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Overview

This manual is designed to assist in the basic use of the EMS Room Reservation Web App for Bauer
Faculty and Staff.

Activating your Everyday User Account

To activate your Everyday User Account, follow the link to http://reservations.bauer.uh.edu/emswebapp/.

ems V|rtua| EMS 9 Welcome, Guest. &

A HOME
SITE HOME MY HOME

CREATE A REQUEST

Sign In Welcome, Guest.
M EVENTS User Id *
Q LOCATIONS [ ]
Password *

A I've forgotten my password.

Click on “I’ve forgotten my password.”

ems Password Assistance ©  Weicome, Guest. &

A HOME
Forgot your password?

¥) CREATE A REQUEST
Enter the email address for this account. We'll send you an email with a link to create a new password.

Email Address

M EVENTS bibilstein@bauer.uh.edu
Q LOCATIONS 2
% Show another code
Type the code shown:

Enter your Bauer email address and Type the code shown. Click “Continue”.

You will receive an email to your Bauer email address with a link to enter your temporary password. You will

be able to log in using your Bauer email address as the User Id.


http://reservations.bauer.uh.edu/emswebapp/

Your Home Page will show your upcoming reservations and the “Request Space” template:

/ hitpu//ceservtions bauer uh.edu EsWebApp Do~

s [ UHS - Division of Adminis... [ Contract Documents - Un... W AccessUH - Universty of .. [} Stff Resources [ Search Faculty & St ] UMS - Division of Adminis.. [ 5] http--wnw.uh.edu-financ... [] Forms Student Centers U... [ Permits - University of Ho... &) RoomWizard(TM) [} https--wwwbaveruh.edu..

ems Virtual EMS @ sl -

# HOME
MY HOME 0

CREATE A RESERVATION
My Reservation Templates

252 MY EVENTS

Request Space book now  about
M EVvenTs My Bookings
@ LocaTiONs JULY 17,2018 SEARCH Central Time [CT]
& PeopLe

There are no bookings for July 17, 2018

@ Take me to the next day containing bookings.

Browsing Room Availability

To view Room Availability, you can browse by Events, Locations, or People.

M cvenTs
Q@ LOCATIONS

% peopLE



Viewing by Location will show you all Room Availability:

Browse Locations

A HoME

Filters
CREATE AREQUEST
BROWSE
M events
@ LocaTioNs
Locations

<wed | Thu June 28, 2018

Insperity Classroom & .
CBB 316 Conference Ro...
CBB 506 Conference Ro...
CBB 508 Conference Ro...
CBB Classroom 310

CBB Classroom 510

€BB Classroom 522

CBB Lobby

Student Training Center

Leroy and Lucile Melch...

Melcher Hall 112 Classr...
Melcher Hall 113 Classr..
Melcher Hall 114 Classr...

‘

Locations

a9

44

26

50

66

a4

40

66

Time Zone
Thu 06/28/2018 =] Central Time
I -
) Add Filter
Add/Remove Locations
Frid
2 3 4 5 6 7AM 8 9 10 1" 12PM 1 2 3 4

Clicking on a Room will show you Room Information:

Compact View



about CBB 316 Conference Room

ROOM DETAILS SETUP TYPES FEATURES IMAGES AVAILABILITY

Room Code 316

Description CBB 316 Conference Room
Room Type Conference Room

Floor 3rd Floor

Size 1111

Teleconference room. No Working A/V equipment. No whiteboard. Free

Notes
of charge. Food Allowed.

Requires

View All Building & Room Details

Clicking on an Event will show certain booking details:

Booking Details

EVENT DETAILS RELATED EVENTS 9
Date Thursday Jun 28, 2018
Reserved Time 10:00 AM - 3:00 PM
Location BB -522
Event Type Other

& Addto My Calendar

Requesting A Room

To Request a Room, you can click on either “Create Reservation” on the side bar, or on the “book now”

under Request Space.



