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 Go to uvm.edu/ems and log in to the 
EMS Portal. 

 Click on MY EVENTS

 Click on BOOKINGS

 Events are best viewed by the Month

 Use the Previous  Today  Next buttons 
to select the correct month. 

 Events in green are your reservations. 
Click on it to open the booking details. 

 To edit your reservation or add services 
click on the name of the event. 
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If you would like to add Event Details, a request 
for Event Setup Support or order catering click 
on Add Services. 

The next window will list all possible categories 
of services that you can add or request. Scroll 
down to see all of the options. 

Service Categories
These are the different types of services one 
can request through the EMS Portal:

Event Details
University Calendar
Catering Menu (UVM Dining)
External Approved Caterer
Bar Service (UVM Dining)
Catering Waiver or other Food
General Notes
Transportation and Parking Services

Some cells are outlined in red. If you are 
requesting a service you must complete all cells 
outlined in red within that section. If you are not 
requesting that service, you do not need to fill 
out any of the red outlined cells. 

You will need to request each Service type 
separately. For example, to add a request for a 
room setup you would fill out the Event Details 
section and then go to Next Step to add it to 
your reservation.

If you also then wanted to order catering you 
would come back to the Add Services page and 
then add the catering.
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Event Details

This is where you can let us know if your 

event is political in nature, has a high 

profile guest, if you need room setup or 

technical assistance for your event, if you 

need to get into the room prior to the start 

of your event, if you need parking for non-

UVM folks or other Transportation and 

Parking Services. 

Fill out each section accordingly then you 

must click on REQUIRED: Select this to 

save the above details. If you do not 

click on this, your information is not 

saved. This will open another window. 

You can type additional information here, 

or just click OK.

You will know that you have been 

successful in adding that service if it 

shows under the Services Summary in 

the top right. 

Click on Next Step. 
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You do not need to give a quantity. You can 

type additional information here. OR click on 

OK.
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The next screen shows you all of the 

bookings (individual rooms, dates or 

times you have scheduled) that are on 

your reservation. Some reservations 

have many bookings, some have only 

one. 

On this screen, click on the box(s) next to 

the booking(s) you wish to add the 

service to and then click Add Services.

To check which services you have added 

to an event go back to My Events.

Then click on the name of the event.
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Under each booking on your reservation, 
you will see View Services. 

Click on View Services to see the list of 
services you have already requested for 
this booking. 

To edit, or delete a service click on 
Manage Services. 

Click on Booking Tools to change the 
date or time.

Click on Edit Reservation Details to 
change the title, event type, or contact 
information and chartstring.
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