HOW TO REQUEST TRANSPORTATION AND PARKING SERVICES IN THE EMS PORTAL

There are two ways to add Transportation and
Parking services to your event. You can add
them when first requesting the room, or they
can be added after your EMS request has been
approved.

NOTE: It is best to add the request when you first submit
your request for space. With limited parking if you wait to
submit your request after your space is approved, it is
possible your request for parking may not be
accommodated.

To add to a reservation while you are making
it:

« Start by selecting the rooms you want and
then choosing “Next Step”
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On the next page:

o Select if you will need Parking for non-UVM
attendees, and if you will need
transportation to and from your event

Services For Your Reservation

Event Details S

Is this a political event? *

Choose one bt

Does this event include a high profile guest
speaker? Band or DJ? *

‘ Choose one v

Does your event require furniture setup or
technical support? *

‘ Choose one v

Will you need to arrive prior to the start of
your event? *

Choose one T

Will your event require parking for non-UvVM
attendees? *

‘ Choose one ¥

will you require shuttles to and from your
event location? *

‘l Choose one v
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Will your event require parking for non-Uviv
attendees? *

It you need services, answer the drop down Yes .
questions that appear after you select A
“Y n will need parking (Your request does

not guarantee on-site parking.
Transportation and Parking will use the
information provided to determine
what parking is best suited based on
availability (may include parking off-
site).

Mumber of ADA accessible parking
spaces *

Will you require shuttles to and from your
event location? *

e

as v
Please indicate shuttle start and end
time ¥

Make sure to fill out the required field -
explaining your event i

/-

Setup Details

\ REQUIRED: please tell us about your event
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= B& ems Room Request

After you have filled out the other 8 R
required fields, click on “Next Step”. s ForYur eseration .

x Requesta Room @

Reservation Details

Fill out your Reservation Details on the
next page and click "Create
Reservation”.

Your request will be sent to
Transportation & Parking Services and

they will follow-up with you to confirm

availability of services. = —
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If you need to add Transportation and |
Parking Services to an existing wecome o The unversty of Vet

R event: 5 5 e
e Click to revisit your EMS training: Learn how to use the EMS Portal

reservation, start on the home page
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LINKS
dind CIICK On RS
Event Planning Tools

Facility News:

Approved Caterers
Information on building and room changes

Catering Guidelines

UVM Dining Other:
ZHNete ERtikier Space requests and event planning at UVM

Dudley H. Davis Centar There are several groups on the UVM Campus that manage spaces and equipment

Luisalunni o Registrar: The Registrar schedules all accredited classes in General Purpose (GP) Classroom spaces. Accredited classes should be entered into Banner,

Event Services Staff All request for room changes for these classes should be directed to the registrar at classroom@uvm.edu
Athletics: Athletics approves all spaces in Athletic buildings and fields. If your event is not athletic related, UES will assist in coordinating your event after

the space has been approved by Athletics.

E | i E k D n t h E r‘ E S E r‘v B ti D n yu u W D LI I d Davis Center: DC schedulers Brian Wichert (4™ floor) and Holly Pedrini (15! - 3™ floors) will schedule and assist you with coordinating all internal DG space
event needs. Please contact them at 802-656-1204 or dcevents@uvm.edu
like to add the services to o[ s
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BROWSE
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My Events

< My Events/ Reservation Name beginning Jan 9, 2019(211891)

Click on “Add Services” N

B, Add Services

# Edit Reservation Details
Booking Tools

Reservation Name % Cancel Reservation

Event Name
Event Type Meeting View Reservation Summary
o ) View service Availability
Organization University Event Svcs
Send Invitation

