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How to Request a reservations using EMS

1. Go to the websitéttp://huntsman.usu.edu/schedulers £ A O1 2y GKS awSljdzSai
button.

]()N M. # AZindex MyUSU directory

HUNTSMAN

SCHOOL oF BUSINESS
UtahStateUniversity

AboutUs  Undergraduate Programs  Graduate Programs ~ Alumni  Employers 3 Give

Internal Huntsman School

Marketing & Branding Resources: ’

Internal Huntsman School Huntsman School Room/Space Schedulers
Marketing and Branding

The Eccles Business Building and Huntsman Hall have a number of rooms/spaces available for students, faculty and staff to utilize
Below is a list of the spaces available to schedule. Please note that Departmental Conference Rooms are only available to

Event Planning & Promotion faculty/staff upon approval
Templates & Resources ~ If you are looking to schedule a classroom you need to contact rooms@usu edu
Huntsman Branded Products ONLINE ROOM SCHEDULER

View Reservation User Guide

i - The online room scheduler is only available for Huntsman School Students, Faculty and .
Website Services & Resources ! : t 1y Request a Reservation
Staff with A numbers to utilize. If you don’t have an A number you can contact the
New Faculty/Staff Resources individuals below to request a reservation _

Huntsman School Schedulers Eccles Business Building Room/Spaces

» FJ Management Center Interview Rooms

« Business Building Lobby (2nd floor)

» O.C. Tanner Lounge (Sth floor)

« Departmental Conference Room (Only available to faculty and staff)
« Study Rooms

Contact Information


http://huntsman.usu.edu/schedulers
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Welcome to the Utah State University online scheduling system

Browse (use browse option above)

As a guest, you may use our Event Management System (EMS) to view the listing of facilities and
space available for scheduling. Tip: Use filter to refine your search. Click on specific room name to
get more details.

Login (click on My Account and then Log In)

Utah State University employees and students may request a reservation or view reservation
history.
Log in using your A-Number and Strong Password.

Individuals not associated with USU (No A-Number) can often request reservations directly from
the space manager by contacting them directly.

Learn more

LINKS TO TRAINING - Under Construction
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Welcome to the Utah State University online scheduling system

Browse (use browse option above)

As a guest, you may use our Event Management System (EMS) to view the listing of facilities and
space available for scheduling. Tip: Use filter to refine your search. Click on specific room name to
get more details.

Login (click on My Account and then Log In)

Utah State University employees and students may request a reservation or view reservation
history.
Log in using your A-Number and Strong Password.

Individuals not associated with USU (No A-Number) can often request reservations directly from
the space manager by contacting them directly.

Learn more

LINKS TO TRAINING - Under Construction
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4. Log In with your USU banner A#d password.
t2 ems Virtual EMS

SITEHOME MY HOME

R events
Signin

@ LOCATIONS
Log in creditials are your USU A number and associated password

. *
i ocopie A-Number

| |

Password *

| I
(2]

5. This will bring you tohis screen. Click on the reservatipou are looking to request.

# Houe
STEHOME MY HOME

B e \

My Reservation Templates
VENTS
Brigham City Campus booknow | about
Central uled C| m booknow  about
LI

EDUC272 booknow  about
Fine Arts Instrumental Practice Rooms booknow | about
Fine Arts Lockers booknow | about

booknow | about

booknow | about

Huntsman Parking Stalls booknow | about
My Bookings

MAY16.2017  SEARCH Mountain Time [MT]

m Month  Date Previous  Today

There are no bookings for May 16, 2017
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includes infomation regarding the room/space
a / 2YLX SGS GKS AYyTF2NXIGA2Y Ay GKS f SEENLI yS NEB:
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roomunderthe & Know What Room | Wanht®d
b. ¢tKSy Ot A0gd2y a{SI NOK

x Brigham City Campus @ My Cart (0)

