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Location  
In the header of the Mansfield website, click on EMS Room Reservation located under Web Logins. 

 



 

Users 

Employees 
Under My Account, click on Log In. 

 

User ID:  e-mail address (include Ψ@mansfield.eduΩ)  

Password:  ȅƻǳǊ ƛƴƛǘƛŀƭκŘŜŦŀǳƭǘ ǇŀǎǎǿƻǊŘ όΨмst ƭŜǘǘŜǊ ƻŦ ŦƛǊǎǘ ƴŀƳŜΩ Ҍ Ψмst ǘƘǊŜŜ ƭŜǘǘŜǊǎ ƻŦ ȅƻǳǊ ƭŀǎǘ ƴŀƳŜΩ Ҍ 

Ψмst ŦƻǳǊ ƴǳƳōŜǊǎ ƻŦ ȅƻǳ {{bΩ Ҍ ΨϷΩύ 

 
 

Under Reservations select Room Request.  Follow the instructions under the section entitled 

Requesting a Room. 



 

Non-Employees 
Don't have a login for Mansfield University? You can still request a room by selecting Room Request 

under Reservations.  Follow the instructions under the section entitled Requesting a Room. 

 

Student Organizations  
Student Organizations must make room reservations through their advisor/facilitator or through Barb 

Morgan. 

 

Requesting a Room 
Enter your requested date, time, facility (building), and attendance information. 

 

Use the Availability Filters to narrow your search. 

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


 

Click on Find Space. 

 

You can click on the room to see room details. 



 

 

To select the room you would like to request, click on the green plus sign. 

 

Then click on the Details Tab.  Enter the event name and type.  Select the group that is hosting the event 

and then choose the contacts. 



 

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

 

If your event requires Catering Services, you will need to complete the Food and Beverage Form 2 weeks 

prior to your event. 

When you are done, click on Submit Reservation.  

 

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


 

You will receive an e-mail message that states your request has been received. 

 

Remember that your reservation is not final until you receive a second, official e-mail confirming your 

request. If you do not receive a confirmation email within 48 hours please contact the ōǳƛƭŘƛƴƎΩǎ 9a{ 

admin directly. "Click here" for a listing of who's who in room reservations. 

Browse for Events  
Under Browse, click on Browse Events. 

 

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


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

 

You are given several viewing choices:  daily list, weekly list, monthly list, weekly calendar and monthly 

calendar.  Click on the tab for the view you want. 

 

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

 

You can decide how you want your results grouped by choosing either:  Date, Location, or Group. 

  

There are also filters available to narrow your search.  You can click on Today, This Week, and This 

Month to filter accordingly.  Or click on Filter to open a pop up box.  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.  

Click Apply. 



 

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

Hovering: 

 

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  
Under Browse, click on Browse for Space. 

 

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






