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HOW TO VIEW ROOM AVAILABILITY IN THE EMS PORTAL
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 Go to uvm.edu/ems and log in to the 
EMS Portal. Those who do not log in 
are unable to see the schedule for all 
locations on campus. 

 Click on Locations

 Click on the calendar to chose to the 
date you wish to view the schedule for.

 You can use the arrow tabs to advance 
day by day.

 Scroll down to view the different 
spaces.  Use the small scroll bar, the 
large scroll bar only moves the page on 
the screen and doesn’t scroll the list.

 Rooms are listed in alphabetical order. 
If you can’t view the full name of the 
room, hover over the room name with 
the cursor and the full name will pop up. 

 Click on the name of the room to view 
detailed information about it and photos 
of it. If the photos are too small, you 
can make them larger by zooming your 
computer screen. 

 The thick gray lines are event times. 

 The skinny gray lines are the setup and 
breakdown times for the event. The 
room is not available during these 
times. 
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