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Overview of EMS

EMS is software designed to track reservations and the details associated with them. It provides a
wide variety of tools and utilities for creating, managing, and reporting on events. EMS can be
run on a single computer or on many computers on a network.

This document describes how to use the EMS desktop client, which runs on a Windows PC. (For
information about using Virtual EMS, the optional web component, see the Virtual EMS User
Guide for your version of EMS.)

Reservation Structure
Events in EMS have three main components:
e Reservations
e Bookings
e Booking Details
These exist in a hierarchy - reservations contain bookings and bookings contain booking details.

A reservation is the who and the what of an event. A reservation can be thought of as a file
folder. On the outside of the folder is a label that tells you Group X is reserving some space for
EventY.

The next level is the booking. Bookings are the where and the when of an event. Bookings are
like the "sheets of paper” in the “reservation folder.” There can be one or more bookings in each
reservation. For example, a group may schedule a conference that spans three days, with two
rooms reserved on each day. In other words they have one reservation with six bookings. If, in
addition to the conference, they also schedule a staff meeting for next month, the staff meeting
would be a separate reservation containing one booking.

Within each booking, there can be any number of booking details. You can think of these as the
“line items” on the “papers” in the “folder.” Booking details are the resources or services needed
for an event. Notes, room charges, activities on the agenda, and lists of attendees are also
considered booking details.

Some booking details have associated service orders. Service orders are time frames for the use
of an item or service. For example, within an event that runs from 9:30 a.m. to 7:30 p.m., you
might have a catering service order that takes place from 11:30 a.m. to 1:00 p.m.

Main Menu

The EMS main menu is a window that is open by default every time you log in to EMS. From the
main menu you can access the primary areas of the system: Reservations, Reports, Billing,
Configuration, etc. Some areas are displayed only if you have the appropriate access level to the
system or if you have purchased the necessary additional module.
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EMS functions are arranged within folders in the main menu. To access a function, click on the
folders and subfolders that contain it and double-click on the function name. For example, go to
Reservations > Reservations > Navigator. If a function is in gray text, you have not been
granted access to it.

EMS functions are also available through the main menu bar at the top of the window. In
addition, some functions also have buttons on the main toolbar.

Main Toolbar

The main toolbar in the EMS client provides quick access to commonly-used features.

l rn:- '}ﬁt“ @ /i } ‘} BS -~ 0 4

Book Calendar “Wizard Mawvigator Browser Web Reservations Groups Email  Dashboard Checkia Skatus

¥

By default, some buttons are not included on the EMS main toolbar. To specify the buttons to be
displayed, right-click on the main toolbar and select Customize. Move the desired buttons into
the Show Buttons column, organize them using the Move Up and Move Down buttons, and click
OK.

You can set the buttons in the toolbar to large or small. To do this, right-click on the main toolbar
and select Customize.

Main Menu Bar

The main menu bar is located at the top of the EMS window, right above the main toolbar. It is
used to access the menus in EMS. The headings of these menus include File, Settings,
Reservations, Reports, Billing, Configuration, System Administration, Window, and Help.

NOTE: Take note of the difference between the main menu bar and the main menu window.

& EMS Workplace 5.0

File  Settings  Reservations  Reports  Biling  Configuration  Swstem Administration  SWindow  Help

Event Timeline
The following time designators are used in EMS:
e Event Time: The period during which the booking is actually taking place.

e Setup/Teardown Hours: The hours (or fractions of hours) added to event time to allow
your staff to prepare a room or clean up after an event.

e Reserved Time: The total time for which the room is reserved; event time plus any
setup/teardown hours.

e Service Order Time: The period in which an item or service is needed.
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For example:

Reserved Start Time 8:00 a.m.
Setup Hours (1 hour)
Event Start Time 9:00 a.m.
Lunch Service Order Start Time 11:00 a.m.
Lunch Service Order End Time 1:00 p.m.
Event End Time 4:00 p.m.
Teardown Hours (1.5 hours)
Reserved End Time 5:30 p.m.
Using the Online Help

EMS contains an online help file. The following list of tips will assist you in getting the most out
of online help.

o Click items with colored text to jump to a related topic. To get context-sensitive help,
press the F1 key while the window you have a question about is displayed.

o Click Help on the EMS menu bar and select Search to search for topics. Use keywords to
find the appropriate topic. For example, the keywords or keyword phrases "Reservation
Wizard," "Making a Reservation," and "Reservation" would all show you the topic called
"Reservation Wizard" as an option.

o Help topics can be printed. To print a topic, open it, click the Print icon on the menu bar
and then click OK.

Starting EMS from the Desktop Icon
After EMS has been installed, you can start it using the icon on your Windows desktop.
1. Double-click the EMS icon on your Windows desktop.

2. Enter your User ID in the User ID field and press the Tab key to move to the Password
field.

Enter your Password.
4. Press the Enter key or click the OK button.

Starting EMS from the Windows Start Menu

After EMS has been installed, you can open it from the Start menu in Windows.
1. Click the Windows Start button.
2. Click All Programs, then EMS.
3. Select the EMS shortcut.

Confidential



EMS Workplace 5.2.1/EMS Campus 2.2.1/Enterprise 5.2.1/EMS Legal 5.2.1 User Manual

4. Enter your User ID in the User ID field and press the Tab key to move to the Password

field.
5. Enter your Password.
6. Press the Enter key or click the OK button.

Running EMS the First Time

If you are the first person to log on to the EMS client at your facility, you must enter the User 1D
"admin" and the password "admin." Then you should change the password for the "admin™ user.

NOTE: The very first time you start EMS, a dialog box will appear where you enter the EMS
server and database — see the installation manual for details.

You must have system administrator access to your database in order to perform important

functions such as defining new users. In most settings, it’s best to have at least two users defined

as system administrators.

System administrators can change certain labels, dependent on internal operation processes.

In order to run EMS, you must have a valid registration. The first time you run EMS, you will be
prompted to enter the registration information that was provided with the software. You must
enter the information exactly as it appears on the form. For example, if the word Street is spelled

out on the registration and you enter the abbreviation St., you will be denied access to the
software. If there are any typographical errors or misspellings on the form, contact the Sales
Department at Dean Evans & Associates (sales@dea.com or 800-440-3994 ext. 863) and a
corrected registration will be sent to you.

To open the Registration window in the event that you need to modify your registration, start

EMS and go to System Administration > Settings > Registration.

Registration

Compary Mame:
Address Line 1
Address Line 2:
Address Line 3:
Address Line 4:
Products Licenszed:
Uzer Count:

“Web Accounts:
Bruildirg Lirait:
Kiosk Prafile Lirnit:

kM DD Y
Expiration Date: |

F.ey Code:

(0] 8 ] [ Cancel
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Customer Support

Customer support is available to EMS users who have a current Annual Service Agreement
(ASA). If you are unable to resolve a problem or answer a question by reading the EMS
documentation, contact Dean Evans & Associates:

Email: support@dea.com
Web: www.dea.com
Phone: (800) 288-4565
Fax: (303) 796-7429

Making Reservations

Use the Reservation Wizard to check for available space and make a reservation. With the
Reservation Wizard, you can search for rooms that are available for a particular period on one
day (a simple reservation with one booking) or on multiple days (a series reservation with
multiple bookings). You can also create a series reservation by selecting one date and time and
applying them to multiple rooms, using the date pattern utility.

A note about time zones - times zones are tied to the building where the event takes place.
Selecting the proper time zone is important when making a reservation. For example, if you are in
Chicago and are booking a conference room in Los Angeles in advance of your trip there. If you
mistakenly book a room for 9 a.m. to 10 a.m. using the Central time zone, the room is actually
booked for 7 a.m. to 8 a.m. in the Pacific time zone and your hold on the room will have expired
when you arrive at 9 a.m.

Creating a Reservation Using the Wizard

1. Open the Reservation Wizard by clicking the Wizard button on the main toolbar, or by
going to the main menu and choosing Reservations > Reservations > Reservation
Wizard. Required fields in the Wizard are indicated by red dots.
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% Resenvation Wizard g@@

Calendar | Selected Dates (0] Location | Features Options
=1 Search
<< <= Ma 2008 = ==
E tethod: (%) Standard () BestFit () Specific Foom
S il T i T F S
1 5 3 Building: (all) w
4 5 & 7 g EI 10
11 12 13 14 15 16 17
Fioom Specifications:
18 19 20 21 22 23 24 Tope: [l 3
25 26 27 28 29 30 31 Floar: (sl T
Setup Type: | [all] w
[ D ate Pattern ][ Clear Month ][ Clear Al Setup Count:
Time Status
Start: go0aM  |[+] End |3304M (-] Status: Carfimed v o
Time Zone: tountain Time -
Setup/Teardovn
Uze Default: Setup: Teardown:
Cancel l l Rezet l

2. Go to the calendar and click on the dates where you want to reserve rooms.
To change months, click the single arrow buttons at the top of the calendar.
To change years, click the double row arrow buttons at the top of the calendar.
To select all weekdays in a week, click to the left of that week’s row.

To select every monthly occurrence of a particular day of the week (all Tuesdays in
September, for example) click the top of the calendar row for that day.

If your dates fall into a more complex pattern, click the Date Pattern button and enter
your criteria.

To de-select a date, click on it again. To de-select multiple dates, use the Clear Month or
Clear All buttons.

Dates in red text indicate the building is closed. Dates with a green link indicate holidays;
click the link to view the holidays for that date.

3. Choose a time:

a. Setthe Start and End times for the reservation. You can use a shortcut; for
example, enter “9a” for 9:00 a.m. or “2p” for 2:00 p.m. If the End time is not
later than the Start time, the system assumes the End time is on the next day.

b. Set the Time Zone for the building where the event will take place. (The time
zones that appear in the menu are those for which you have buildings defined.)

Confidential
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c. Selecting the proper time zone is important when making a reservation. For
example, let’s say you are in Chicago and you book a conference room in Los
Angeles in advance of your trip there. If you book a room for 9 a.m. to 10 a.m.
using the Central time zone, the room is actually booked for 7 a.m. to 8 a.m. in
the Pacific time zone, and your hold on the room will have expired when you
arrive at 9 a.m.

d. Setup/Teardown: Add the setup and teardown times to the beginning and end of
the reservation. Select the Use Default box or specify the times yourself in the
Setup and Teardown fields.

4, Choose a search method to find available rooms, in the Location tab:

For Standard and Best Fit searches, you can further limit your search using the
fields on the Location tab. The available fields vary, depending on the search
method you choose and may include Room and Building. Clicking the Building
dropdown list allows you to specify a Building, Area, or View. Additional filters
include Room Type, Floor, Setup Type and Capacity, and Features.

e Standard — Displays a list of available rooms that are available for all dates
specified.

Option: If you do a Standard search, you have the option to see which rooms are
available all day. To enable this, first click the Options button and select the
Show 'Available All Day" Indicator. Now when you click Next, in the second
window, those rooms that are available all day will be marked by an asterisk.

e Best Fit — Use this when there is no one room that fits your criteria, such as when
you require a room for a series of dates. The system lists rooms that meet some
of your criteria along with the number of bookings for which the room could be
reserved. You can piece together the entire reservation using Best Fit, or just part
of it.

e Specific Room — Check availability of one room. You must select a room from
the list to in order to use Specific Room. When the Room Selector window
opens, choose a building from the Building dropdown list and then choose a
room from the list.