1 Rooms 2 Reservation Details
New Booking for Fri May 19, 2017
Date & Time Selected Rooms
Date Your selected Raoms will appear here.
Fri 05/19/2017 £ | Recurrence

Room Search Results

Start Time End Time LST  SCHEDULE

1:30 PM 2:30PM @

Create booking in this time zone 6AM
Mountain Time

Rooms You Can Request

Locations Add/femeve) ‘ e iAM 7 8 9 10 1 2M 1 2 3 4 s 6 7 ] 9 10
Classroom and student services Classroom and Student...  Cap

© scessac16stud | |
‘ Search ’
,
Availability Legend
© Let Me Search For A Room

Setup Types Add/Remove

no preference)

Number of People

&

@ 1Know What Room I Want

1. This will lead you to a screen showing available rooms that match your criteria.
LIST  SCHEDULE

Favorite Rooms only. Find A Roon

6AM 7 8 9 10 " 12PM 1 2 3 4 5 6

-
oo

o
=1

Rooms You Can Request

1AM 7 ] 9 10 1 12PM 1 2 B 4 5 6 7 ] 9 10
Classroom and Student ..  Cap

0 BCCSSB €116 Stud..

Click on the blue plus sign to reserve
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2. You can click on a room name (BE£CSSB C116 Stirbom) to see details regarding the room
including pictures of the room.

about BCCSSB €116 Study Room

ROOM DETAILS SETUP TYPES FEATURES IMAGES AVAILABILITY
Room Code 116
Description BCCS5B C116 Study Room
Room Type Classroom
Floor 1st Floor
Requires Check-in No

View All Building & Room Details

3. Select the Blu®lus sign for the room you would like to reserve.
100 ¢KSy Of G d&a! RR w22Y

Attendance & Setup Type

To continue, please enter the number of attendees and desired setup type for this Room.
MNo. of Attendees

Setup Type

(no preference) v
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11. / £t A0l 2y abSEG { GSLk
x Brigham City Campus @ Wy cart (1)

1 Rooms 2 Reservation Details
New Booking for Fri May 19, 2017 @
Date & Time Selected Rooms  # Attendance & Setup Type
8 recurrence Room Search Results
Start Time End Time LIST  SCHEDULE
30 PM (] 230PM (0]
o s time zone B6AM T 8 9 10 1 2m 1 2 3 4 5 6 7 8 9 0
Rooms You Can Request
Locations Add/Remove A7 ] 9 10 1 12PM 1 2 3 4 5 6 7 8 9 10
B . Ciassroom and Student...  Cap
ssroom and Student Services
BCCSSA C116 Stud. | ‘

. 3

a. 9YUSNI 0KS da9@Syid bl YSéE FYR da9@0Syild ¢eLlS¢d
b. { 5t 00 &2 dzNJ §/ Bl IF@NY RNBLIGMSY f Aad®
c. Once the 6rm is complete clickoa / NBI 1S w®a SNl GA2Yy

x Brigham City Campus & P by cart (1)

1 Rooms 2 Reservation Detalls

Reservation Details
Event Details

Event Name * Event Type *

Group Details

Group *

15t Contact

Additional information [7]

Will you be broadcasting this meeting? *

12. A small screen will be displayed, (you may have to wait for an approval, and this screen will
indicate that).

Reservation Created

Reserved!
What would you like to do now?
» Add to my calendar

> Edit this reservation
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13. To viewreservation equestdetails Of A O] 2y 4G9RAG GKAA NBaAaSNBI GAZ2Y

Reservation Created

Reserved!

> Edit this reservation.

