HOW TO REQUEST A ROOM OR EVENT IN EMS

Updated: April 2019

Go to www.uvm.edu/ems

Log in to the EMS Portal using your UVM
net id and password.

NOTE: If you have not already activated
your account, please complete that
process first. Refer to the guide regarding
how to activate your account.

Click on “Create A Reservation”

This will open your Reservation Templates
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A HOME

CREATE A RESERVATION

25 My EVENTS

BROWSE

M EveEnTS

@ LocaTIONS

LINKS
Event Planning Tools
Approved Caterers
Catering Guidelines
UWVM Dining
Athletic Facilities
Dudley H. Davis Center
UWM Alumni House

Event Services Staff

EMS Portal at The University of Vermont ©  welome et @

SITE HOME MY HOME

Welcome to The University of Vermont
EMS Portal

Click to revisit your EMS training: Learn how to use the
EMS Portal

Construction News:  Construction Updates
Mews about ongoing campus construction.
Facility News:

Information on building and room changes

Other:
Space requests and event planning at UVM:
There are several groups on the UYM Campus that manage spaces and equipment

Registrar: The Registrar schedules all accredited classes in General Purpose (GP) Classroom spaces.
Accredited classes should be entered into Banner 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 vour event after the space has been approved by Athletics

Tip: If you are having trouble loading EMS,
make sure the urlis all in lowercase, or try
using a different internet browser.
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HOW TO REQUEST A ROOM OR EVENT IN EMS

Choose “Request A Room” to request an
indoor space.

* All room requests should be made at least

7 business days in advance using the
EMS Portal.

* All requests for space that are within 7

business days or less require a phone call

to Campus Events or Davis Center
Events.

Choose “Request An Outdoor Space” to
request an outdoor space.

* OQutdoor spaces include: Any athletic field,
Davis Center Amphitheater, Davis Center
Green Roof or Oval, Redstone Green,
Christie Wright Patterson Green, Royal
Tyler Theatre Plaza, Rugby field,
University Heights Outdoor Basketball
Courts, University Heights Amphitheater,
University sidewalks for chalking...

» All outdoor space requests should be
made a minimum of 21 business days in
advance using the EMS Portal.

* All requests for outdoor spaces that are
within 21 business days or less require a
phone call to Campus Events or Davis
Center Events.

Click on “ Book Now”, on the right side of the
correct reservation template to continue.
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BROWSE

Room Request

A HOME

My Reservation Templates

CREATE A RESERVATION

Request a Room book now about

E2% MY EVENTS

Request an Outdoor Space book now about

M EVENTS
9 LOCATIONS
% peopLE

Tip: Make your space request as early as possible

because space at UVM is limited and your desired location

may not be available.

Never advertise your event until your EMS request has

been confirmed.
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& & | @ Secure | https;//emsweb.uvm.edu/EMSWebApp/RoomRequest.aspx?data=ity3Dem%2byxxGFZTQ... & 'ﬁ'| :
=L v
‘ — Room Request (7 &
Select the date and time you are x Request a Room © Wy Care (0
requestlng 1 Rooms 2 Services 3 Reservation Details
Click on “Search” to find available rooms: New Booking for Wed Aug 15, 2018
Date & Time Selected Rooms

e ‘Your selected Rooms will appear here.

Wed 0B/15/2018 8 Recurrence Room Search Results

OR, to customize your search results,
under “Let Me Search For A Room”, click
on “Add/Remove” next to the selection you
would like to filter by: Setup Type, Room
Type, or Feature. You can also enter an
estimated attendance to search for a room
that matches.

Rart Time End Time Rooms matching your search criteris will appear here.

o] 10:00 AM (o]

Tip: Make sure to enter the correct start and end time of
Eastern Time v yOUF event

e AdalRemove DO NOT add in extra time for setup and breakdown here.
You can add pre & post event time in the next set up.

@ Let Me Search For A Room

OR to select a specific space click on ‘I Setwp Types Add/Remove
Know What Room | Want” o

. o . e fadieme= 1 Tip: To yield a greater return on your room options do not
Begin typing in the name of the building = adjust the Setup Type, Room Type, and Feature.
where your desired location is. Alists of B Add/Remove

options that match will pop up. =

Mumber of People

Click on the room you wish to request

@ | Know What Room | Want
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HOW TO REQUEST A ROOM OR EVENT IN EMS

To select a room, click on the blue circle
with the white plus sign next to your
desired location.

Enter the estimated number of attendees.

Select your Setup Type.

The set up type will automatically default to

the normal set up of the room.

NOTE: Certain set up types may incur
labor charges.

Click on “Add Room”.

If you have been successful in selecting a
room, it should now appear at the top of
the screen under “Selected Rooms”.

Add additional rooms by searching again.

OR click on Next Step to finish making the
room request.