5. Select the room specifications, if desired. The fields available will vary depending on the
search method you choose.

Type, Floor, and Features are simply filter criteria; specify the features that are required
for the desired item. Use Ctrl-click to highlight multiple features.

Features suffixed with “(tied to resource)” will take into account both room availability
and the availability of the resource pool tied to the feature. For a room to display as
available, at least one resource must be available for the time slot selected. If a user
selects one of these rooms, a booking detail for the resource will be automatically added
to the booking once the reservation is submitted.

The settings for Setup Type and Count are applied to all the bookings created. If all the
bookings have different Setup Types, you can specify this after you complete the
reservation.

Note that completing/using these filters is optional.

6. Status: Choose the status of the reservation, to indicate confirmed, tentative, etc.
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7. Reconfirm is used if you have a status that allows you to later reconfirm that the
reservation is still valid. Enter the date when the booking should be reconfirmed.

8. Set the number of rooms to search: By default, EMS looks for open space in only the first
50 rooms it finds. If you want to search more than 50 rooms, go to the top right of the
window, choose Options > Max. Number of Rooms to Search, and choose a higher
number. (Note that increasing the number may slow down your searches.)

9. Click Next. (If the Next button is grayed out, it means you have yet not set enough
criteria in this window.)

10. Choose the rooms you want to reserve. Select the rooms and use the arrow button to
move them into the Selected column. (If you did a Specific Room search, dates will be
listed here instead of rooms.)

When running a Standard search, the rooms displayed on the Available tab meet all of
your criteria. In a Best Fit Search, the column “Days Available” will indicate the number
of days that a room is available for your criteria. This column will be refreshed each time
room selections are moved to the right. In all methods, if rooms are not available, a
Conflict tab is displayed.

11. Click Next. In the new window, required fields are marked with red dots.

& Reservation Wizard

Ewent
Ewvent Mame: = WIP Evert: 1
Ewvent Type: W Source; [hot specified] “

Group/Contacts

Group: Stacey Whala ~

Contact: [temporary contact) w E] Phone: - Fax: =
Temp Caontact: Stacep Whald Email Address:

2nd Contact: [none] -

Foom Setup | Biling | Other | Wirtual | User Defined Fields

Setup Type: [default] w
Setup Count: 0 [
< Previous ] [ Finizh

12. Enter the event information:
Event Name: Give your event a descriptive name.

Event Type: Select an event type. The choices have been configured by your system
administrator.

VIP Event: For events you want to “flag” as important.

Source: Indicate how this reservation request originated.

Confidential
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13. Specify group and contact information:

Group: (May be relabeled) Select the group that holds the reservation. (To create a new
group, click the magnifying glass button and then click New. After creating the group,
select it and click Select to return to the Registration Wizard.)

1% Contact: (May be relabeled) You must specify a contact person in order to complete a
reservation, unless the group has been defined as not requiring contacts. When you select
a group, the default contact person is entered automatically. You can enter a different
name, Phone, Fax, and Email Address for the group’s primary contact person. (T0
create a new contact, click the piece of paper icon and complete the required
information.)

Temp Contact: If no contacts have been defined for the group, but one is required, you
must enter a temporary contact in the Temp Contact field.

Note: This contact is used for this reservation only; it is not added to the group's
permanent record. To add the contact to the group’s permanent record, the contact must
be entered into the Groups Rolodex, as described above.

2nd Contact: (Optional) (May be relabeled) Enter the contact information for an
alternate contact for this group. For example, the primary contact person may have called
to schedule the event but a second person may be the "on-site" contact at the event.

Note: Both 1 Contact and 2nd Contact names print on confirmations and on the Setup
Worksheet.

Note: Once you have selected a group, you can click the Group Info button at the bottom
of the window to see more information about it.

14. Room Setup tab: (bottom of window) (Optional)
Setup Type: Indicate the physical layout of the room.

Setup Count: Indicate the number of people that the room should be set up for. (The
setup count may differ from the estimated attendance under the other tab. For instance, if
you are giving an exam and would like space between attendees, you may specify a setup
count of 30, although you have an estimated attendance of 15.)

15. Billing tab: (Optional)

Pricing Plan: Determines how all the bookings and resources within the reservation will
be priced.

Payment Type: The anticipated form of payment.

PO Number: (May be relabeled) Enter the purchase order number provided by the
customer, to reference the payment for the event. This value may include both numbers
and letters.

Billing Reference: (May be relabeled) The number (and/or letters) associated with a
group's internal accounting system that is printed on confirmations and invoices. Click
the magnifying glass icon to see the billing reference numbers available for this group. A
system Parameter controls whether there must be an entry here and whether it is validated
against an existing list.

Sales Category: (May be relabeled) A way to group sales figures.

Salesperson: (May be relabeled) The person on your staff who sold the space for the
reservation.
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16.

17.

18.

19.

Other tab: (Optional)

Event Coordinator: (May be relabeled) The person on your staff who will tend to the
needs of the group that is holding the event.

Estimated Event Attendance: An estimate of the total attendance, which is noted at the
reservation level (as opposed to the booking level).

Calendar Style: The format in which this event will be printed on the Event Calendar
report and on the Event Schedule.

Virtual tab: (Optional)

Web User: To specify the person who is allowed to view this reservation in Virtual
EMS, click the magnifying glass icon and select from the list of registered EMS Web
Users. This Web User can also change the reservation if he/she is has permission.

Web Template: The template you choose here determines which EMS functions this
Web User is allowed to use. Virtual EMS Web Users may be assigned to more than one
Web Process Template; so you need to choose the template that will apply for this
reservation.

User-Defined Fields:

To set a User-Defined Field value for this reservation, select it and click the Set Value
button. Some User-Defined Fields may be marked as required, as set by your system
administrator.

Click Finish. (If any required data is still missing, an error box will appear. Click OK and
enter the data.)

The Navigator window now opens and displays your reservation. Here you can add
booking details and make other changes to the reservation.

NOTE: Reservations are not complete and rooms are not removed from the “available” list
until you click Finish. Consequently, it is possible for another user to select and reserve a
room during the period after you have selected the room but before you have finalized the
reservation. If this occurs, you will get a message saying that your reservation conflicts
with an existing reservation.

Creating a Reservation Using the Book

1.

Open the Reservation Book. Click the Book button in the main toolbar or go to
Reservations > Reservations > Reservation Book.

If needed, select a Building (or choose “all”’) from the dropdown list in the top left corner
of the window.

In the calendar grid, move the mouse cursor to the room and time you want. Holding
down your left mouse key, click at the start time, drag until the end time, and release your
left mouse key. EMS opens the Reservation Wizard, where you complete the booking
process to reserve the room. For details, see the section on creating a reservation using
the Wizard.
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Copying a Reservation

The Copy Reservation Wizard allows you to copy a reservation, its bookings, and its booking
details from one time to another. (Note that the reservation and its bookings are copied, not
moved. A second copy is made.)

1. Open the reservation (in the Navigator window) that you want to copy.

2. Click Tools > Wizards >Copy Reservation and then click Next. In the Copy
Reservation window, enter the settings as needed, as described below.

New Start Date: The date for the first booking in the new reservation.
New Status: The status that will be applied to the new reservation.
Reconfirm Date: If one is required.

Conflict Status: This is required if the New Status you selected is one that could cause
the new bookings to be in conflict with existing bookings.

Enter a Reconfirm Date for the Conflict Status if the status requires this.

Select the following check boxes to specify which of the items you want to be copied into
the new reservation: Copy Reminders, Copy Comments, Copy User Defined Fields,
Copy Attachments, Copy Drawings.

3. Copy Booking Details: If there are booking details, they will be listed in this box. The
booking details that are selected will be copied. Select or unselect these as needed. Use
Ctrl-click, click-Shift-click, or the Select All and Unselect All buttons.

4. Click Next.

5. Select Bookings: Select the bookings that you want to be recreated in the new
reservation. (Note: New bookings are created using the New Start Date you specified,
following the pattern of bookings in the existing reservation.) Use the Hide Cancelled
Bookings and Hide Old Bookings options as needed.

6. Click Finish to create the new reservation.

Before allowing the copy, EMS verifies both room and resource availability. When the
process is complete, both the original reservation and the new one are shown in the
Navigator. A change report will display at the completion of the copy, listing whether or
not the changes were successful. It there are inventory conflicts, a Conflict report will
display.

Creating a New Reservation
You can also create a new reservation from the Customers window; there are two ways to do this:
1. Click Customers from the main toolbar.

2. Highlight the desired Customer and click New Reservation.
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(=19

& Customers

Skarts with: Go | Search By Customner = Typer (all) bl
Cugtomer [7] City State Cugtomer Type Billing Ref External Reference Mew

§ Administration [hone)
§ Chamber of Commerce [none]
§ Headguarters [none]

§ tain Campusz [more]
§ tetra Office [moke]
§ Sales [hone)

4% Stacey Whala {none]

e

- CUNBCtSl o Properties C Reminders | “. Comments | Rezervations

Contacts (0] Fhone 1 Phone 2 Email Address Default Contact Mew

]

Cloze

Displayed: Active Customers, Ackive Contacks, Future Reservations

3. The Reservation Wizard displays and you can create your reservation here.
OR
4. Select Customers from the main toolbar.

5. From the Customers window, highlight the desired Customer. The Customers window
displays with your selected Customer highlighted and the lower panes displaying
Contacts, Properties, Reminders, Comments, and Reservations tabs.

6. Click the Reservations tab and select New to display the Reservation Wizard.

7. Create your new reservation using the Reservation Wizard.

Override Rooms (Rooms Outside the System)

EMS allows you to schedule events in special areas of your building that are not typically
reserved, or in areas outside your facility that you do not control. To do so, while making a
reservation, select the Specific Room option. Then, at the Room Selector window, select the
Building that contains the override room you want to book. When you do that, the system
provides you with a Location field in which you type the location for the event.

Override room events are reported on like any other booking in that building. Note: EMS cannot
track the availability of override rooms and consequently will not warn you if there is already an
event scheduled in the area you specify.
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Viewing Reservations

In EMS, use these nine ways to browse and view information:

¢ Navigator
e Browser
e Groups

e Calendar
e Book

e Web Reservations
e Resource Calendar
o Web Requests

e Dashboard.

Finding Reservations by Group

The fastest way to find a reservation in EMS is often through the group that made the reservation.

1. Click the Groups button in the main toolbar. The Groups window opens.

2. Inthe list of groups, select the group who has the reservation you are looking for. A
series of tabs now appears in the lower part of the window.

& Groups EE

Starts With: Go | Search By Group » Type: {all) - |7 Mew Reservation Options
Graoup (1] City State Group Type Charge Code Enternal Reference ~ Mew
42 Stacepwhala [hane]
1
~
< |
£ Contacts | 4+ Properties |« Reminders | €0 Comments f Attachments | & User Defined Fields | | Reservations
Contacts [1] Phane 1 Phone 2 Ermail Address Default Contact Mew
'é AnnAnderson  555-555-5555 555-595-5556 aanders@yourorg.com es
Cloze
Displayed: Active Groups, Ackive Contacts, Future Reservations
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3. Click the Reservations tab in the bottom pane. Reservations by that group are listed in the
tab.

The Reservation Book
You access the Reservation Book by clicking the Book button in the main toolbar.

The Reservation Book shows bookings in a calendar-style layout. The view can be set to show a
day, week, or month. The current time is shown by a vertical line in the grid, called the Current
Time Indicator. Cancelled bookings are not displayed.

