EMSz Requesting a Room

June 2009

Table of Contents

[IoTo7= 1o o NPT PP P PP PP PRPPTPPP 1
LT PP PP PP 2

[ ] o[0T PP 2

NOMFEMPIOYEES ...ttt e e e e e et e e e e e e bbb e e e e e s s annbbreeeeeeeannnes 3

StUAENTONGANIZATIONS. ... eeeeeeeeiiiee et s e e e e e e e e s s e et e e e e s s bbb e e e e e e e e sanbb e e e e e e e e s annnnnneeeens 3
REQUESTING 8 ROOIM. ...ttt e e e e st e e e e e s s r e e e e e e sannbnrneeeeeeaan 3
BIrOWSE TOF EVEINLS......eeiiiiiiii itttk e e bt e e kb e e e e ekt e e e b b e e e e e b e e e annneeas 7
2T 1S To I (0] ST 0= Lo = TP 10
PIOBIEIMS ... et 12
Location

In the header of the Marigld website click onEMS Room ReservatidacatedunderWeb Logins

SupportMU  Weblogins »  Quick Links =

My Accounts (Students)




IR
N Welcome to Mansfield University's Event

Management System

Browse Reservations My Account

Welcome Guest
Campus Reservation Guidelines
{rooms, state cars, parking lots, athletic fields, etc.)

Login to EMS using your e-mail address (including @mansfield.edu) and your initial/default password.

Users

Employees
UnderMy Account click onLog In

Browse Reservations My Account

Use ID: e-mailaddress (includ & mansfield.ed

Password:@ 2 dzZNJ A YA G A f k RISTFH dB NU 4.F ZBERIEER WISNISS NE S @& 2 dz
WNF2dzNJ ydzZYo SNE 2F @2dz {{bQ b WpQU

Browse Reservations My Account
Uzer Id:*

| @mansfield.edu |
Paszsword:™

|""'-"- |

Email me my password

UnderReservationselectRoom Request Follow the instructions undehe section entited
Requesting &room.



Browse Reservations My Account Admin

View My Reguests

Non-Employees
Don't have a login for Mansfield University?ou can still request a room by selectiRgom Request
underReservations Follow the instructions under the section entitl&questing &Room.

Browse Reservations My Account Admin
Room Request

View My Reguests

Student Organizations
Student Organizations must make room reservations through their advisor/facilitator or thi®adh

Morgan

Requesting a Room
Enter your requested date, timégcility (building, and attendance information.

Browse Reservations My Account Admin

Reservation requests must be made at least 2 hours prior to yvour event.

When and Where Cietails

Date:*
erorzos ue |1 (reamrernce ] | |

Mo rooms currently selected

Start Time:™* End Time:™*

| 1@ | (&
Facilities:

(all) v

Setup Information
Attendance:®

———— Show Results 2z O List & Grid
Find Space
Submit Reservation

<%

Availability Filters

U= the Availability Filters to narrow your search.


mailto:bmorgan@mansfield.edu
mailto:bmorgan@mansfield.edu

Availability Filters
Room Type:
| (all) v|

Floor:
| (all) v|

Features

>

[]aDA Accessible
|:|I:Ji5.|:rla‘s.-r Projector
|:| Screen

[ ]Smartboard
DTEIeconferencing
[ Tiered seating

[Jwideoconference

£

Click orFind Space

Reservations My unt  Admin

Reservation requests must be made at least 2 hours prior to your event.
When and Where esai

Date:*
Syersoos sat ¢~ [recurrence ] | |

Mo rooms currently selected

Start Time:™* End Time:*
[12:00pm  |@ [1:00em |3
Facilities:

|Memorial Hall vl

Setup Information
Attendance:®

5
= Show Results As O List @ Grid

Availability Filters Saturday, July 04, 2009
Roam Capat 7 A 8 A
Memorial Hall

44

T+ Memaorial 207-5em 9
9+ Memerial 211-Conl 35
T+ Memerial 107-Vide 25
T Memaorial 102-Com 15
Memorial 103-Comr 22

=

Submit Reservation

You can click on the room to see room details.



Memorial Hall - Memorial 107-Videoconference Room [X]

Location Details
Building Details I

Building Code MH
Description Memorial Hall
Notes

GG EEN Setup Types | Features

Room Code MEM 107

Description Memorial 107-Videoconference Room

Room Type Videoconference Room

Size 0

Phone

Setup Hours o

Teardown Hours 0

Notes !