& Add to My Calendar

1st Contact Name Brevent, Michael

Bookings

O include cancelied bookings

New Booking

status

CURRENT PAST

Cancel Bookings  Booking Tools

Date ~ Start Time End Time Time Zone Location Attendance Setup Type

# ©  Wedjansg 2019 9:00 AM 10:00 AM ET Alken Center - Alken Center 102 40 Lecture Style Request
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Locate the Event Details Category

and select if you will need Parking for < Reservation Narmie (211891

non-UVM attendees, and if you will Select services

need transportation to and from your o —
Event his a political

this e

peaker? Band or DJ?
‘ Choose one ‘
Does your event require furni p
technical support? *
| Choose one |
Will y: eed t rive prior to th f
yo 2%
| Choose one |
Will your ev: equire parking f M
attendees?
‘ Choose one ‘
Will you req shuttles to and from y

event loc o
‘ Choose one ‘

Campus Events Davis Center Events
campusevents@uvm.edu THE UNIVERSITY OF VERMONT dcevents@uvm.edu
802.656.5667 EVENT SERVICES 802.656.1204




HOW TO REQUEST TRANSPORTATION AND PARKING SERVICES IN THE EMS PORTAL

Updated: January 4, 2019

Will your event require parking for non-Uviv
attendees? *

Once you have identified you need the Yes '
services, be sure to answer the drop down onn oo e
questions that appear after you select will e paeking (Yot resjuast doss
" " not guarantee on-site parking.

YES Transportation and Parking will use the

information provided to determine
what parking is best suited based on
availability (may include parking off-
site).

Mumber of ADA accessible parking
spaces *

Will you require shuttles to and from your
event location? *

e

es v

Please indicate shuttle start and end
time ¥

/-

Make sure to fill out the required field i

explaining your event Setup Detalls
\ REQUIRED: please tell us about your event
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: I
Select Services —>

Event Details Services Summary

Is this a political event? *
P © EventDetails &

No
e 1 REQUIRED: please tell us about your event &
Does this event include a high profile guest
speaker? Band or DJ? *

No

Does your event require furniture setup or
technical support? *

Mo

will you need to arrive prior to the start of
your event? *

No

Will your event require parking for non-Uvm
attendees? *

ves

Number of non UVM attendees who
will need parking (Your request does
not guarantee on-site parking.
Transportation and Parking will use the
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Select the booking(s) you want to add the seectsenices / Reseriaton Name 21125

Add Services

. t
\ ol Date ~ Booking Time Time Zone Location
Wed Jan 9, 2019 9:00 AM - 10:00 AM Eastern Time. Ce: r 102

Select, "Add Services”

Add Services

Result

Event Type

Reservation Name Meeting
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EMS Portal at The University of Vermont

A HOME
SITE HOME MY HOME

[ CREATE A RESERVATION

Congratulations, you have added a request for
Transportation and Parking Services to your
event!

EMS Portal

My Events

Welcome to The University of Vermont

©  sandberg Colin & -

A HOME
RESERVATIONS BOOKINGS

[5] CREATE ARESERVATION

To View or Manage these services: o

Search Reservations

CURRENT  PAST

O Include cancelied reservations

BROWSE
1} " M events Name First/Last Booking ~ Location Organiz... Services (] Status
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.
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services for

=5 ems

My Events

< My Events/ Reservation Name beginning Jan 9, 2019(211891)

RESERVATION DETAILS ADDITIONAL INFORMATION ATTACHMENTS

o [lick "View Services” or "Manage
Services”

# Edit Reservation Detalls
Event Name Reservation Name
Event Type Meeting
Organization

University Event Svcs

13t Contact Name Brevent, Michael

Bookings

CURRENT PAST

Cancel Baokings Booking Tools

Date ~ start Time End Time Time Zone Lacation Attendance

S Q9

Wed Jan 9, 2019 2:00 AM 10:00 AM ET Alken Center - Alken Center 102 40

Campus Events
campusevents@uvm.edu THE UNIVERSITY OF VERMONT
EVENT SERVICES

802.636.5667

@  sandberg Colin &

Reservation Tasks

Add Services
Cancel services
Booking Tools

% Cancel Reservation

View Reservation Summary
View Service Availability
Send Invitation

= & Add to My Calendar

O include cancelled bockings
New Booking
Setup Type Status

Lecture Style ¥ Request
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