Events appear as colored bars on the grid. Either Event Status or Event Type color schemes may
be used (both sets of colors are defined in the configuration settings).

Events in a standard room are shown as a colored bar on the grid. If an event is scheduled in a
combination room (one made up of multiple rooms) or a combination room component, it will
also be displayed (with gray text in the colored bar) in any other part of the combination room
that is affected.

Buildings are open 24 hours by default. However, if building hours are restricted by building
closures or holidays, the restricted hours are indicated by colored shading in those hours. For
example, weekends may be shaded in yellow and closed building hours in gray. (The colors may
be changed in the system Parameters.) Weekend days are also shaded with a particular color.

If a date that you are viewing is defined as a holiday, the holiday name is shown next to the date.
Clicking the holiday name brings up a window with additional information on the date. If more
than one holiday has been defined for this date, “Multiple Holidays” is displayed.

Right-clicking on a booking opens a menu that allows several actions. Once the booking is
invoiced, actions that modify the booking will not appear in this menu.

Fields at the top of the Reservation Book window allow you to select a new location (building,
areas, or view), time zone, and date.

Clicking the Filter link above the Rooms list opens a screen that provides you with options to
limit your room list to display all rooms or only rooms with or without bookings.

Buildings and room names or codes are on the left part of the window.

If buildings from multiple time zones are displayed, the time zone abbreviation is shown in
parentheses next to the building name.

You can close the Reservation Book window by pressing the Esc key or the red X in the upper
right corner.
Using the Reservation Book

1. Click the Book button on the main toolbar or go to Reservations > Reservations >
Reservation Book.

2. Inthe Reservation Book window, you can change the information shown by entering a
different location, time zone, date, etc.

3. You can do the following in the Reservation Book:

o View event information: Hold the mouse cursor over an event. A Tool Tip
window will display details such as date, room, status, etc. for the event.
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Create a reservation: Click and drag to create a new event in the calendar. The
Reservation Wizard opens where you can complete the reservation. You can do
this only in “Daily” mode.

Change times and locations: To see other dates, locations, or views (daily,
weekly, or monthly) specify those at the top of the window in the View
dropdown field. To ensure you are viewing the most current information, click
the Refresh button in the top right of the Reservation Book window.

Limit the view to specific rooms or to specific room properties: Click the Filter
button in the top left of the window, then specify the options you want.

% Filter Rooms

Filter Type

(%) Room Properties () Specific Booms
Floar: [all) “
Room Type: [all) Ev

I Ok H Cancel ]

List the bookings for a room: Click the room name. A Room Info window
opens showing bookings for the room (during the period specified in the View
menu: daily, weekly, monthly). Re-sort the list by clicking on any column
heading. There are also tabs in the Room Info window that show Room
Properties, Pricing, and Images.
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% Room Info

Bnokingsl R oom |F'licing Images

Froperties
Field Yalue
Room Auditariumm &
Roaom Mame Auditorium Side &
Clagsification Standard
Building Derveer Administration Building
Default Setup Type [none]
Room Type Auditarium
Floar 1t Floor
Size 1260
Setup Hourz ns
Teardown Hours 0.5
Phaohe R55-521-4587
Account Roorm Rentals
Motes Room URL
Thig iz the front portion of the .-’:‘n.lton .&yditorium and includes the stage. Thiz | |
large open zpace can be configured in many ways to accommodate your
meeting. This room has a network, connection and built in Sound and Widea, | Building URL |
Setup Features
Setup Type Capacity Feature
Clazzroom/Theatre B0 Built in Sound video
Hollow Square a0 Metwork, Connection
|J-5hape 20 Stage

Cloze

e Edit a booking: Right-click the booking and select Open or just double-click on

it.

e Move a booking to another room: Drag the booking to the new room. EMS

confirms that the new room is available before allowing the move.

e Options: Right-click on a reservation to display this options list:

Open
Add To Personal Calendar

Mowe Forward »
Move Backward 4
Maowve To Specific Date. ..

Change Status. ..

Copy Booking. ..

Swap Rooms Wikh Another Booking
Highlight Related Bookings

e Open: Clicking this opens the reservation in the Navigator.

e Add To Personal Calendar: Select this to add the reservation to your

calendar.
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Move Forward/Move Backward: You can move the start date of the
reservation by one day or one week.

Move To Specific Date: Click this and select a date on the displayed
calendar to move the reservation to the date you specify.

Change Status: Select this to change the reservation’s Status. You can
also define the Reconfirm Date and choose whether to Update
Reservation Status and/or Apply to Related Bookings. Click Finish to
complete.

e Copy Booking: Clicking this opens the Copy Booking window.

Complete the required fields and click OK.

Copy Booking bo:
Booking
Date:

Reserved:

Foan:

Ewvent

Time:

Mame:

Tope:

Copy Reminders:

Copy Comments:

Copy Booking Details:

() Mew Reservation (%) Eisting Reservation 2952
B/5/2008 Thu E] Shatys: Confirmed w
730 |2 e 1z00PM (-] .
Ipdate Reservation Status: [
Auditarium Al
Setup
BEO0AM (=]t [12Z00PM  |[+]  Tupe: Confererce v
Count; B0
CAP Review
Altendance; 1]
Internal Meeting w
Cateqory Service Start End
| Selectall | | Unselect 4l
I (1] 4 l [ Cancel ]

¢ Swap Rooms With Another Booking: You can move a booking or

swap rooms with another booking. To swap, you right-click a booking
and select Swap Rooms with Another Booking. The booking you
clicked on is then displayed in gray until you click on a second booking
to complete the swap.

e Highlight Related Bookings: Selecting this highlights related bookings

in the Reservation Book.

e Change the reserved time: Drag (by holding your left mouse key) the edge of
the booking’s start or end time. Event time can be changed as well. Note that
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when you change an event time, the reserved time is changed with it, maintaining
the same amount of setup/teardown time (if any).

e Add booking to Microsoft® Outlook® calendar: Right-click the booking and
select Add to Personal Calendar.

e Print: You can print daily or weekly views by clicking the Print button, next to

the View dropdown field.

Options in the Reservation Book

Click the Options button in the top right corner of the Reservation Book to open a menu where
you can specify the functions described below.

% Book Options

General | Tool Tip Display

Start Hour: E:00 Akd E]

Automatically Refresh: | Every 2 Minutes

Dizplay
(&) EventMame O Setup Twpe (O Group

Time Digplay Interyal

b aimurn Mo, of Rooms

& 100 ) 250 ) 500

Booking Colors Bazed On

Go To Today On Startup
[ #hways Prompt For Building On Startup
[] Hide Current Time Indicatar

Shaw all]' in Building List

& 15Mintes O 10Minutes O 5 Minutes

) Status () Event Type  (#) Check In Status

Fiooms ‘without Bookings
Highlight Fooms

Room Display
{7 Foom Code

Buildifg Cizplay
) Building Code

B

ighiight Color: [ -

(%) Room Description

(*) Building Description

I (]S ][ Cancel l

NOTE: Custom colors can be used in the Reservation Book for weekends, holidays, and building
closure days. These are set in the system Parameters.

General Tab (Formatting)

e Start Hour: Daily starting hour for the time-line on the top axis.

o Automatically Refresh: The interval at which the Reservation Book will automatically

refresh.

e Display: Sets the information shown on the colored bars for events.

o Rooms Without Bookings: Whether to highlight rooms in which there are no bookings

and the color of that highlight.
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e Time Display Interval: The number of minutes represented by each cell in the
Reservation Book.

e Room Display: Whether to display by room code or room description.

¢ Maximum Number of Rooms: Choose the maximum number of rooms that will be
shown in the Reservation Book. Choosing a lower number will likely improve system
performance.

e Building Display: Whether to display building code or building description.

e Booking Colors Based On: Choose one of the following: Status, Event Type, Check In
Status (a Hoteling feature).

e Go To Today On Startup: Check whether the Reservation Book should always open to
the current date.

e Always Prompt For Building On Startup: Whether the user is presented with a list of
Buildings/Views/Areas when they first open the Reservation Book (Always Prompt).

e Hide Current Time Indicator: Select this to hide the vertical bar that shows the current
time.

e Show ‘(all)’ in Building List: Whether to show the “(all)”” option in the Building List:
Otherwise a specific building must be selected.

Tool Tip Display Tab (Formatting)

Select which items to include in the pop-up window that opens when you place the cursor over an
event in the Reservation Book.

The Navigator
The Navigator window is displayed when you open a reservation or create a new reservation.

From the Navigator, you can view, add or change reservations, as well as their bookings. You can
also print confirmations and perform other reservation-related tasks. For more information, see
the section titled “Reservation information in the Navigator.”

Multiple Navigator windows can be open at the same time, and multiple reservations can be open
in the Navigator at the same time.

The Navigator window is initially divided into three panes: left, top, and bottom.
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% Navigator - Partner Meeting (Reservation No. 3992) g@@

Open Reservation

= L Partner Meeting [Reservation Mo, 3992)

2 Comments [1]
5/19/2008 Mon 730 M - Training Foom &
5/20/2008 Tue 8:00 &M -Video 215
B/22/2008 Thu 7:20 Ak - Training Room A
B/27/2008 Tue 7:20 &M - Training Foom B
5/28/2008 w'ed 7:30 AM - Training Room A
E/2/2008 Mon 7:30 AM - Training R oom &
E/3/2008 Tue 7:30 AM - Training Roam B
E/3/2008 Mon 7:30 AM - Training R oom &

= Foom Charge
/100

E/A10/2008 Tue 7:30 AM - Training Room B
BAE/2008 Mon 730 AM - Training Room &
E/17/2008 Tue 8:00 &M - Video 215
B/23/2008 Mon 7:30 AM - Training Room &
B/24/2008 Tue 7:30 AM - Training Room B
E/30/2008 Mon 730 AM - Training Foom &

T e O o

T R R N

® User Defined Fields [1)
Reservation Surmary

o+ Properties

C0 Tranzactions (0]
(: Feminders (1]

) Histary

7 Comments [1)

Print  Refresh | Settings

“* Enmails [0
47 bltachmerts (0]

Event Mame: Partner Meeting

Group: Ann Anderson

Host: [none]

Phone: 555-555-5555

Reservation Mo 3992

Eookingz [14]

Date Building
5/19/2008 .. Denver Administration Building
R/20/2008 .. Denver Administration Building
B/22/2008 ... Denver Administration Building
RA2F/2008 . Denver Administration Building
R/28/2008 .. Denver Administration Building
B/2/2008 M... Denver Administration Building
E/3/2008 Tue Denver Administration Building
E/9/2008 b... Denver Administration Building
E/10/2008 ... Denver Administration Building
EAB/2008 .. Denver Administration Building
BAT/2008 .. Denver Administration Building
B/23/2008 ... Denver Administration Building
E/24/2008 .. Denver Administration Building
E/30/2008 .. Denver Administration Building

Confirmed
[none]
Salesperzon:  [none)

Status:
Evwent Coor...

