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

CREATE A RESERVATION

MY EVENTS
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Click on “Create A Reservation”
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LINKS

Event Planning Tools

This will open your Reservation
Templates

Approved Caterers
Catering Guidelines
UWM Dining

Athletic Facilities
Dudley H. Davis Center
UVM Alumni House

Event Services Staff

Campus Events
campusevents@uvm.edu
802.656.5667

THE UNIVERSITY OF VERMONT

EVENT SERVICES

EMS Portal at The University of Vermont £ welcome, Guest. &

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

MNews about ongeing campus construction

Facility News:

Information on building and room changes.

Other:
Space requests and event planning at UVM:
There are several groups on the UVM 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 -

Davis Center Events
dcevents@uvm.edu
802.656.1204
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A recurring event is an event/meeting that
happens repeatedly throughout the
semester or academic year. o

Room Request

My Reservation Templates
CREATE A RESERVATION

Request a Room book now about
Click on “ Book Now” next to the correct HE v EVENTS q
reservation template to continue. Request an Qutdoor space book now  about
BROWSE
M EVENTS
Choose “Request A Room” to request an ¥ Locamons
indoor space. & propie

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

Tip: Make your space request as early as possible based on the space booking
guidelines. UVM event space 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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Cllck on the Recurrence button < C | & Secure | httpsy//emsweb.uvm.edu/EMSWebApp/RoomRequest.aspx?data=ity3Dem%2byxxGFZTQ... & ¥r

Room Request (7] &

a%lgl»

1 Rooms 2 Services 3 Reservartion Details

»x Request a Room @ " My Cart (0)

In the Recurrence window, select the drop

king for Wed Aug 15, 2018 Next St
down arrow next to Repeats. Choose your NG -

repeating pattern. Date & Time szzzmifame
[RELEY .
If you choose Random, this will open a waosnsoots | W] (ocameen] (o]
ecurrence
calendar and you can select each date that Tt
you want. This will allow you to avoid sooam | ©| |1oooaw | @] TErEmm——— | Random v| | RemoveRecurrence
scheduling on holidays, Spring Break or S
; Ip: Make sure to
other such dates. To select the dates, click enter the correct start |” < August 2018 y
On them. and end tlme Of your Su Mo Tu We Th Fr Sa
event. 23 30 £l 1 2 3 a
5 6 7 8 9 n 11
DO NOT add in extra 12 3 4 5 16 7 18
time for Setup and 19 20 21 22 23 24 25
breakdown here. You - . 2 2 . . ;
When you have finished selecting your can add pre &hpost , . . . . .
repeating dates, enter your start and end g;f;‘:)“me In the next
tl mes . Szart Time End Time
NOTE: The start and end time for each Y soonm & (oo ©
reoccurrence must be the same. Creste baaking in this dme zane
Easrern Time v
Make sure to click Apply Recurrence!
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A summary of how many dates you
selected should now show here

Room Request

x Request a Room @ W My Cart (0)

1 Rooms 2 services 3 Reservation Details
CI'Ck on the Seal‘Ch BOX ew Booking for Tue Jan 1, 2019
- . « Date & e Selected Rooms
EMS will generate a list: “Rooms You Can | ccc oo s rueisns. 205

until Thu Jan 10, 2018 from S:00 &M to 10:00 Al "our selecied Rooms will appear here.

”» N
Request Eastern Time. {4 occurrence Room Search Results

Recurrence LIsT

Locations Add/Remaove Favorize Rea.. Find A Room

(all)

The Second Column’ “Available”’ ShOWS if Room Available v Location Floor TZ Cap Price :i‘::h
the room is available on all of your \%%’
requested dates. For example, here the i Corver 201 e

—— Add/Remove | © e aa Howe/Davis (nome)  ET 200 G0.00 with 100% Dizcount [ ]

room is available for 4 of the 4 dates

120.00 Half Day.360.00

marked by “4/4”. If a room is not available RoomTypes Adirmemove @ tatin g0 oo mow Mtwemes | g
for all of the dates it will be listed as “3/4”. - 5
If you select a space that is not available e T o mImmOms u e ome 5 @ coweosox S
on all dates, the system will then show you = wreersrreone T ——
another list of rooms that are available for O s wooEe o T e e
the remaining dates. SR ey _ I

© 1 Know Whs gt e © we “ foneroave | Ousae & 20 eoowin oo ([

O » o o o s owemen . g

Reserved hours with 100%
Discount

Once you have identified the room you
wish to select, click on the blue circle with
the white plus sign to add the room.
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If you choose a room that is not available
on all dates, EMS will promptyou to finda = =recccirne
room for the missing dates. thosms  2serwcss 3 Resemon Deusis

New Bocking for Tue Dec 4, 2018
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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
2 & 3 in the reservation process.
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