€ My Events/ VEMS User Guide beginning May 19, 2017

RESERVATION DETAILS  ADDITIONAL INFORMATION Reservation Tasks

# Edit Reservation Details Booking Tools

* Cancel Reservation

View Reservation Summary

Event Type send Invitation
N & Add to My Calendar
u ean - DPDCOK
t lame:
Bookings
CURRENT - O Indude cancelled bookings
Date ~ start Time End Time Time Zone Location Attendance Setup Type Status

V -] Fri May 19, 2017 1:30 PM 230PM M7 Classroom and Student Services - BOCSSB C116 Study Room none '| Pending

14. If the room requires approvahrocessing takes approximately obasiness dayJpon
F LILINR @ £ @2dzQf f NBOSAGS Iy SYIFAfT O2yFANXNIGAZ2Y Q

How to View my Request
1. You will begirby clicking on the My HomiEab at the top, then view your requests under My

Bookings.
My Bookings
MAY 19,2017 SEARCH Mountain Time [MT]
m Month  Date v Previous  Today Next
400 PM - 5:00 PM VEMS User Guide BCCSSB-C116 Pending Cancel

a. From this page yooan view:
b. Booking Details bglicking on the event name (i.e. VEMS User Guide)
c. Room Details by clicking on the room number (i.e. BCCE3B6)
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My Bookings
MAY19,2017  SEARCH Mountain Time [MT]

PO Month  Date v Previous  Today Next

400 PM- 5:00 PM BCCSSB- (116 pending el

Browse Events
1. / £t A01 (K So doh @ gh pane, under Browse.

E CREATE A RESERVATION

25 My EVENTS

9@ LocaTiONS

& PEopLE

2. From here you can vieall reservations made in EMISsts can sort by Date, ¢ations Room,
Event Type, Event Name, or Group Nawed Filter)

A HoME
CREATE A RESERVATION Filters Compact View ~Saved Filters
Dat
v EVENTS e Tue 05/16/2017 & Add Filter
save Filters Locations
Room
L Group Name
Q LocaTions Event Name
Event Type DAILLY LIST WEEKLY LIST MONTHLY LIST
& rpeopie
{Mon Tuesday, May 16th 2017 = Wed >
START TIME END TIME TIME ZONE EVENT NAME LOCATION GROUP
12:30 AM 11:59 PM MT Testing Center extra room EBB-216 Academic & Instructional Services - DPCDIS
12:30 AM 11:59 PM MT Testing Center extra room EBB-214 Academic & Instructional Services - DPCDIS

a. Dalily List:A day by day list of future resations.
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A HomE
CREATE A RESERVATION Filters Compact View Saved Filters
Dat .
MY EVENTS ate Tue 05/16/2017 ] Add Filter
Save i Locations
BROWSE ave Filters
Room
I I EVENTS | Group Name |
9 LocaTioNs Event Name
Event Type EEKLY LIST MONTHLY LIST
& propie
<Mon  Tuesday, May 16th 2017 = Wed>
START TIME END TIME TIME ZONE EVENT NAME LOCATION GROUP
12:30 AM 11:59 PM MT Testing Center extra room EBB-216 Academic & Instructional Services - DPCDIS
12:30AM 11:59 PM MT Testing Center extra room EBB-214 Academic & Instructional Services - DPCDIS
@ HomE
CREATE A RESERVATION Filters Compact View  Saved Filters
Dat .
MY EVENTS e Sun 05/14/2017 =] Add Filter
BROWSE save Filters Locations
Room
I L) mme | Group Name |
9 LocaTioNs Event Name
Event Type DAILY LI IONTHLY LIST
i eropLe
<Prev  Sunday, May 14th 2017- Saturday, May 20th 2017 | Next>
SUN MON TUE WED THU FRI SAT
1200am - 11:30pm 12:30am - 11:59pm 12:30m - 11:59pm 12:30am - 11:59pm 12:30am - 11:59pm 12:30am - 11:59pm
12:00m - 11:30pm 12:308m - 11:5%pm 12:308m - 11:58pm 12:30am - 11:58pm 12:30am - 11:5%pm 12:30am - 11:5%pm
A HomE
CREATE A RESERVATION Filters Compact View Saved Filters
Dat -
MY EVENTS = Mon 05/01/2017 (=] Add Filter
BROWSE Save Filters
I M EvenTs
9 LocaTions
DAILYLIST  WEEKLY LIS
i peopie
LApr  May2017  jun)
SUN MON TUE WED THY FRI SAT
30