Start

730 40
2:00 A
730 4M
7308
730 AM
730 AM
7308
730 40
730 AM
730 4
8:00 Ak
730 AM
730 4
730 40

End
230 PM
10:00 &M
10:00 &M
10:00 &M
10:00 &M
10:00 &M
10:00 &M
10:00 Ak
10:00 &M
10:00 &M
10:00 Ak
10:00 &M
10:00 &M
10:00 Ak

Roarmn

Training Foom &
Videa 215
Training Foom &
Training Room B
Training R oo &
Training Foom &
Training Room B
Training R oom &
Training Room B
Training Foom &
VYideo 215
Training Foom &
Training Room B
Training Foom &

Ti..  Ewent
MT
MT
MT
MT
MT
MT
MT
MT
MT
MT
MT
MT
MT
MT

Partner bMeeting
Partrer Meeting
Partner Meeting
Partner Meeting
Partrer Meeting
Partner Meeting
Partner Meeting
Fartner bMesting
Partner Meeting
Partner Meeting
Fartner bMesting
Partner Meeting
Partner Meeting
Partner bMeeting

Edit
Confirmation

Change Status

Update Pricing

=
£

Status e
Confirmed Edit
Confirmed Delete
Confirmed

Confirmed ook
Confirmed Details
Canfirmed ——
Confimed Canfirnation
Confirmed

Canfirmed

Confirmed

Confirmed

Confirmed

Confirmed

Confirmed

Left pane: In the left pane, reservations, bookings, and booking details are displayed in a series
of folders. Bookings are folders inside a reservation. Booking details show a folder for each
category of resource that has been added to the booking; the booking detail items (resource items)
are contained in each of these folders. Clicking the + or - symbol beside a folder opens or closes
it. You can also open or close a folder by double-clicking it.

Right-clicking an item in the left pane opens a pop-up menu with options that vary depending on
what type of item was right-clicked. The options may include Edit, New, Tools, and
Confirmation. With a booking selected, you can click Add to Personal Calendar to add the
booking to your personal calendar in Microsoft® Outlook®.

Top pane: The top pane displays a summary for the reservation, booking, or booking detail item
that is selected in the left pane. If an event has been invoiced or if the reservation was created
through the Plan a Meeting module, that is noted in the Reservation Summary. Different tabs
appear above the top pane depending on what type of item is selected. Information in the top pane
cannot be edited directly; it is for display purposes only. You must click the Edit button to change
the information shown.

Bottom pane: The lower pane displays the items that fall within the reservation or booking that is
selected in the left pane and summarized in the top pane. For example, if a reservation is selected,
its bookings are shown in the bottom pane. If a booking is selected, its booking details are shown.
Different buttons are displayed on the right side of this pane depending on what item is selected
in the left pane. Note: The bottom pane will be empty in some situations, such as a booking that
contains no booking details.

In the lower pane, the color to the left to a booking indicates its status. Status type colors are
defined in the Statuses configuration. A check mark on the folder to the left of a booking means

the booking has booking details (resource items). A green background to a folder means
something in that booking has been invoiced.
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If a booking detail item is selected in the left pane, the top and bottom sections of the window are
replaced with a single pane that provides information on that item.

The Open Reservation button, in the top left corner of the window, opens a second reservation
within this Navigator window.

The Print button at the top of the window is for printing reports about the reservation. These
reports include the Setup Worksheet for Reservation, the Transaction Report, Service Orders, the
Banquet Event Order, and Confirmation.

The Refresh button in the top right corner of the window loads the most up-to-date information
on this event.

% Navigator - Partner, Meeting (Resenvation No. 3992)

Open Reseryvation Print  Refresh | Settings
= & Partner Meseting (Reservation No. 3992) " User Defined Fields (1) ) Tranzactions (0] ) History® “* Emails [0
€2 Comments [1] Reservation Summary 4+ Properties & Reminders 11 ¢ Comments (1] _;H Aftachments (0]

M EA 000 ki T AR T rmivnisnm Dmmmn 0

Under the Settings button in the top right corner are a number of settings that affect the way
information is displayed in the Navigator window or in a confirmation.

Click Settings > Options to display the Navigator Options window.

Numerous Wizards can be accessed by clicking the Tools button on the lower right side of the
Navigator window and then choosing Wizards. These wizards allow you to do things such as
change multiple events, delete booking items, apply a discount to a reservation, etc. EMS
Wizards are discussed in detail in the Reservation, Bookings, and Booking Details sections of this
User Guide.

In the Navigator window, there is a setting to Show Wizards in ‘Tools’ Menu, which eliminates
the need to choose Tools > Wizards each time.

Wizards. ..

Resource Inventory Conflicts
Edit Charges

Edit Counts

Apply Reseryvation Discount

Reservation Information in the Navigator

When a reservation is selected in the left pane of the Navigator, several tabs are displayed in the
upper right pane:

e Reservation Summary: This tab shows basic information about the reservation, including
event name, group, and contact name.

o Properties: This tab shows information about the reservation such as event type, second
contact name, date added, and date changed.

o Reminders: Reminders are date-stamped entries about tasks that must be completed. They
can be added to, modified, or deleted from the booking here. For more information, see
the Reminders section.

e Comments: Comments are text entries about the reservation. Comments can be selected
from a predefined list or entered free-form. For more information, see the Comments
section.
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e Attachments: Attachments are documents, graphics, or other files that you save with the
reservation. To attach a file, click New, browse to find it, select it, and click Open.

e User Defined Fields: User Defined Fields can store custom data within a reservation and
also on group records.

e Transactions: This tab lists financial transactions (invoices and payments) that have been
made for this reservation. To see brief information about a transaction, select it in the list.
To Edit, Reprint or VVoid a transaction or to create a New one, click the appropriate
button.

e History: The History tab provides detailed information on changes to the fields on the
Reservation window. A Print button allows you to print the history items listed.

e Emails: This tab shows the email history for this reservation.

Options in the Navigator

You may customize the way information is displayed in the Navigator window or in a
confirmation. Customize these settings using the Navigator Options window. From the Navigator
window, go to Settings > Options. (The Settings button is in the top right corner of the
Navigator window.)

The Navigator Options window contains three tabs — General, At A Glance, and Highlight
Categories.

& Navigator Options @

General | at 4 Glance | Highlight Categories

Shove Old Boakings [] Show Deleted ltems
Shove Canceled Bookingz [] Hide Empty Tabs
[] Show wizards In 'Toals' Menu

Couble-Clicking & Listed Folder
(*) Opens The ltem ) Expands Folder

wizard Results

() Always Show () Show Unchanged Only
Confirmation

(%) Always Prompt ) Email

) Print Preview ) Print

Booking Dizplay Time
(%) Reserved Time () Ewent Time

Invoiced ltems

Highiight Color: | L)

Service Orders
[ Show Fricing Highlight Changes kMade Within: [days) 0
[ Shows ltem Mates Footer Meszage: | [hone) W

[ Show Item Special Instructions

[ [1]8 l l Cancel
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General Tab

Show OIld Bookings: If you select this option, bookings taking place prior to today are
included.

Show Deleted Items: If this option is selected, then deleted bookings, deleted resource
items, etc. are displayed.

Note: Even if deleted items are displayed, these items may not be recovered once they
are deleted. They must be added again if later needed.

Show Canceled Bookings: If this option is selected, canceled bookings are displayed.
Hide Empty Tabs: If this option is selected, tabs on which there is no data are hidden.

Show Wizards in ‘Tools’ Menu: Sets whether the Wizards are listed when you click the
Tools button. The default is that you must access the Wizards by clicking the Tools
button, selecting Wizards, and choosing a wizard.

Double-Clicking a Listed Folder: Determines whether double-clicking a folder results
in the system opening the item or expanding the folder.

Wizard Results: Options for whether data-change wizards always show results or show
only the results for items that could not be changed.

Confirmation: Determines how the document should be generated or previewed when
the Confirmation button is clicked.

Booking Display Time: Specifies whether to show bookings by Reserved Time or by
Event Time.

Invoiced Items: Select the Highlight Color to be used in the Navigator for invoiced
items.

Service Orders: Choose to display the following on service orders — pricing, highlights
made within a certain number of days, item notes, a footer message, and/or special
instructions.

At A Glance Tab

Options here determine whether reminders, comments, etc. are automatically displayed in the left
pane of the Navigator window when a folder (reservation, booking, etc.) is opened.

Reservations: When a reservation folder is expanded, specifies if reminders,
transactions, comments, history, attachments, emails, and/or User Defined Fields display
in the left pane of the Navigator window.

Bookings: When a booking folder is expanded, chooses to display reminders, drawings,
comments, history, and/or attachments in the Navigator window’s left pane.

Booking Details: Displays the booking details (reminders, User Defined Fields,
comments, and/or history) in the left pane of the Navigator window.

Items: Select to show the history of a reservation or a booking.

Confidential

28



EMS Workplace 5.2.1/EMS Campus 2.2.1/Enterprise 5.2.1/EMS Legal 5.2.1 User Manual

Highlight Categories Tab

Options for a specific type of category cause a check mark to be displayed on a booking folder.
The default is Highlight All categories.

Opening Events in the Navigator

This form of browsing differs from using the Reservation Navigator, since you access the
Navigator button from the toolbar, also known as the Hot Button Menu.

NOTE: If you do not know the reservation number, instead of using the Navigator, you can open a
reservation by opening one of its bookings from the Reservation Book or by searching via the
Groups Rolodex, Browser, or Calendar.

1. Click the Navigator button in the main toolbar. The Open Navigator window opens.

(The Open dropdown menu is set to Reservation by default. You can change it to
Booking or Service Order to open those instead.)

2. Enter the reservation number in the Reservation No. field.

Open:
Rezervation Mo.:

Rezervation 1D

84

a5

3387
3323
331
3310
333

Feservation w

o
Event Mame
CAF Rewview
Hiong Kaong WE
WL Meeting

Employee Orientation
MHew Emploges Orientation
Financial Mtg

[uarterly Earnings Report

Cloze

To enter the last reservation you created, double-click in the field.

Note: All the reservations you have opened since you last logged into EMS are shown in
the list at the bottom of the window. You may select one of these.

Note: To search for an event based on a date range, group, category, etc. click the
Browse button. The Browser window opens. The Browser section contains details about
the Browser link off the Hot Button Menu.

3. Click OK. The reservation will open in the Navigator window.

The Browser

The Browser allows you to search for items in EMS, such as reservations, bookings, web
reservations, resources, and the results of Query Builder queries.
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Finding Events with the Browser

1. Click the Browser button on the main toolbar or go to Reservations > Reservations >
Browser. The Browser window opens, where you can choose either Basic or Advanced
browsing.

2. Click the Advanced button (to the right of the Starting Date) if the Basic filter is shown.

Advanced mode gives you more search criteria than Basic, so Advanced will be
described in the steps below.

3. Inthe Browse For dropdown menu, make the appropriate selection such as Bookings or
Reservations.

Browse For:  Reservations * Print

Export Emiail

Outlook  Service Orders

=0l

Refresh | Options

Fitter | Results I

Starting Date:
Ending Date:

2 Crecfic
lze Specic

[ [
[ Bl

Times: I

All Fields | Favorite Fields (0) | Saved Values (0) |

Field Search: |

Reset |

< Basic |

=

Level
Booking
Booking
Booking
Booking
Booking
Booking
Booking
Booking

Booking

Field

Actual Attendance

Added By

Area

Booking Date

Booking Day Of The Wesk
Booking 1D

Booking Status

Building

Buildina Code

Add To Favorites |

_< |
|

Filter Summary

Close |

4. Enter a Starting Date and Ending Date, if appropriate. Note: Pressing the t or d key on
your keyboard inserts today's date. Pressing the + (plus) or — (minus) keys causes the date
and time fields to increase or decrease.

