VIRTUAL EMS TRAINING SESSION

October 2015
VIRTUAL EMS WEBSITE:  https://ems.messiah.edu/VirtualEms/  NOTE:  It is recommended that you use Mozilla Firefox.  Internet Explorer, Google Chrome, Safari , etc. do not play well with Virtual EMS.
MY ACCOUNT:  Hover over “My Account” and then click on “Log In”.

LOG IN:  Use your network User Id & password and then click “Login”.  Do not add the “@messiah.edu” after your User Id.  If you do not have a Virtual EMS account, you will get a message that your account is “Pending”.  At this point contact Randy Heintzelman so that he can create your account.  NOTE:  This step must be done first before your account can be created.  Also, “Email me my password” does not work.
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BROWSE:

  Browse Events:  Opens a calendar of scheduled events
  Browse Facilities:  Opens a list of rooms with their Room Details, Setup Types and Features.  You can also click on an image of the room.
  Browse for Space:  Opens a grid schedule of the selected date.  Click on “Filter” to move to a different date or select an individual building.
  Locate Group: Opens if the selected group has any reservations that day.
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RESERVATIONS

  Reservation Request:  See Below
  View My Requests:  Returns a list of current & past events that you have made.
RESERVATION REQUEST

WHEN AND WHERE

  Date:  The date that is populated in this box is the first date that you can use to make a reservation.  You can either type in the date you want or click on the calendar icon [image: image3.bmp].

  Recurrence: Select this option if you have a recurring pattern.  

NOTE:  If your reservation has multiple times or multiple dates with different times see “Creating an event with multiple times/dates” below.

  Start Time: Make sure you type in am or pm.  The default is am, so if you type 4 thinking 4pm, it will instead default to a time of 4am.
  End Time:  Same here, make sure you type in am or pm.  You are permitted to have an event go up to 24 hours.
  Facilities:  You can leave this blank to see all facilities or just select one building if you know the building you want your event to be held in.
SETUP INFORMATION

  Attendance:  You must input a number here.  All rooms that have a capacity lower than the number of attendees will not show up on the available list.  You can input the number “1” if you are unsure of the attendance.

  Then click on the “Find Space” button.

ERROR MESSAGES

1.  “First available booking date violation”:  If you use a date earlier than the date originally populated

2.  “Request violates building hours”:  This means that the date that you have selected is a “blackout” date.  Resources are low and we cannot accept any more large events.  If you just need a space for a meeting contact Conference Services and we can reserve the space for you.

LOCATION TAB

  SELECTED LOCATIONS

     List View:  The rooms that meet your criteria will be listed here. 
       Select:  Click on the green “+” to put a hold on this room.  You may select multiple rooms.
       Available (only useful if you are requesting multiple dates):  This tells you how many dates this room is available. (Example 2/3 means that this room is available 2 of the 3 dates selected).
       Location:  Click on an individual room to get more information about this room.

       Capacity:  How many seats are in this room.

    Grid View:  The rooms that meet your attendance criteria will be listed here.  You will need to read the schedule to see if the room is actually available.  This view is useful if you want to see what may be scheduled before and after your event or if you want to see what is also scheduled during your timeframe. 

       Click on the green “+” to put a hold on this room.  You may select multiple rooms.
NOTE:  In either view you may select multiple rooms.

DETAILS TAB

  EVENT DETAILS

    Event Name:  Type in the name of your event

    Event Type:   Select the type of event this is from the drop down box.
  GROUP DETAILS

    Group:  Select the name of your group from the drop down box.
    Main Contact:  Select the main contact from the drop down box.

    Adtl. Contact:  This is if you want a second person copied on this reservation.

ATTACHMENTS

  If you have a file that you would like to attach to the reservation request, you can use this button.
OTHER INFORMATION

  Answer the questions associated with this event.  These questions replace the old Event Calendar Form.
**SUBMIT RESERVATION (DO NOT click on this button yet if your reservation has multiple times or dates.  See instructions in the next section)
  Clicking on this button will send your request to Conference Services.  This will hold your reservation until Conference Services can approve it.  Once your request has been approved you will receive an email confirmation.  
CREATING AN EVENT WITH MULTIPLE TIMES/DATES

Once you’ve completed the first room/time request and completed the “Details” tab, go to step 1.
1.  Go to “Where and When” and select the date, start and end times for the next hold request.

2.  Complete the Setup Information and click on “Find Space”.

3.  Select the rooms that you would like to put on hold for this time/date.

4.  Repeat the process if there are more times/dates.

5.  When all times/dates have been selected for this hold request, click on the “Submit Reservation” button.
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 My Account
This is where you Log Out.
APPROVAL PROCESS

Depending on the items needed for your event, it may need to go through the approval process before you can begin advertising it.  If you event does not need any of the following, your event can be approved immediately.
1.  If your event will have food, whether you are providing or Dining Services is providing it must be approved by Catering.
2.  If you have technical or A/V needs, our sound and lighting department must approve your needs.

3.  If your event requires a special set up, your needs must be approved.

4.  Once the above needs are approved, the Director of Conference and Event Services must give final approval.

MASTER CALENDAR

If your event is open to the campus community or to the general public you may have it listed on the website’s master calendar.  Here is information that we will need to list your event.
1.  Event Title 

2.  Event Url – if your event has a separate webpage we can list it’s url.

3.  Event Description – a one or two paragraph description of your event.

4.  Contact name & email address

5.  Date, Time & Location

6.  Event Image – if you have .jpg poster advertising your event, we can display the poster on the calendar.

NOTE:  We can list your event as a Featured Event on the webpage if we have all the above information.