Toselect the room you would like to requestick on the green plus sign.

FOOMm _apat s
Memorial Hall

T Memoral 207-5em 9
T+ Memornal 211-Conl 35
T Memorial 107-Vide 25

[Select|[smorial 102-Com 15
+ Memorial 103-Comr 22

Then tick on theDetailsTah Enter the event name and typ&electthe group that is hosting the event
and thenchoose the contacts.



Browse Reservations My Account Admin

Reservation requests must be made at least 2 hours prior to your event.

When and Where Location
Date:* -
Event Details
7/4/2009 Sat |(F
Event Name:™ Event Type:™
Start Time:* End Time:* |te5t | Meeting v
[12:00 P @ [1:00PM D
. Group Details
Facilities: Group:*
[ Memorial Hall ¥ I |
Setup Information 1st Contact:® Phone:* Fax:
Attendance:* | V| |
5 .
Email:
|
ilability Ei : : Fax:
Availability Filters ¥ 2nd Contact: Phone: 2%
[(none) v [
Email:

Enter requested services from A/V, Facilities, Police Services, or Decker Pool.

Afv
[=] (none)

D I:l Flip charts
D I:I Laptops
Turning Point

Special Instructions:
‘I
O[] rwveriovo

[=] Projector
O I:I Projector - Overhead
D I:I Frojector - Portable

Facilities Department
[=] (none)

D I:I Risers

If your event requires Catering Services, wilineed to complete thé-ood and Beverage For2rweeks
prior to your event

When you are done, click @dubmit Reservation


http://mansfield.edu/student-affairs/food-beverage-request-form/

Browse Reservations My Account Admin Welcome

Reservation Details Back to My Requests

Reservation Id 16263 Group Name —— - Edit Reser_‘vatinn
Event Name test - ist Contact Name (none) Add Booking

i Cancel Services
Event Type Meeting Phone — Cancel Bookings

PO Number 2nd Contact Name Cancel All Bookings
Service Availability

Hbcne View Reservation Summary
Download .ics file
All Historical
Actions Services Date “ Time Title Location Status Setup
X 4= ﬁ') 7/4/2009 Sat 12:00 PM - 1:00 PM test - MH - MEM 107 Web Request (none) (5)

You will receive an-mail message that states yorgquesthas been received

Center for Lifelong Learning
200 Memaorial Hall
20 Straughn Drive
Mansfield, PA 16933
570-662-4244 | 570-662-4120

Web Request Summary

Group Reservation 16263

Event Name: test -
Phone:
Event Tvpe: Meeting

Bookings / Detailz Quantity Price Amount
You have submitted a room reservation request. Your reservation is NOT final until you receive an official confirmation from the contact person responsible for
scheduling the room you have requested.

Normal work hours for Facilities are from 7 am - 3 pm each weekday. Requests for work orders outside these hours will be done on an overtime basis. If you are
requesting services after 3pm or on weekends, provide an account number for the overtime charges. If you have a specific room setup for a meeting or program,
please email a diagram to facilities@mansfield edu or fax it to 662-4118.

If you have requested Decker Swimming Pool you must have liability insurance on file at MU, Lifeguards are scheduled through the Swimming Coach (662-4464).

Saturday, July 04, 2009

Remember that your reservation is not final until you receive a second, offinialleconfirming your
request.If you do not receivea confirmation email within 48 hours please contactthé dzA f RAy 3 Qa 9 a{
admindirectly. "Click heréfor a listing of who's who in room reservations

Browse for Events
UnderBrowse click orBrowse Events

Browse Reservations My Account
Browse Events

Browse Facilities

Browse for Space )
wvour e-mail addres:
Locate Group


http://www1.mansfield.edu/room-reservations/

You will then be shown a calendar listing the events for each day.