5. Use Specific Times: (Optional) Select this to search by reserved start time or by end time

for the

booking(s).

6. Complete the following fields by checking or selecting from a dropdown list: Include
Cancelled, Group, Contact, Reservation Event Name, Building, Room, Category,
Resource, Booking Status.

7. Click Get Data. In the Results tab, EMS lists the bookings that meet your criteria. To
sort the list, click any of the column headings.
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-icix]

Browse For:  Reservations

~ Print Export Emal  Outlook Service Orders Refresh |Ophons

Fiter  Resutts |

Employee

by that column

| Reservation ID |Emplmfee Type | 1st Contactx |E\rent Mame Event Type |F\r5t Booking |Last Booking

:Bob Anderson

7255 {none) {none) Meeting Meeting 2/3/2010 Wed  2/3/2010 Wed !

1 Records |

Close |

8. From the Results tab, highlight the desired event and double-click on it or click Open to

display it in the Navigator window. From the Results tab, you can also print, export, or
email a list of events. Clicking the Filter button returns you to the Filter tab on the
Browser window.

Changing the Browse For field (Reservations, Bookings, Service Orders, Resources,
Web Reservations) causes EMS to refresh the display and show the new list.

Back on the Filter tab, the Reset button removes your search criteria and the search
results (for Options: Date/Time filtering, for Number of Records to Return, and for
Filtering By Specific Room).

If you searched for reservations, you can select one by double-clicking it. From the
Results window, you can click Email to send the results list to a recipient.

If Service Orders is selected in the Browse For field, the Service Orders browser menu
option will be enabled. This feature allows you to multi-select service orders to Mark as
Reviewed, Mark as Unreviewed, or Change State. In addition, if colors have been
defined for your states, each row will be highlighted with the appropriate color.

The buttons in the upper right of the Browser allow you to Refresh it (re-query the
database) and select Options for Date/Time filtering, for Number of Records to Return,
for Filtering By Specific Room, and whether or not to Show Service Order Items.

Various Browser options can also be accessed by right-clicking a column header:
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Browse For: Reservations =  Print
Fiter ~ Resuls |

%l Sort Ascending
f—;l Sort Descending

Clear Sorting
Llear sorang

= Group By This Column
Hide Group By Box

Remave This Column

Column Chooser
/5l BestFit

Best Fit (all columns)

“ Filter Editor...

The Calendar

Using the Calendar

The Calendar is used to query the EMS database, display bookings that meet criteria you specify,
and show reservations and service orders. Unlike the Reservation Book, the Calendar also
displays canceled bookings.

By clicking on a date in the results, you can access a list of the items for that day and from there
you can open a specific reservation, booking, etc.

1.

Click the Calendar button on the main toolbar or go to Reservations > Reservations >
Calendar in the Main Menu.

From the Filter tab, select Basic or Advanced filter mode. Using filters in the Calendar is
similar to using the filters in the Browser. For detailed information on using filters, see
the Browser section in this manual. Shown below is the Advanced filter.

Select an entry from the Browse For field (above — Reservations, Bookings, Service
Orders).

If you are using Advanced Mode, then begin typing part of the field name in the Field
Search field or scroll down the list of fields. To include multiple criteria in your search,
move items into the Filter Summary column by double-clicking them or selecting them
and clicking the right arrow button. When you do so, EMS displays a Filter window
where you enter an operator (equals, less than, greater than, etc.) and a value.

Click the Options button (top right corner) and set options, if desired.

Click Get Data. EMS shows the completed Calendar on the Results tab. To scroll to
other months, click the arrow buttons in the upper left or right of the Calendar window.

A number in red text for a date indicates the number of items for that date. You now have
several options:
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e Tosee a list of the items for a date, select the date. Click more dates to add them
to the list. The lower pane shows the items included in the dates you have
selected. To open an item in the list, double-click it. Sort the list by clicking on
any column heading.

e To add an item to your personal Microsoft Outlook® calendar, select the booking
and click Outlook (email must be configured properly).

e To export the list of items displayed to Microsoft Excel®, click Export.

e To print data from the Calendar, click Print. Choose either List or Event
Calendar.

The format in which the Event Calendar is printed is dictated by the system Parameter
called Calendar Inquiry Print Format. A "Standard" format is available on all systems and
additional user-defined formats can be created under Configuration > Administration >
Calendar Formats.

Changing Reservations

Changing a Reservation
1. Open the reservation in the Navigator window through one of the following methods:

e Using the Reservation Book: Click on the Book button and then double-click on
a booking.

e Using the Navigator: Click the Navigator button. Enter the Reservation
Number. (To automatically enter your most recent reservation, double-click in
the Reservation No. field.) Click OK.

e Using the Browser: Click the Browse button. Enter search criteria. From the
results, open the reservation you want to edit.

e Using the Calendar: Click the Calendar button. Enter search criteria. From the
results, open the reservation you want to edit.

e Using the Groups Rolodex: Click the Groups button. Highlight a specific Group.
Select the Reservations tab and double-click on a reservation.

2. In the Navigator window, right-click on the reservation in the left pane and select Edit.
The Reservation window opens.

3. Inthe Reservation window, make changes as appropriate.

Note: Additional settings for the reservation can be changed in the tabs in the top right
pane of the Navigator window.

4. Click OK. You are returned to the Navigator window.

5. To add bookings to a reservation, right-click the reservation in the left pane, select New,
click Booking, and complete the Reservation Wizard process. See the Reservation
Wizard section of this document for more information.

Confidential



EMS Workplace 5.2.1/EMS Campus 2.2.1/Enterprise 5.2.1/EMS Legal 5.2.1 User Manual 34

Changing Settings in Multiple Reservations

The Change Reservation Wizard allows you to replace certain properties in all reservations where
they appear. The properties you can replace include the following:

e Calendar Style

e Event Coordinator

e Event Type

e Sales Category

e Salesperson

e Source of reservation
e Web User

For example, if salesperson Bob Smith leaves an organization and Maria Gomez takes his place,
then you can replace Bob’s name with Maria’s in all Bob’s reservations.

1. Go to System Administration > Tools > Change Reservation Wizard.

Select a property to change:

Change
() &l Beservations

() Future Feservations ‘With Bookings &fter: o

2. Select a property to change: calendar style, event coordinator, etc.

3. Inthe Change area, choose whether the change will apply to All Reservations or to
Future Reservations with Bookings After (select a date).

4. Click Next.

5. Complete the next field; the field reflects the property type you selected in the opening
window. If you select (none), then all reservations where the field for that role is blank
will be filled in with the new name you will choose in the next window.

6. Click Next.

7. Choose the new individual. This person will replace all instances of the person you chose
in the previous window.

8. Click Finish.

Deleting a Reservation

Reservations cannot be completely deleted manually. You can delete all the bookings in a
reservation, but the reservation itself can be deleted only with the Delete Old Data utility.
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NOTE: Reservation and booking numbers are not reused if the original is deleted.

1. Inthe Navigator window, delete all bookings in the reservation. (See the section Deleting
a Booking.)

2. Run the Delete Old Data utility to delete the empty reservation; choose System
Administration > Tools > Delete Old Data.

[] Bookings On Or Before:

[] Historical Data On Or Befare: -
[] Unused Groups

[ Unused Contacts

[ Email Histary On Or Befare: -
[] Holidays On Or Befaore: -
[] Building Hours On Or Before: -
[] Matifications On Or Before: -

[] Kiask Transactions On Or Befare: -

[ oK l [ Cancel

The Reservation Window

The Reservation Window contains the who and what of an event. When you choose to edit a
reservation in the Navigator window, the Reservation window opens. This is where you change
the reservation information. In order to change a reservation item, you must have the appropriate
security access.

The Reservation window contains basic information about the reservation such as event name,
group name, and contact.

Billing-related details are found on the Billing Information tab. Most of the reservation and
billing information is provided when the reservation is made. The Bill at Completion check box
and the fields for a "Bill To" group are added after a reservation has been made. If Bill At
Completion is checked, none of the bookings in the reservation are invoiced until after the date of
the last booking. The selecting of a Bill To group causes the system to use that group, rather than
the group that booked the event, for invoicing purposes.

Confidential



EMS Workplace 5.2.1/EMS Campus 2.2.1/Enterprise 5.2.1/EMS Legal 5.2.1 User Manual

&= Reservation No. 330

Reservation | Biling Information | Audit

Billing

Pricing Plan: Internal w Payment Tppe: [none] w
Charge Code; td atter Mumber:
Sales Categony: Internal v Salesperson: [hone] v

Bill At Completion: F]

Bill Ta

Group: [mane] w

Dizcount

Dizcount: 0%

Motes:
Fieservation Mo, 320 %" sSpelling [ 0K, ][ Cancel l

The Audit tab shows information about the reservation, such as when it was created and most
recently changed and who made the initial entry and the change. These entries are system-
generated and cannot be modified.

The reservation number, shown at both the top and the bottom of the Reservation window, is also
system-generated and cannot be changed.

Bookings

Bookings indicate the where and the when for an event. There can be one or more bookings in
each reservation.

The Booking Window

When you choose to edit a booking in the Navigator window, the Booking window opens, where
you can change the booking.

The Booking window contains basic information about the booking such as booking date,
reserved time, event time, and status. The status refers to one booking at a time.

In order to change booking information, you must have the appropriate security access. For
example, you cannot move a booking to a room if you don't have access to that room. Likewise,
you cannot change a booking's status from tentative to confirmed if you don't have access to the
confirmed status.
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Near the top of the Booking window, EMS displays the building hours for the building that this
room falls under. The default is for a building to be open 24 hours, but you can specify special
building hours in configuration.

If applicable, a note will appear near the top of the window to indicate that the booking has
service orders. (Note: In this context, "service orders" refers to any booking detail, including
notes and other items that do not have true service orders.)

& Booking No. 897

Booking | Audit
Thiz Booking has Service Orders Building: Denver Adminiztration Building Open 7:00 Ak to 700 Pk
Boaoking
D ate: 1/3/2006 Mon E] Statuz: Confirmed v
Reserved: g008M  |[5] o (mOOPM 5] .
Lpdate Reservation Status: [
Rioom: EH - 24
Ewvent Setup
Tirne: 5:00 &M ] to |500PM ] Tupe Conference v
Coaunt: 4
: Meetin
Name: J Altendance: ]
Type: Clignt Meeting L
Booking Mo, 897 “5° speliing [ (] 4 ] [ Cancel l

If you change the date, time, room, or status for a booking, the system checks to see if the space is
available and lets you know if there is a conflict.

When changing status within a booking, you can check the Update Reservation Status check box
to have the reservation-level status changed at the same time.

If you need to change the same items on multiple bookings within a reservation, you can use one
of the many functions found under Tools on the Navigator window to make the changes in one
operation.

Also in the Booking window is the Audit tab. This shows when the booking was created and the
person who created it, as well as when it was last edited and the user who made the modification.

CAUTION: Resource availability is not verified if, after initially reserving a resource, you
manually change the date, time, or status of the booking. In these situations, it is best to verify
through the Resource Inventory Conflicts utility and/or reports that the resource is available.
Resource availability can be checked when using the booking tools if the system Parameters are
configured for that.