J& tome/ems x =

(& C @ roomreservation.bauer.uh.edu, ebA

ems Virtual EMS © sreaybisen & -

MY HOME e

My Reservation Templates

MY EVENTS

Request Space book now  about
M cvenTs My Bookings
Q LOCATIONS JUNE 28,2018 SEARCH Central Time [CT]
& oo

There are no bookings for June 28, 2018

B Take me to the next day containing booki

This will take you to the Request Space Template:

Room Request (]

Breezy Bilstein @ v

x Request Space @ LU0 Create Reservation

1 Rooms 2 Services 3 Reservation Details

New Booking for Tue Jul 3, 2018

Date & Time

Date

Tue 07/03/2018 =] Recurrence

Start Time End Time

9:00 AM o 10:00 AM

Create book| this time zone

Central Time

Selected Rooms

Your selected Rooms will appear here,

Room Search Results

Rooms matching your search criteria will appear here.

o)

Locations. Add/Remove

(@l

© Let Me Search For A Room

Floors Add/Remove
(al
Setup Types Add/Remove

(no preference)

Room Types Add/Remove
(aly

Features Add/Remove
(none)

Number of People

From here, you can enter in the Date & Time for your request.



New Booking for Wed Jul 4, 201& All requests require a minimum of 3 days to process.

Date & Time
- For multiple dates/time, select the “Recurrence” button

ate

W B e S and enter in any additional dates/times to your request.
Start Time End Time

10:00 AM (0} 11:00 AM [0} You will be able to search for a room by adding

preferences for Floors, Setup Types, Room Types,

Create booking in this time zone Features, and Number of People who will need to be

Central Time " accommodated.

Locations Add/Remove

(all)

@ Let Me Search For A Room

Floors Add/Remove  YOU can also search for a room directly by clicking on

{all) “Search” or “I Know What Room I Want” at the
bottom.

Setup Types Add/Remove

(no preference)

Room Types Add/Remove
(all)

Features Add/Remove
{none)

Number of People

1

@ 1 Know What Room | Want



Requesting Furniture for Your Reservation

To add Furniture and Event Set-Up to your request, move to the “Services” tab or click on “Next Step”:

E ems Req UeSt Form 0 Welcome, Guest. ‘
% (unauthenticated user) @
Room Search | services Request Details

Services For Your Reservation Next Step

Furniture Services Summary

Chairs v

Folding Chairs

Tables v
Rectangle Tables (6 ft) Rectangle Tables (5 ft)
Cocktail Tables

Setup Options - (setup fee applies) v
Banquet Boardroom/Conference

Open Square Theater

11 rhnnn Aline

From here you can add Chairs, Tables, or Pre-Set Setup Options (STC only).

Folding Chairs (serves 1)

Set-up fees may apply.

- 10 + (available inventory: 50)

Special Instructions

Please set up chairs in a circle.

Enter the quantity needed and provide a description for how you would like the items set up.

You can view the furniture you have currently selected on an order by on the right under “Services

Summary’:



x Request Space @

1 Rooms 2 Services
Services For Your Reservation
Furniture Services Summary
Chairs 2 © Furniture
Folding Chairs ° 10
Tables v

Rectangle Tables (6 o) Rectangle Tables (5 ft)

Making Changes to Your Reservation

3 Reservation Details

Folding Chairs #

To edit or make changes to a submitted request or reservation, click on “My Events” and “Edit

Reservation Details.”

ems

My Ev

< My Events/ Bree's Example Request beginning Jul 17, 2018

RESERVATION DETAILS ~ ADDITIONAL INFORMATION ~ ATTACHMENTS
# Edit Reservation Details
Event Name 8ree’s Example Request
Event Type Other
Group Dean's Office Bauer College
15t Contact Name Bilstein, Bree
Bookings
CURRENT  pAST
Cancel Bookings Booking Tools
Date A Start Time End Time Time Zone Location

v ©  Tuejul17,2018 9:00 AM 10:00 AM cr nsperity Classroom & Business Building - CBB 316 Conference Room

10

Attendance

Reservation Tasks

Add Services
Cancel Services
Booking Tools

x Cancel Reservation

View Reservation Summary
Send Invitation

& Add to My Calendar

Setup Type

©  sreeybiste

Next Step

O Include cancelled bookings

New Booki

Status

Requested