Campus Events
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Room Request

» Request a Room @ "= iy Cart (0)
1 Rooms 2 Services 3 Reservation Details
New Booking for Wed Aug 15, 2018

Date & Time Selected Rooms

Tip: The red lines on the
grid below are the time
frame you are requesting.
The large gray boxes are
start and end times of a
scheduled event.

Your selected Rooms will appear hers.
= L= Room Search Results
Start Time End Time LIST  SCHEDULE

10:00 AM @

500 AM

Favorite...

Tam 8 ? The smaller gray boxes are
Eastern Time . . .
the times the room is being
Reems You Can Request
e held for setup and
FUEDEEREL EE breakdown of a scheduled
@ Aiken Center 102 &7 event.

0 Aiken Center 110 &0
@ Let Me Search For A Room

0 Aiken Center 112 26
Setup Types

0 Aiken Center 218 (... 48

Default
78N n a in 1 1900 1 2

Attendance & Setup Type

ﬁarup Type *

Clazsroom Style v

Davis Center Events
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Under the category Event Details
Answer the required questions — =
hlghllghted Wlth red' % Request a Room @ B My Cart (1)

Room Request o &

i‘a:;lnw

1 Rooms 2 Services 3 Reservation Details
Fill out if you need pre-event time or Services For Your Reservation
post-event time _ _
Event Details Services Summary
This is the time YOU need to setup, 1+ this & political event? +

[ Choose one ¥ ]

practice, or breakdown after your
event.

Note: UES staff will determine the set
up time needed for furniture and
technical equipment set up and adjust
the booking as necessary.

Enter the amount of time pre or post
event time desired for your needs and o ——

Under the category Setup Details Click [ 3
the required section to give us Wl you require st to and

information on your event. fromyour event location” *
y \ [ Choosz ane / ']

Does this event include a high
profile guest speaker? Band or
o7 #

[ Choose one v ]

Does your event require furniture
setup or technical support? #

[ Choose one v ]

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

[ Choose one v ]

Setup Degpafls A
Once you are all set, click on next step.
Campus Events Davis Center Events
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HOW TO REQUEST A ROOM OR EVENT IN EMS

Answer the following
guestions.

Any answer other than
“No” will open
additional questions.

These questions help
us better understand
your event.

When finished, you
must click on this to
save your information.

Campus Events

campusevents@uvm.edu

802.656.5667

Is this a political event? #

hi=1 T

Please provide additional
information about this
svent.

P

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

Band T

Please provide the Band, I,
or Musician name, info, and
rider contract (if applicable)

i

Setup Details

Does your event require furniture
setup or technical support? #

Updated: April 2019

fas T

Do you need the room
setup in any special way?
Please describe,

S

Will your event need any
sound, video, or lighting
equipment?

Would you like an-site
technical assistance for
your event? Please note
this will incur an additional
cost.

EQUIRED: Select this to save above details.

THE UNIVERSITY OF VERMONT

EVENT SERVICES

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

fas T

Pre-event time is when you
hawe access to the space
(after setup is completa).
What time do you plan to
arrive? #

Post-event time is when
you have access to the
space after the event, but
before Service Providers
arrive to clean, reset
fumiture, or lock up doors.
Howr much time will you
need post event?

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

ez i

MNumber of non UVM
attendees who 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). *

|

Number of ADA accessible
parking spaces *

|

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

ez v

Please indicate shuttle
start and end time *

Davis Center Events
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HOW TO REQUEST A ROOM OR EVENT IN EMS

If you would like to submit your event to the
university calendar, select “Yes” and answer

the questions that open.
Otherwise, select “No” or leave blank.

Be sure to agree to the terms an condition
after you answer the questions

If you would like, you can add an event
category for the calendar posting

Campus Events
campusevents@uvm.edu
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Room Request

REQUIRED: pleass tell us about you...

University Calendar

Submit to the Campus Calendar of
Events #
Yes v

Open to the Public *

H

Please enter a description
of your event to display on
the calendar. ¥

I

Event URL *

I

Contact for More
Information *

I

Calendar Contact Phone *

I

Calendar Contact Email *

I

Ticket Price/Cover Charge *

I

| have read and agree to the terms and conditions

&« c | & Secure | https:;//emsweb.uvm.edu/EMSWebApp/RoomRequest.aspx?data=ity3Dem%2byxxGFZTQvNMIT... @ T ‘ g

n

A Room Request

Event Categories (Please select only one) ~

Ars Athletic

Diversity Training Opportunity Environment/Sustainability

Extensicn Program Multicultural/international |

Speaker/Lecture Series Student

Other (Please Specify)

Davis Center Events
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- 11 L] L] e
Under Catering Menu’, if you would fike to
add catering:
Coon 8] [0, 8] [ ] [ Tip: The start time and estimated counts
Select the account to be Charged\ I automatically default to what you entered for
.. ' your room time and attendance. You can
Enter your order for UVM Dining. \ change this if these amounts are not correct.
You can order for food, bar services, or ;
linens. )
Catering orders must be placed using the i
EMS Portal more than 7 business day in R .
advance of your event. .
Any requests that are within 7 business days .
must be made by phone to UVM Dining -
directly. e .
Catering hours of operation are Monday .
through Saturday 7am-7pm. Events booked :
outside of these hours will be subject to -
attendant fees. This applies to all venues on- -
campus. .
If are not ordering from UVM Dining you can ’
skip the Catering Menu section.
Campus Events Davis Center Events
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Room Request

If you are having your event catered by one of the e °
University’s External Approved Caterers, select the s [ (oo B [(omasorron
appropriate caterer. g -
NOTE: Some campus locations are UVM Dining e e
exclusive catering locations and external caterers are T

not permitted.