Booking Information in the Navigator

When a booking is selected in the left pane of the Navigator, several tabs are displayed in the
upper right pane:
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% Navigator - Meeting (Resenvation No. 330) (Booking No. B97)

Open Reservation

B | Meeting [Reservation No. 330] 4 Atachments ()

1/9/2006 Mon 300 AM - EH - 28

@ Drawings (0]

W Propeties 0 Reminders [0]

B(=]E

Print  Refresh | Settings

\:? Histary™

Booking Summany
Date: 1/9/2006 Mon
Rezerved: 9:00 AM - 5:00 PM
Ewent: 9:00 AM - 5:00 PM

Setup Type:  Conference
BookingMo.: 897

Booking Details (0]
Categomy Service Start

Room Charge  [none]

<

Event Mame: Meeting

Location: Denver Administration Building - EH - 2A
Status: Confirmed

Setup Count: 4

End

L Comments (0]

>

Booking Summary: This tab displays basic information about the booking, including
date, reserved and event times, event name, and status. The information is for display
purposes only and cannot be edited here.

Properties: The Properties tab also displays basic information about the booking, but
includes additional items such as event type, setup type, date added, and date changed.
The information is for display purposes only and cannot be edited here.

Reminders: Reminders are date-stamped entries about tasks that must be completed. They
can be added to, modified, or deleted from the booking here. For more information, see

the section on reminders.

Comments: Comments are text entries about the booking. (Note: Setup-type information
is generally indicated using a Notes-type resource category.) Comments can be selected
from a pre-defined list or entered free form. For more information, see the section on

comments.

Attachments: Attachments are documents, graphics or other files that you save with the
booking. To attach a file, click New, browse to find it, select it, and click Open. To view
an attached file, select it in the list of attachments and click View.
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% Attachment

Aftachment | Andit

Description: || |

Attachment: | |

Motes:

?Spelling [ QK ][ Cancel ]

Drawings: Drawings are room diagrams, created with your diagramming software that
can be stored in EMS. If you have indicated (under Settings > Preferences > Defaults
tab) which Default Drawing Application EMS should open, clicking the Create button
will launch that program. Note that drawings must be stored in a shared drive accessible
to all EMS users.

Preferences| Defaults |

Building: [(all |

Status: | Confimed v

Event Tupe: | Cliert b eeting v|

Event Name: |

Event Time: [gooeM | [3308M  |E)

Reservation Souce: | (not spesified) v|

Time Zone: [Mountain Time M) - (GMT -07.00] |

Drawing Application: | |

[ 0K H Cancel ]

History: The History tab provides detailed information on changes to the fields on the
Booking window. For each entry, the system shows the date of the change, the name of
the user who made the change, the name of the field that was changed, the old value, and
the new value.

Adding a Booking to a Reservation

1.

2
3
4.
5

Right-click on the reservation in the Navigator window, in the left pane.

Click the New button.

Choose Booking and the Reservation Wizard displays.

In the Reservation Wizard, specify the date(s) and time for your new booking(s).
Click Next.
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6. In the next window, choose one or more rooms to reserve.
7. Click Next.
8. Inthe last window, enter event name, event type, setup type, and setup count to have
them applied to the new bookings, or just accept the defaults.
9. Click Finish.
Changing Bookings
Changing a Booking

NOTE: Besides the steps described below, you can make some changes to a booking by right-
clicking on it in the Reservation Book.

1.

2
3
4.
5

Open the reservation (in the Navigator) that contains the booking to be edited.
Right-click on the booking on the left pane and select Edit. The Booking window opens.
Make changes to the settings as appropriate.

Click OK.

If critical information (date, reserved time, room or status) has been changed, the system
will require you to confirm the change. If other issues exist with the booking (it falls
outside of building hours, for example) the system will notify you of that as well.

Additional settings for the booking are in the tabs in the top right of the Navigator
window. Select the booking in the left pane, then modify the settings in the tabs.

To edit multiple bookings in the same operation, use the Wizards found under Tools on
the Navigator window.

Changing Times for Multiple Bookings

Use the Change Booking Date/Time wizard to change times or dates for multiple bookings at

once.

1.
2.
3.

Open the reservation in the Navigator window.
Click Tools > Wizards, select Change Booking Date/Time, and click Next.
Choose a Date setting, if desired:

e Reschedule Booking Earlier — Reschedules the bookings you select to an earlier
date based on the number of days you specify.

e Reschedule Booking Later — Reschedules the bookings you select to a later date
based on the number of days you specify.

¢ Reschedule Booking To Specific Date — Reschedules the bookings you select to
the date you specify.

Or choose a Times setting, if desired:

o End Booking Earlier — Sets the event end time and the reserved end time
earlier, by the amount of time you specify.
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¢ End Booking Later — Sets the event end time and the reserved end time later, by
the amount of time you specify.

o Reschedule Booking Earlier — Sets both the event start and end time and the
reserved start and end time earlier, by the amount of time you specify.

o Reschedule Booking Later — Sets both the event start and end time and the
reserved start and end time later, by the amount of time you specify.

e Reschedule Booking To Specific Time — Sets the event start and end time and
the reserved start and end time, for the bookings you select.

e Set Setup/Teardown — Sets the setup and/or teardown time for the bookings you
select.

e Start Booking Earlier — Sets the event start time and the reserved start time
earlier, by the amount of time you specify.

e Start Booking Later — Sets the event start time and the reserved start time later,
by the amount of time you specify.

5. Click Next.

6. Select bookings: Use Ctrl-click, click-Shift-click or the Select All button to select the
bookings you want to change.

7. Click Finish. If a conflict exists, you are notified of it in the Results column of the
Change Booking Date/Time Results window and no change is made.
Changing the Status of a Booking
In the Reservation Book, you can easily change the status of a booking, to cancel it for example.
1. Click the Book button. The Reservation Book opens.
2. Inthe Reservation Book, locate the booking you want to change and right-click on it.
3. Choose Edit and the Booking window opens.

Booking | Audit
Building: Denver &dministration Building Open &ll Day
Booking
Date: 5/21/2008 'wed E] Status: Pending Approval v
Reserved: 200PM ) w0 BOOPM |5 Reconfim: 8
Update Reservation Status: [
Roarm: EH - 24
Event Setup
Time: 2:00 PM E] to  |E:00 P E] Type: Conference v
Caunt: 5
: I eetin
e ? Altendance: 1]
Type: Internal Meeting v
Booking Mo. 5138 45 cpelling ok | [ cancel

4. Status: Select the new status for the booking.

5. Reconfirm Date: Enter a Reconfirm Date if required by the status.
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6. Update Reservation Status: Select this if you want the reservation status to be updated
as well.

7. Click OK.

Changing the Status of Multiple Bookings

The Change Booking Status Wizard allows you to change the status of multiple bookings in a
reservation in a single operation.

1. Open the reservation in the Navigator window.

2. Click Tools > Wizards, select Change Booking Status, and click Next. The Change
Booking Status window opens. (At the Reservation level, you can also click Change
Status.)

3. Status: The current reservation status is displayed to the right of this dropdown menu.
Select the new status you want to apply to the bookings.

4. Reconfirm Date: Enter a Reconfirm Date if one is required for the status you choose.

Update Reservation Status: Select Update Reservation Status if you want the status of
the reservation to be updated as well, applying to it the new status you have chosen.

6. Click Next.

(Resernvation No. 3992) - Change Booking Status

Select Bookings:

[ ate wheekday  Start End Building Room Event Status Service Orders
0 i Building i il .
Building
Building

Building

Building
ration Building

on Building Training Room & Partner Confirmed

Hide Carcelled Bookings:  []  Hide Old Bookings: [ selectal || Unselectal |
’ < Previous ” Firish ]

7. Select the bookings you want to change. To select multiple bookings, use Ctrl-click,
click-Shift-click or the Select All button.

8. Click Finish.
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To see only bookings for which changes could not be made, check Show Unchanged
Only in the results window. To access a particular booking, select it and click Go To.

Changing Booking Charges

The Edit Charges utility allows you to change basic billing information for one or more of the
bookings in a reservation. This utility allows you to change the quantity, price, pricing method,
and discount percentage for any of the billable items in a reservation. When you update figures on
the Edit Charges window, they are updated in the booking details as well.

1. Open the reservation in the Navigator window.

2. Right-click on the reservation or on a booking in the left pane and choose Tools > Edit
Charges.

If you selected a reservation, every billable item used in the reservation (i.e., in all
bookings) is shown on the Edit Charges window. If you selected a booking, billable items
for the booking only are shown.

Edit Charges [Reservation No. 115)

Categony: (il A

Date: 471352006 Thu Event Mame: Meeting

Rezerved:  2:00 PM - 5:00 PH Location: Denver Administration Building - EH - 1A

Event: 2:00 PM - 5:00 PH Status: Confirmed

Date Cateqgary Deszcription (uantity Pricing Method Frice Dizcount Min. Charge Max. Charge Fla
4/13/2006 Thu | Floom Charge | EH - 14 1.00 Hourly [Reserved Ti... | 25.00 100% n.on n.oo 000
< >
Total Charges: 75.00
Less Discount: -75.00
Met Charges: 0.00

3. To narrow the list of items displayed, select a Category.

4. Toedit an item, click in the appropriate cell and make the modification. To access cells
on the far right of the table, use the scroll bar at the bottom of the window.

5. Click Close to save your changes.

Changing Rooms for Multiple Bookings

The Change Room Wizard allows you to change the room for one or more of the bookings in a
reservation.

1. Open the reservation in the Navigator window.

2. Click Tools > Wizards, select Change Rooms, and click Next. The Change Rooms
window opens.
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(Reservation No. 115) - Change Rooms

(%) Search For Fooms
) Specitic Room | |

< Previous ] l Mest >

3. Select either Search for Rooms or Specific Room.

4. If you selected Search for Rooms:
a. Click Next.

b. In the next window, select the entry (i.e., the unique time/room combination) you
want to work with. For example, an 8 a.m. event and a 2 p.m. event in the same
room would be displayed as two items; multiple 10 a.m. bookings in the same
room but different dates are displayed as one item.

c. Click Next.

d. Inthe left pane, select the bookings that you want to move to a new room. To
select multiple bookings, use Ctrl-click, click-Shift-click, or the Select All
button.
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(Resernvation No. 115) - Change Rooms

Derwer Administration Building - EH - 14 2:00 PM to 5:00 P Location/Mew Status | Features
Date (1] Event Mame Statuz Search
4/13/2006 Thu Meeting Confirned Building: {all) v

Foom Specifications

| Selectdl | | Unselectal |

Caticel

Type: [all] w

Flaor: [all) -

Setup Type: | [all] v
Status

Status: Confirmed -

Update Resersation Status: Fi

7.

e.

h.

In the Status dropdown menu, select a status for the moved bookings. Optional:
Also enter other location and setup criteria, noting whether the setup type and
capacity information should be updated on the moved bookings and whether the
reservation status should be updated.

Click Next.

Select the desired room or rooms, by selecting them and using the arrow keys to
move them into the right column or by double-clicking them.

Click Finish.
A message box gives you the option to change more rooms; answer Yes or No.

If you selected Specific Room:

a.

b.
C.
d.
To see only bookings for which changes could not be made, check the Show Unchanged

Click the magnifying glass button beside the Room field and select the room.
Then click OK.

Click Next.
Select the bookings you want to move to a new room.
Click Finish.

Only box. To access a particular booking, select it and click Go To.

Click Close.

