2014 from
3:15 PM to 4:15 PM

Recurrence

Facilities:
Student Center

Setup Information

Attendance:™
5

Setup Type:™
Lecture

[=]
2 vailability Filters

Room Type:
(all}
Floor:

(all)

&Mv}\ccount &:4/’7Admin Resources

[=]
[=]

Welcome Hannah Centers

Location Details

The information provided below is a request for space at the University of Kentucky Student
Center. The Student Center Event Management Office will review the information and will email
you regarding the status of your reguest. Due to the high volume of requests, please allow 48
haours for processing.

*For ballrooms, please contact the Student Center Event Management Office directly- 855-257-
5781.

INSTRUCTIONS
When and Where

1. Enter the desired event date or select a date from the calendar (click recurrence for
recurring meetings).

2. Enter the start and end time of event. DO NOT INCLUDE SET-UP TIME.
Set-Up Information

1. Specify the number of people expected to attend the event.

2. Select your preferred room set-up from the list of opticns.

3. Click on Find Space for a listing of available rooms then select your preferred room from the
right side of the screen.

4. Please view and agree to the Student Center Policies and click Submit.
Details Tab

1. Complete the questions in this section to provide us with more specific details about your event
neads.

Furniture

1. If necessary, add tables or chairs by clicking the + to expand the section. Place a checkmark

by the items you wish to request and enter the quantity needed.

l/
Recurring Meeting— PG 3
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UNIVERSIT

KENTUCKY"

Student Center

% Dur Space Ehat Reservations & My Account C% Admin Resources Welcome Hannah Centers

Info lﬁﬂ Details

5 d Locations

Student Center Request

When and Where

Mo rooms currently selected
Occurs every Wednesday week(s)

effective 2/13/2014 until 2/26/2014 from -
3:15 PM to 4:15 PM

Availability
Recurrence
SELECT AVAILABLE LOCATION CAPACITY PRICE
Facilities:
Student Center EI O\, Reguest
2/2 205 3z
Setup Information 1/2 111 54
Attendance: ™ |+ 1/2 Center Theater 220
|

5 363 03
Setup Type:* 339 45
Lecture EI

Availability Filters

Room Type:
Call)y
Floor:
(all)

Recurring Meeting— PG 4



Student Center

Reservations g My Account é%? Admin Resources Welcome Hannah Centers

Student Center Request -
Location Details

When and Where Selected Locations

Oceurs every Wednesday week(s) m DATE HOLIDAYS START = END LOCATION STATUS SETUP COUNT CONFLICT

effective 2/13/2014 until 2/26/2014 from [x] 2 5 - ; T
3:15 PM to 4:15 PM 2/13/2014 W 2:15 PM 4115 PM 2559 Feguest 5

Recurrence

Facilities: _ Availability
| Student Center E[ q SELECT

AVAILABLE LOCATION CAPACITY

Setup Information Request

2/2 205 32
Attendance:™
5 1/2 111 54
Setup Type:™ 1/2 Center Theater
[Lecture ) 1/2 3163 63

Availability Filters

Room Type:
[{all)

Floor:

Lally

[7]1 have read and agree to the terms and conditions View
Find Space .,
Continue

Search Remaining Dates

Recurring Meeting— PG 4



e,
UNIVERSITY

KENTUCKY"

Student Center

Reservations & My Account &? Admin Resources Welcome Hannah Centers

Student Center Reguest

Info Location Details

When and Where - Selected Locations
Occurs every Wednesday week(s) El oate HOLIDAYS | START = @ END LOCATION  STATUS SETUP COUNT CONFLICT
:’:Ff;tll)vme gi‘?i?so;:l until 226/ 701 froin m 2/19/2014 Wed 2:15 PM 4:15 P 259 Reguest ]

Recurrence List
Facilities: Availability
5l Ei t C t

udent Center W | seieer AVAILABLE LOCATION CAPACITY PRICE
Setup Information Request

” 1 & i1 Center Theater 220

?t'en"an"c?"' 1/1 205 a2
Setup Type:*
;Lecture Ef

Availability Filters

: | E I _h_a_\l't_lT r__e»ad and agree to the terms and conditions view
Room Type:
[(all)

Floor:

[=]
lal) [=]

| Search Remaining Dates |

Continue

Recurring Meeting— PG 4



Student Center

Welcome Hannah Centers

Info Iﬁﬂ Details
When and Where Selected _ocauc-ns

Occurs every Wednesday week(s) B  oare HOLIDAYS | gTART SETUP COUNT CONFLICT
effective 2/13/2014 until 2/26/2014 from m e d .
3:15 PM to 4:15 PM 2/13/2014 We 3:15 PM Request 5

B z/2s/2014 wed 3:15 PM Request 5

Student Center Request

Recurrence

Facilities: SISt

Student Center (=] Q, Availability
Setup Information SELECT AVAILABLE LOCATION CAPACITY PRICE

Request
Attendance:™ 3

s 1/1 Center Theater 220
Setup Type:™

Lecture El
Availability Filters

Room Type: e read and agree to the terms and conditions View
(all)

Floor:
(all)

Recurring Meeting— PG 4



=y TET
L= Dur Space |

;Rﬂ:rvutin-n: H My Account '{w Admin Resources P Help Welcome Hannah Cenf=rs

Student Carter Raguest

Info Location

When and Where || Event Details

Ocours =very Wednesday wesk({s)
effective 2/1372014 unlil 2/26/2014 from
3:15PM to:4:15 PM

Event Type:™®

L i I=l

Recurrence

—— ., |Eroup ;

i Stud=rt Centar 19, |[studenfcanter Director's offx] O,
Setup Information : = [ﬁ
Attendance:™ § )

