HOW TO REQUEST A RECURRING EVENT IN EMS

Updated: May 2023

A recurring event is an event or meeting
that happens repeatedly throughout the
semester or academic year. Such as weekly
department meetings, monthly team EMS Portal at The University of Vermont srerome
meetings or weekly club practice.
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Click on Book Now next to the correct -_ Mitiguy, Jennifer
reservation template to continue.
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Click on the Recurrence button.
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In the Recurrence window, select the drop Room Request

down arrow next to Repeats. Choose your ® Requesta Room ©
repeating pattern. Py cart )
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PRO TIP: Choosing Random will allow
users to choose specific dates and avoid New Booking for Tue May 19, 2020
accidentally scheduling on holidays, Spring
Break or other such academic dates. Click Recurrence
on the dates in the calendar to select them. Date & Time — - T1 | remove Recurrence
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A summary of how many dates you

selected should now show below Date & : Room Request
Time.

% Request a Room @ Wty Cart (0)
Enter the eStimated number Of people 1 Rooms 2 Services 3 Reservation Details
attending the meeting/event. —New Booline for Tuelan 1,2019
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Wed 08/05/2020 7:45 AM - 10:30 PM New Room Hold (L406) Private

{all)
The Second Co|umn’ Av ai | ab | e, ShOWS |f — Room Available v Wed 0211212020 7:45AM - 10:30PM New Room Held (L406) Private
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4 of the 4 dates marked by “4/4”. If a room -

Features Add/Remove

is not available for all of the dates it will be - S LoEstEEnn T T Tre—
listed as “3/4”. Number fFeope

p O  ramnzszon Attendance & Setup Type
Click on the Available number and it will tell s To ontinue, plese nter he number of stndees an esire sewp ype for this Room
you which dates the room is unavailable for. | g - © MY ““’
Once you have identified the room you wish o e *‘Gpwmm :

to select, click on the blue circle with the
white plus sign to add the room. Indicate
the No. of Attendees and the Setup Type
you need. Click Add Room.
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If you select a space th.at IS not available on Room Request
all dates, the system will then show you CAaR e e
another list of rooms that are available for
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Features Add/Remove o Aiken Center 112 2/2 Aiken Center m
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Once you have a room on all of your dates
you can complete your reservation by
clicking on Next Step and completing steps
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