Changing Miscellaneous Information for Multiple Bookings

The Change Miscellaneous Booking Information Wizard allows you to change the following for
multiple bookings:
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e Event Name

e Event Type

o Setup Type

e Setup Count Attendance

1. Open the reservation in the Navigator window.

2. Click Tools > Wizards, select Change Miscellaneous Booking Information, and click
Next.

3. It the next window, select the boxes next to the items you want to change and enter
additional data, as applicable.

(Resemnvation No. 115) - Change Miscellaneous Booking Information

[] Event Name:
[] Event Type:
[] Setup Type:
[] Setup Count:

[] Attendance:

4. Click Next.

5. Select the bookings you want to change. To select multiple bookings, use Ctrl-click,
click-Shift-click, or the Select All button.

6. Click Finish.

Moving a Booking to a Different Reservation

The Move Bookings Wizard allows you to move bookings (and their associated booking details)
from an initial reservation into a second reservation or into a new reservation.

The booking is completely removed from the initial reservation. (Note: This may cause the initial
reservation to become empty. You can remove it by running the Delete Old Data tool.)

1. Open the reservation in the Navigator window.
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2. Click Tools > Wizards, select Move Bookings, and click Next.

3. It the next window, indicate whether the booking(s) should be moved to an Existing

Reservation (enter the number) or whether to create a New Reservation and move the
bookings there.

(Reservation No. 115) - Move Bookings

tove Bookings to:

(%) Esisting Feservation

() Mew Reservation

[ < Previous H Mext » l
4. Click Next.

5. Select the bookings that you want to move. To select multiple bookings, use Ctrl-click,
click-Shift-click, or the Select All button.

6. Click Finish.

The reservation (the destination for the bookings) is temporarily added to the left pane in
the Navigator for the initial reservation.

Overriding Existing Bookings in a Room

System administrators can use the Override Existing Bookings utility to change all bookings in a
specific room, across a specified date range.

1. Go to System Administration > Tools > Override Existing Bookings Utility. The
Override Existing Bookings Utility window opens.
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& Override Existing Bookings Utility =13
Builditg: | w | Status: | w |
Owveride Existing Bookings Conflict Status: | w |
Start Date: l:IE] Update Reservation Status:
End D ate; l:IE]
Ewent Mame: | |

Group/Contacts

Group: | b’ |
[ ] [ ]
| | | |
[ ] [ ]
| | | |

2. Enter the criteria for the bookings you want to override. The minimum required criteria to
view the bookings are Building, Room, Start Date, and End Date.

3. Click View Bookings to see which bookings will be overridden and click Close to exit
from the View Bookings window.

% View Bookings |Z| @fgl
Date Fes Start Fesz End Event Start Event End Time Zone Fiaan Event Graup Status Booking [T
5/13/2008 Mon  8:00 AM .00 Ak 8:00 A 3.00 Ak T EH - 14 Confirmed 7702
B/20/2008 Tue 900 AM 12:00 P .00 Abd 12:00 P T EH - 14 Confirmed 5688
B/21/2008 Wed 800 AM 300 Ak 2:00 A 300 Ak T EH - 14 Confirmed 7701

4. To override the bookings, click Finish from the Override Existing Bookings Utility
window.
Changing Counts

The Edit Counts utility is used to enter or update the following:
e Setup counts and attendance numbers for bookings
o Estimated, guaranteed, and actual counts for catering services
e Booking detail item counts
This section describes the steps to do these tasks.
1. Open the reservation in the Navigator window.
2. Click Tools > Edit Counts.
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Edit Counts (Reservation No. 115])

Bookingz
Date Start End Time Zone  Building Foom Ewent Status Setup Count  Attendance
4342006 Thu | 200 PM | 500 P | MT Denver Adminigtration Building | EH - 1B Meeting Confimed |5 0

3. Toedit a count, go to the appropriate cell and make the modification.

4. Click Close to save the change.

Copying Bookings

Copying a Booking

In the Reservation Book, you can copy an existing booking and use its settings either to create a
new booking in a new or existing reservation.

1. Click Book in the main toolbar. The Reservation Book opens.
2. Locate the booking you want to copy and right-click on it.

3. Choose Copy Booking from the menu. The settings for the booking you chose are shown
in the Copy Booking window.
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% Copy Booking

Copy Booking to:
Booking
Date:

Rezerved:

Foom:

Event

Tirne:

M arne:

Type:

Copy Reminders:

Copy Comments;

) Mew Reservation

Copy Booking Details:

B/21/2008 wed (=]

00PM -] o [BOOPM ]
EH- 24
00PM -] o [BOOPM ]
Meeting

Internal Mesting w
Category Service Start End
| Selectal || Unselectal

(%) Ewisting Reservation 3056

Shabus: Caonfirmed w
Update Reservation Status:  []
Setup
Tupe: Conference w
Caunt: 5
Attendance: 0
[ aF. l [ Cancel ]

4. Modify these booking settings now before you copy the booking, if desired.

Select one of the following at the top of the window, depending on where you want to put
the new copy of the booking:

a. New Reservation: Creates a new reservation and adds the booking into it.

b. Existing Reservation: Enter the reservation number. If you copy onto an
existing booking, the new settings will overwrite the current settings.

6. Click OK. If there are no conflicts, the target reservation will open in the Navigator

window.

Copying Multiple Bookings

The Copy Bookings Wizard allows you to copy one or more bookings to a new date or to a set of
dates, within the same reservation or within a new reservation. (Note that the bookings are copied
and pasted, not moved.)

1. Open the reservation in the Navigator window.
2. Click Tools >Wizards, select Copy Bookings, and click Next.
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(Reservation No. 115) - Copy Bookings

(*) Copy To Reservation Mo.: 115
() Copy To Mew Reservation:
Mews Start Date: 592008 |2 Copy Reminders:
Mews Status: Pending Approvwal w Copy Comments:
Bl Dt E] Copy Uzer Defined Figlds:
Copy dsttachments:
Canflict Status: Wwhait List LV ;
Copy Drawings:
Recanfirn Drate: E]

Copy Booking Details: Description

Setup Motes

[ selectal | [ Unselectall |

3. Choose whether the bookings should be copied to an existing reservation or to a new
reservation:

a. Copy to Reservation No.: Copies to an existing reservation. Click the search icon
and locate the reservation.

b. Copy to New Reservation: Creates a new reservation and copies the bookings
into it.

4. New Start Date: Enter the date for the copied booking (the booking with the earliest date,
if copying more than one booking).

5. New Status: Select the status for the bookings that will be created.

6. Reconfirm Date: Enter this date if required by the New Status.

7. Conflict Status: This is required if the New Status you selected is one that could cause the
new bookings to be in conflict with existing bookings.

8. Reconfirm Date: Enter this for the Conflict Status, if required.

9. Copy Reminders, Copy Comments, Copy User-Defined Fields, Copy Attachments, Copy
Drawings: Check these items if you want to copy them into the new booking.

10. Copy Booking Details: If any of the bookings have booking details, the categories of
those details are shown in the Copy Booking Details list. By default, all categories are
selected, meaning the new bookings will have the same details as those in the existing
booking. Use Ctrl-click, click-Shift-click, or the Select/Unselect All buttons to choose
the appropriate categories.

11. Click Next.

12. Select the bookings that you want to be re-created. Use Ctrl-click, click-Shift-click, or the

Select All button to select multiple bookings. Note: New bookings are created using the
New Start Date you specified and following the pattern of selected bookings.
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13. Click Finish.

Before allowing the copy, EMS verifies both room and resource availability. When the
process is complete, a “Changes made successfully” message displays and the new bookings
are shown in the Navigator, either under the existing reservation or in the new one.

Deleting a Booking

IMPORTANT: Bookings cannot be retrieved after you have deleted them, even if you opt to view
deleted items in the Options window. They are not sent to any kind of recycle bin.

Note: In order to delete an item, it must first be cancelled. However, you are not required to
delete bookings just because they are cancelled. You may want to keep cancelled bookings for
historical or auditing purposes.

1. Open the reservation (in the Navigator) that contains the booking you want to delete.

2. Inthe left pane, right-click the booking you want to delete and choose Edit. The Booking
window opens.

Booking | Audit

Booking
Date:

Reserved:

Foom:

Ewent

Time:

Mame:

Type:

Thiz Booking haz Service Orders

Building: Denver ddminigtration Building Open All Day

|zoopM ) w0 [m00PM |5

|

[zo0PM | e [s00PM ()

|Meeting

|Elient heeting

"]

Status: | Pending Approveal ~ |
Reconfim: E]
Update Reservation Status:  []

Setup
Type: |SpeciaI£See Motes w
Count: I:I
Attendance: I:I

Booking Mao. ¥851

A.:C Speliing [ Ok l ’ Cancel ]

3. From the Status dropdown list, select a “cancel”-type status (Cancelled, Cancelled no
charge, or Cancelled w/ Charges).

4. At the Cancel Status window, indicate the reason for the cancellation and the person who
requested the cancellation. Also enter notes if appropriate. Click OK.

Reason:
wiho Canceled:

MHates:

|[n0ne]

W

e Spelling I

ak. ] l Caticel

]

5. Back at the Booking window, click OK.
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6. The system then displays a message indicating that you are changing critical booking
information. Click Yes to confirm the change. In the Navigator window, the booking
displays with a Cancelled status.

% Navigator - Meeting (Reservation No. 115) (Booking No. 7891)

Open Reseryation

Print  Refresh | Settings

= Meeting (Feservation No. 115) 4 Mtachments (0] @ Drawings [0) ) History®
4/1372006 Thu 200 PM -EH - 1B Booking Summary s P i B Reminders (0 @ ts [0
8 5/15/2008 Mo 2:00 Ph - EH - 16 @ 2= 3 Fennders (0 < Comneoks )
[rate: 5/19/2008 Mon Event Mame: Meeting
Rezerved: 2:00 PM - 5:00 PM Location: Denver Administration Building - EH - 1B ——
Ewvent: 2:00 PW - 5:00 PM Statusz: Cancelled
Setup Type:  Special/See Motes Setup Count: 5
Booking Mo 7891
Booking D etailz (0]
Category Service Start End
@ Setup Matez  [hone]
< S [

X

7. Inthe left pane, right-click the booking you just canceled and click Delete.

8. Click Yes to confirm the deletion. The Navigator window displays with the cancelled
booking removed. Note that you can also hide old and cancelled bookings from within
the Settings section.

Locked Bookings

Under certain circumstances, bookings or booking details can become locked. Locked items are
displayed for the user, but they cannot be changed or deleted. This locking may affect the basic
booking information (date, time, room, etc.) or the details for the booking (catering, equipment,
etc.). Locks can be independent of one another - just because one item is locked does not mean

other items in the reservation are locked.

NOTE: If the system Parameter named Lock Booking Details If Booking Is Locked is set to Yes,
then locking a booking prevents booking details from being added or edited.

Bookings can be locked in the following situations:
o Insufficient security
e Old bookings

¢ Invoiced bookings

Insufficient Security

Bookings are considered to be locked because of insufficient security if any of the following are
true:
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e The user does not have access to the editing process.
e The user does not have access to the room in which the booking is scheduled.
o The user does not have access to the status that has been applied to this booking.

If a booking is locked due to insufficient security, you are prevented from changing booking
information but you can still add, delete, or modify booking details.

Old Bookings

A booked event is considered locked a certain number of days after it has taken place. This
number of days is set by your system administrator within the system Parameters. Old bookings
are locked to prevent users from changing the facts surrounding a past event, which would cause
discrepancies between documents printed for the event (confirmation, invoice, etc.) and the
information in EMS.