5

E Type:™

Availability Filters |

Room Type:

| Other Information

Find Space

Cost Center Number {(Required for UK Departments, Student Orgs enter N/A):™

Provide names of non-university organizations 2nd/or speakers that will be involved with your event:
e

[T

[# AV Equipment
[# visual Aids
Student Center Furniture

]

[
=
i

3

]
z
i
i

[# T-5tands/Easels
UK Catering

[#l UK Catering
[l

sd and agree to the terms and conditions View

Recurring Meeting— PG 4 M E N U
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UNIY ERSTDTY

KENTUCKY"

Student Center

Stodent

space on campus. Event
location for your campus

To Schedule an Event:
You must have an EMS a

Upload File

Welcome to the virtual scFeduiing system for the University of Kentucky Student Center, Memorial Hall, outdoor space and tailgating

Today's events:

loday in the Student Cen:e—r)

('I’odn}f in Outdoor Locations ]

(Tcutﬂa}-‘ in Mameorial HaIIJ

Welcome to Virtual EMS at UK!

anagement System (EMS) provides the campus community a toal to view space availability and schedule
events.

the instructions providedlon the pages by the Event Management System.

tcount before requesting space on-line. Once you have an EMS account, select My Account, Login and follow
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Student Center

C% Our Space it Reservations & My Account C?Eﬁ Admin Resources )] Welcome Hannah Centers

Student Center Reguest
Info Location Details
—

Wkr.en and Where

I'I'I1e information provided below is a request for space at the University of Kentucky Student

Date:™ Center. The Student Center Event Management Office will review the information and will email
g
2/15/2014 Sat  gE= Recurrence vou regarding the status of your request, Due to the high volume of requests, please allow 48
Start Time:™ End Time:= curs for processing.
*Ror ballrooms, please contact the Student Center Event Management Office directly- 859-257-
Facilities:

Student Center [=]C,
Setup Information

Attendance:™
0

INSTRUCTIONS

hen and Where

1. Enter the desired event date or select a date from the calendar {click recurrence for
recurring meetings).

S Type:™ 2. Enter the start and end time of event. DO NOT INCLUDE SET-UP TIME.
- e " Set-Up Information
Availability Filters

1. Specify the number of people expected to attend the event.

Room Type:

tall) [~] 2. Select your preferred room set-up from the list of options.

Floor:

(all)y [+] 3. Click on Find Space for a listing of available rooms then select your preferred room from the

’ right side of the screen.
Find Space
P 4. Please view and agree to the Student Center Policies and click Submit.

Details Tab

1. Complete the gquestions in this section to provide us with more specific details about your event
needs.

Furniture

1. If necessary, add tables or chairs by clicking the + to expand the section. Place a checkmark
by the items you wish to request and enter the quantity needad.

H H H H 2. If you need addtionional equipment that you were unable to request in this section then please
Fill out fields with an asterisk. specify those needs in the Additional Information section.

Then select, find space.

Note the sample uses the Student Center

Upload F|Ie — PG 2 request form. Files can be uploaded to any

request type.
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Welcome Hannah Centers

Info Iﬁﬂ Details

Selected Locations

Student Center Request

When and Where

Mo rooms currently selected
Date:™
2/22/2014 Sat === = Recurrence List Grid
Start Time: End Time: 4 » Saturday, February 22, 2014 < » 16 Hours
5:00 PM (¥) 6:00 PM ™
Room Capl 7 | 8 | 9 10/1112pf 1 | 2 | 3| 4|5 | 6| 7| 8| 9 [10].
Facilities: e
Student Center El'o\ 111 =
206 88
Setup Information 249 77
10 357 46
Setup Type:™ n =39 43
Lecturs (=] hd 352 &2
FY) zos a2
Availability Filters
Foom Type:
(ally [=]
Floor:
(all) [=]
Find Space o

Upload File— PG 3
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Reservations g My Account C‘?J,/f? Admin Resources Welcome Hannah Centers

Student Center Request
Location Details

When and Where Selected Locations

Date:™ m DATE HOLIDAYS START *~ END LOCATION STATUS SETUP COUNT COMNFLICT
2/22/2014 sat g5 | Recurrence [x)
Start Time:™ End Time:™

5:00 PM (V) &:00 PM ()

2/22/2014 Sat 5:00 PM 6200 PM 205 Request 10

Facilities: Saturday, February 22, 2014 < » 16 Hours
| Student Center [=]Q, |i Room |€ap) 7| & | 9 [ 10 L i
| Student Canber |
111 34
a8
249 s

[+
ﬂ Center Theater
[+

Setup Information

Attendance:™
10

Setup Type:*

357
Lecture

359
Availability Filters
Room Type:

Gl

Floor:

(all)

Find Space

Upload File — PG 4



':J.b Dur Space

Reservakbions
r

{_} My Atcount
Student Ceni=r Request

Admin

Resources
Drate: ™

Z722/2014 Sat

Recurrence

orme Hannah Centers

Even: Type: ™

=eting

Setup Information = = :
Attendance:™

10

Serup Type:™
Lk

Availability Filters
Room Type:

{an}

Floor:

ost Center Mumber [Required for UK Departments. Student Orgs enter N/

% i

r= that will be inwvoalved with your event:

Ple= == describe any sell or solicit activities. :
Additional Information

Student Center Equipmenit
[F av Equipment
[+ viswal Aids

Student Center Furniture
= Lacram

[#] Misc.

[# T-Stands/Easels

U Catering

Upload File

Fill out parts of form with asterisk. Select
Attach File. Select file from your documents,

then select submit.

MENU