If your event is having food, but it is not being
provided by UVM Dining or one of the External

Approved Caterers, indicate that in the next section. )
Some food requests may require a Catering Waiver. | == :
< C | @ Secure | https;//emsweb.uvm.edu/EMSWebApp/RoomRequest.aspx?data=ity3Dem%2byxxGFZTQuNIS7... & |

To request a waiver fill the required information, \ e

click on the check box to agree to the terms and
conditions

Fill out the required field telling us where you will set .

up the Catering P> *Required: Where will y p th
Campus Events Davis Center Events
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General Notes

Use “General Notes” to request any
other services, inventory or to enter —
any additional information about your
event you’'d like us to know.

Billing Infarmation

10

_ TIP: The correct format of chartstrings in EMS is:
« Enter the chartstring you would 12/12345/123/123456/123////1234/1234

Ilk_e all charges associated with (EMS always drops the last set of zeros, and uses
this event to be charged to. forward slashes between segments)

* The chartstring you use must
belong to your department.

& C | & Secure | https;//emsweb.uvm.edu/EMSWebApp/RoomRequest.aspx?data=ity3Dem%2byxxGFZTQuNII7... & ¢

Room Request

« Charges cannot be split between

multiple chartstrings. S e s
« Every EMS request must have a S5 I (T BT

chartstring, even if no charges are

expected.

Then click “Next Step” at the top of

the page
Campus Events Davis Center Events
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Complete the Reservation Details:

Event Name: Enter the Name of the event —be as specific
as possible. For example, if you are scheduling a review
session for a class, please give us the name of the course
or course number.

Event Type: Choose the Event type.

If your event type is not listed, choose the one that fits best.

Organization: This should auto fill. If you work for more
than one organization, click the drop down to select.

1st Contact: this should be the person who is in charge of
planning and making decisions for the event. This may be
different, or the same as the person who is entering the
request into the EMS portal.

You can select a name from the drop down menu or
choose (temporary contact) to list someone who is not on
the list.

If you choose temporary contact, you will need to enter the
1st contact name, phone number and email address.

Business Manager\Faculty Advisor:

If you are ordering catering, enter your Business Manager
here.

11

& C | & Secure | https://emsweb.uvm.edu/EMSWebApp/RoomRequest.aspx?data=ity3Dem%2byxxGFZTQvNIS7... @,

Room Request

x Request a Room @

1 Rooms 2 services

Reservation Details

Event Details

Event Name * Event Type *

Ist Contact Name *

remparary

Ist Contact Phone * 1st Contact Fax

[ l

1st Contact Email Address *

[ ]

Business Manager/Faculty Advisar

(none) T

Business Manager/Faculty Advisor Phone Business Manager/Faculty Advisor Fax

Business Manager/Faculty Advisor Email Address

Campus Events
campusevents@uvm.edu % THE UNIVERSITY OF VERMONT

802.656.5667
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ADD'TONAL |NFORMAT|ON &« C | & Secure | https://emsweb.uvm.edu/EMSWebApp/RoomRequest.aspx?data=ity3Dem%2byxxGFZTQuNI7... & v
These questions are mandatory.
They let us know if we should be reaching out to Room Request
get more information about your event or require
insurance for your event to be held on campus.
If you didn’t enter a chartstring in the previous
Screen, dO SO here. Select your files Drag and drop your files here

Attachments

Click on Create a Reservation to submit your
request.

Additional Information e

es this event include activities that are physical

WHAT HAPPENS NEXT:

Immediately following submitting your request you .
should get an automated email called “EMS Portal [Lcrecmene ~_
Room Request Summary”. This is only a T
summary of the request you submitted, IT IS NOT -

A CONFIRMATION. If you do not get this email,
something has gone wrong with your request and
you should either try again or call UES for
assistance. Chartstring *

[ A1/11570/1501 4001 4/462/14 00001010 Q

Bounce House, Ra . Zip Line, Go-Carts, Roller
Skating. etc.) *

[ Choose one ¥ ]

Billing Information

If your request is approved, you will be sent a
. . . h . . Create Reservation

confirmation email. The subject line will have your

reservation number and name of your event.

Confirming your room request usually take up to
5-7 business days. During extremely busy times
of the year it may take 7-14 business days.

If you need to check on the status of a request
please call us.

Campus Events Davis Center Events
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