12:00am Locker Use, FAL - Metal 37 12:00am Piano/Vocal Practice, FAC- 1... [| 12:00am Locker Use, FAL - Metal 37 12:00am Piano/Vocal Practice, FAC- 12:00am Locker Use, FAL - Metol 37 12:00am Locker Use, FAL - Metai 37
12:00am Charisse Hopkins, FAL - Meta... | 12:00am Locker Use, AL - Metol 37 12:00am Charisse Hopkins, FAL - Meta... [§ 12:00am Locker Use, FAL - Metar 37 12:00am Charisse Hopkins, FAL - Meta... J] 12:00am Locker Use, FAL - Mid Hail 14

12:00am Locker Use, FAL - Mid fiali 14| 12:00am Charisse Hopkins, FAL - Meto... || 12:000m Locker Use, FAL - Mid Hafi 74 [§ 12:00am Charisse Hopkins, FAL - Meta... J§ 12:00am Locker Use, L - ia tiai 18 || 12:00m Locker Use, FAL - Mid Hail 16

1 2 3 4 5 6

Al Day Patricia Serbousek, FAL - Mid H.. | 12:00am Piano/Vocal Practice, FAC- 2.. J| All Day Patricia Serbousek, FAL - Mid H... | 12:00am Piano/Vocal Practice, FAC - 2... { All Day Patricia Serbousek, FAL - Mid H... || 12:00am Locker Use, FAL - Mid Hall 25
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Browse Facilities

1. / £ A 01 U K Sbuttofi oh hé Iéft’pang, &nder Browse.

A HOME

03

CREATE A RESERVATION

22 MY EVENTS

BROWSE

M EVENTS

@ LOCATIONS

& reopLe

2. From here you can view all reservations made in BR&Servations can bdtéred by Capacity,

Features, Floors, RogrRoom Typeor Setup Type (Add Filter)

# HoME §
Filters
m CREATE A RESERVATION Date Time Zone
Tue 05/16/2017 2
L LR Locations  (all)
Add/Remove Locations
BROWSE
R =ents save Filters
¥ LocaTions
Locations
& ocopie
<mon  Tue May 16,2017 | wed>
1 12PM 1

Agricutural Sciences (MT)  Cap

AGRS 136 MAC Lab
AGRS 141 Cassroom

Group Room #104

10

Compact View Saved Filters

Mountain Time

Add Filter

Capacity
Features
Floors

Room

Room Types
Setup Types Find A Room
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a. By Features:

Features

Select All features
27" Tablet
Adjustable Table
Apple TV
Auditorium Seating
Bar Style Table
Blue-Ray/DVD

Broadcast/IVC (Origination)

Selected Features

Update Features Close

b. By Floors:

Floors

Select All floors

1st Floor
2nd Floor
3rd Floor
4th Floor
6th Floor
7th Floor

8th Floor

Selected Floors

Update Foors Close

11
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c. Room Types:

Select All room types

Computer Lab
Conference Room
Event Space
Interview Room
Lockers

Outdoor Space

Parking Stall

Selected Room Types

Update Room Types Close

d. Setup Types:

Setup Types

Select All setup types

Classroom
Classroom w/ Tables
Conference Room
Individual Tables
Lab

Locker

Standard Setup

Selected Setup Types

Update Setup Types Close

12
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Browse for Spaces
1. / £ A 01 U K Sbuttofi oh hé |éft’pang, ander Browse.

ems
A HOME
[¥] CREATE A RESERVATION

252 mMvyEVENTS

M EVENTS

& reopLe

2. This will bring up a list of roontlsat are available for you to reserve. From this list you can see
where availability might belhis Ist can be filtered by date and locatio(Building) to narrow
down the reservation displayed.
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