Browse Reservations My Account Welcome Guest
Daily List | Weelkly List | Monthly List | Weekly Calendar Filter | Today | This Week | This Month
N U g
Sun Mon Tue Wed Thu Fri Sat
31 1 2 3 4 5
3:00 PM - 7:00 PM 8:00 AM - 4:30 PM 8:00 AM - 4:30 PM 8:00 AM - 4:30 PM 8:00 AM - 4:30 PM 8:00 AM - 5:00 PM 8:00 AM - 1:00 PM
EVOC Class 2009 Full Time Police | 2009 Full Time Police | 2009 Full Time Police | 2009 Full Time Police | Candidate Motorcycle Safety
Lots - Lot E Academy Academy Academy Academy AH-5C - 317 Lots - Lot T
MH - MEM 211 MH - MEM 211 MH - MEM 211 MH - MEM 211
§:00 AM - 4:00 PM 8:30 AM - 12:00 PM
8:00 AM - 4:00 PM 8:00 AM - 4:00 PM 8:00 AM - 4:00 PM 8:00 AM - 4:00 PM GED Mansfield High School
BI Demonstration BI Demonstration BI Demonstration BI Demonstration MH - MEM 207 Graduation
MNH - TL MH - TL NH - TL MNH - TL STR - AUD
8:00 AM - 4:30 PM
8:30 AM - 11:35 AM 8:30 AM - 11:35 AM 8:30 AM - 11:35 AM 8:30 AM - 11:55 AM 2009 Full Time Police 8:00 PM - 10:00 FPM
CHPH-CHM-1101-1 CHPH-CHM-1101-1 CHPH-CHM-1101-1 EDSP-ELE-4425-1 Tch | Academy Mansfield High School
Intre Chem Intro Chem Intre Chem Elem Rdg & Lit II MH - MEM 211 Graduaticn
G5 - G-7 GS - G-7 G5 - G-7 RTN - 108 STR - AUD

3:00 AM - 4:00 PM

8:30 AM - 11:55 AM 8:30 AM - 11:55 AM 8:30 AM - 11:55 AM | 8:30 AM - 11:55 AM BI Demonstration

EDSP-ELE-4425-1 Tch | EDSP-ELE-4425-1 Tch | EDSP-ELE-4425-1 Tch | CIA-CIA-4496-1 NH - TL

Elem Rdg & Lit II Elem Rdg & Lit II Elem Rdg & Lit I1 MNativ

BTN - 108 BTN - 108 RTN - 103 RTN - G-5 8:30 AM - 12:00 PM
Mansfield High Schoal

8:30 AM - 11:55 AM 8:30 AM - 11:55 AM 8:30 AM - 11:55 AM | 8:30 AM - 12:00 PM Graduation

CIA-CIA-4486-1 CIA-CIA-4496-1 CIA-CIA-4496-1 Mansfield High School | STR - AUD
Native Am Justice Native Am Justice Native Am Justice Graduation
RTN - G-5 RTN - G-5 RTN - G-5 STR - AUD
23 more Events 24 more Events 22 more Events 25 more Events
7 8 9 10 11 12 13

You are given several viewing choicdsily list, weekly list, monthly list, weekly calendar and monthly
calendar. Click on the tab for the view you want.

Daily List | Weekly List Weekly Calendar | Monthly Calendar

You can adjust which day/month you are seeing by click on the left and right arrows.

& © wednesday, June 24, 2009

You can dcide how you want your results grouped by choosing eitlizate, Location, or Group.

Group By © Date @ Location @ Group

There are also filters available to narrow your search. You can clibéday, This Week andThis

Month to filter accordingly. Or click dfilterto open a pop uox. Inside the box, choose to filter by
building, room, event type, event name, and group name. Use the save check box to save the filter.
ClickApply.



Filter | Today | This Week | This Month
I Cate: x
6/24/2009 Wed |

Facilities: 6
|South Hall vl

Room:
| (al) v

Ewvent Type:
| (all) v| |13

Ewvent Name:
| |

Group Name:

Apply IEENS

. |20

You can view details about an event by either hovering over it or click on it.

Hovering:

AM - 4:30 PM 8:00 AM - 4:30 PM 8:00 AM - 4:30 PM i
3 Full Time Police | 2009 Full Time Police | 2009 Full Time Police |

lemy A.oacl e [ fomdn [

MEM 2 Event Name 2009 Full Time Police Academy

M- 4 Event Type Law Enforcement Training E
emonst Event Time 8:00 AM - 4:30 PM !
TL Setup Type Classroom (0)

AM -1 Status Confirmed E
4-CHM- Group Folice Academy ‘
y Chem 1st Contact Name  Jocelyn Brion §

57 phone 662-4974 d

AM - 1 1st Contact Email  jbrion@mansfield.edu E

Clicking: Click on the event will almost show you related bookings and give you a change to save the
booking to your personnel calendar.



Browse for Space
UnderBrowse click orBrowse for Space

You will then be shown a chart indicating which roares taken at certain times.