When a booking is locked because it is old, all of its details are also locked. Existing details
cannot be edited or deleted, and new details cannot be added. Consequently, it is important to set
the Lock Bookings parameter to a number of days that will allow you to make the additions and
modifications that are normal after a booking (entering actual attendance counts, for example).

Invoiced Bookings

When creating an invoice for a booking, you can bill for the entire booking (the room fee plus the
fees for all of the booking details) or for only certain items that you choose (for example, the
room fee and the equipment fees but not the catering fees).

Either way, items that have been invoiced are locked. For resources, this means that existing
resource items that have been invoiced cannot be modified or deleted. It does not, however,
prevent you from adding resources. For rooms, it means that you cannot edit the room charge.

Attendance

Recording Attendance for Bookings

The Attendance Entry tool allows you to view and enter attendance for bookings. This tool does
not deal with reservation-level attendance.

The Attendance Entry window contains a list of bookings that occurred on a particular date and
shows you the number of people who attended.

Attendance numbers you enter do not replace the setup count (i.e., the estimated attendance) you
entered prior to an event; reports that give attendance information generally provide both of these
numbers.
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1. Go to Reservations > Other > Attendance Entry. The Attendance Entry window opens.

Date: 4/29/2008 (=]

Building: Houston Satellite Dffices “

Status: [all) hd

Date Start End Time ... Grouo Event  Building Room Status Setup Count | Actual Attendance
42942008 Tue | 73080 [ 10:30AM |CT Stacey Whala |doct.. | Houston Satellte Offices | Barton WC Foom | Web Request | 15 a

< >

2. Date: Specify a date (future dates not allowed). Then the bookings for that date will be
listed in the lower part of the window.

Building: Specify a building to narrow the list of bookings, if appropriate.
4. Status: Specify a booking status to narrow the list of bookings, if appropriate.

In the booking list, enter attendance figures in the Actual Attendance column on the far
right of the table. Scroll or expand the window as needed.

6. Click Close.

Viewing Individual Visitors

You can search for visitors (event attendees) who have been entered in an Attendees category as
part of a booking.

7. Go to Reservations > Other > Visitors. The Visitors window opens.
8. Date: Select a date when the visitors will be attending an event.
9. Visitor: To search for a specific visitor, enter the visitor’s name.

This field is not case-sensitive. You can enter part of the name, with asterisks
representing unknown portions of the name. For example jef* would find Jeff, Jeffrey,
etc. *smith would find all persons with that last name, including Robert Smith and Jane
Goldsmith. *jack* would find both Jack Cooper and Mary Jackson.

10. Group: To search for visitors from a particular group, type some or all of the group’s
name. You can search for parts of names, the same as with the Visitor field.

11. If applicable, check the Include Checked In checkbox.

12. Building: To limit your search to a specific building, select it from this list. (After
clicking the dropdown menu, you can specify a Building, Area, or View.)

13. Click Display to see a list of all visitors for that date. You can now do any of the
following:
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e Select a visitor and click Open to open the reservation containing the booking
that person is attending.

e Click Check In to check in a visitor. This adds a date and time to the visitor’s
record.

e Undo Check In: Highlight an attendee from the displayed list in the Visitors
window and click this button to reverse the check in.

e To export the list to Microsoft® Excel, click Export.
e Click the Print button to view or print details about the visitors shown in the list.

14. Click Close when you are done.

Booking Details

Booking Details are the resources and services that you assign to a booking.

Booking details, also called resource categories, might include resources such as equipment,
catering items, personnel, or any other types you define. Other intangible items like setup notes
and miscellaneous charges are also considered booking details.

When you create a category and items, the system creates a subfolder under the booking folder in
the left pane of the Navigator. Category information is also displayed in the top right of the
Navigator window, and items are displayed in the bottom right.

Buildings and categories can be configured so that a particular category can only be used in a
certain building or buildings. Excluded categories do not then appear as options when adding
booking details.

Resources, Room Charges, Activities, Attendees, and Setup Notes are also booking details.
Activities are agenda-type items within a booking.

Service Orders

Some details assigned to bookings are given service orders. A service order is a request for
resources that specifies a starting and ending time for use of the resource, as opposed to resources
needed during the whole event. For example, catering services always have accompanying
service orders that indicate when the service is to take place (such as from 11 a.m. to 1 p.m.
within an event that runs from 9 a.m. to 5 p.m.).

Other types of resources might require service orders as well. If items from a resource category
named A/V Equipment can be used for brief periods in the middle of long events, you can, using
service orders, assign those items for just the time needed and then have a technician remove
them.

For categories with service orders, you can create multiple service orders in the same booking.
For example, you might have a number of catering services (breakfast, lunch, and afternoon
refreshments) in the course of an event. If that is the case, you will see multiple folders on the left
side of the Navigator window, each representing a unigue service order.
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In general, service orders are made up of service type, start and end times (end time is optional),
and a unique, system-generated service order ID. For catering service orders, you can also
indicate estimated count, guaranteed count, and actual count.

When defining your resource categories, you indicate whether or not the category allows for
service orders. If you reserve an item from a category that does not have service orders, your only
choices are to reserve the item for the event time or for the entire reserved time.

NOTE: For service orders, service type will be filled in automatically if a default service was
selected when the category was defined in Configuration. To override the default, select a
different service. Similarly, if the Parameter called Default Service Order Times and Count from
Booking is set to "Yes," the event time and setup count for the booking are automatically filled in
for the service order. Again, you can override these defaults.

Typically, service orders will fall within your reserved time. However, if the Validate Service
Order Times Against Booking item in Parameters is set to No, you can create service orders
outside of the reserved time. However, you should use caution when doing so.

Adding a Booking Detail
1. Open the reservation (in the Navigator) that contains the booking you want.
2. Right-click on the booking in the left pane of the Navigator.

3. Select New and select a resource category from the menu. The next steps vary somewhat,
depending on the type of resource chosen.

4. Catering, Resources with Service Orders: If the category requires a service order, a
window opens where you must select a Service. Then enter a Start Time and (optional)
End Time. If any settings for Reviewed, State and counts (estimated, guaranteed, and
actual) are shown, you may indicate these as well. Click OK to proceed.

5. Catering, Resources with Service Orders, Resources without Service Orders: A window
opens, where you may select a Grouping to narrow the list of items if necessary. Choose
items by indicating a Quantity and double-clicking the item(s) or highlighting the items
(s) listed under Resources. Click Select.

6. Room Charge: Enter the Sequence, Notes, Quantity, and Pricing information that apply
to this booking. Click OK.

7. Asyou choose items in the selector window, they are added to the Navigator window as
booking detail items. When you have finished adding items, click Close in the selector
window.

8. To further configure the booking detail, select it in the lower pane of the Navigator
window and click Edit.

Depending on the type of resource, you may be able to add information about pricing,
time in use (how long out of inventory), whether the item should print on internal reports
only (meaning it would be excluded from external reports like a confirmation), and any
notes or special instructions. If an item has been defined as allowing users to override
description, you can edit the item and change the description field to whatever you like
(Customer's Data Projector, for example).
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Adding Booking Details to Multiple Bookings

1.

Open the reservation (in the Navigator) for which you want to add booking details to
multiple bookings.

Click Tools > Wizards, select Add Booking Details, and click Next.
In the next window, select the category to which you want to add details and click Next.

Depending on the category you select, you can add additional information such as the
Service, Reviewed, State, Start Time, and End Time. Click Next to proceed.

In the next window, choose the items you want to reserve by selecting a Grouping,
specifying a Quantity, and then moving the items from the left column into the right
column.

If you selected a Note-type category, enter the text and select a Display Type.

To edit information about an item (notes, pricing, etc.) select the item in the right pane
and click Edit. The Details window opens. Make the desired changes and click OK to
return to the Add Booking Details window.

Click Next.

In the next window, select the bookings to which you want to paste the details; using
Ctrl-click or click-Shift-click to select multiple bookings.

Click Finish.

Adding Items to Multiple Booking Details

The Add Item Wizard allows you to add items (including notes) to the booking details for
multiple bookings in the same reservation.

IMPORTANT: This wizard only adds items from categories that are already in use in bookings. For
example, it cannot be used to add catering items to a booking if the booking does not already
have at least one catering item.

1.
2.

Open the reservation in the Navigator.

Click Tools > Wizards, select Add Items Wizard, and click Next. The Add ltems
window opens.

Select the category from which you want to add items.

If the category includes service orders, fields will be displayed where you enter a service
and other required information.

Click Next.

The next step varies depending on what type of item you are adding. Enter the
appropriate information. For example, for resources with service orders, choose the items
you want to reserve by entering a Grouping and Quantity and then moving the items
from the left column into the right column. For a Note-type category, enter the note text.

Click Next.
Select the bookings to which you want to add items.

Click Finish and the “Changes made successfully” message displays.

Confidential

58



EMS Workplace 5.2.1/EMS Campus 2.2.1/Enterprise 5.2.1/EMS Legal 5.2.1 User Manual

Changing a Booking Detail

1.

2
3.
4.
5

Open the reservation (in the Navigator window) that contains the booking detail.

In the left pane, expand the folder for the booking where the booking detail is located.
Right click on the booking detail and choose Edit from the menu.

Change the settings as desired.

Click OK.

Copying Booking Details among Bookings

The Copy Booking Details wizard allows you to copy the details from one booking and paste
them into another booking. This copy and paste operation can be performed between two
bookings in the same reservation or among bookings in different reservations.

1.

Open the reservation (in the Navigator) that contains the booking to which you want to
copy booking details.

Click Tools > Wizards, select Copy Booking Details, and click Next. The Copy Booking
Details window opens.

(Resenvation No. 115) - Copy Booking Details

Copy From Reservation Mo 115

Event Mame: Meeting

Group: Groupl

Categony: [all] w

Select Booking Details to copyw

Date Service Start | Service End | Building Foom Category Service Booking ID
4132006 Thu Denver Administration Bulldng  EH - 1B Setup Motes [hione) 363
4132006 Thu Denver Administration Bulldng  EH - 1B Room Charge [hione) 363
4132006 Thu Denver Administration Bulldng  EH - 1B Seattle - Services [none) 363

In the next window, open the reservation booking containing the details you want to
copy.

The default is the current reservation. To choose a different reservation, click the
magnifying glass icon, enter the Reservation Number, and click OK.

Select the booking details you want to copy.
Click Next.
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6. Select the bookings to which you want to copy the booking details. To select multiple
bookings, use ctrl-Click, click-Shift-click, or the Select All button.

7. Click Finish.

Deleting Booking Details from Multiple Bookings

The Delete Booking Details Wizard is used to delete an entire category of resources from
multiple bookings in the same reservation.

1. Open the reservation in the Navigator.
2. Click Tools > Wizards, select the Delete Booking Details, and click Next.

3. Select the categories you want to delete. Use ctrl-Click, click-Shift-click, or the Select
All button to choose multiple items.

4. Click Next.

Select the booking detail(s) that you want to delete. Use ctrl-Click, click-Shift-click, or
the Select All button to choose multiple items.

6. Click Finish and the “Changes made successfully” message displays.

Deleting Booking Details

1. Open the reservation (in the Navigator window) that contains the booking detail you want
to delete.

2. To delete all booking details of a certain category: In the left pane, right-click on the
booking detail folder for that category (Room Charge, Drawing, etc.). Click Delete.

3. To delete a single booking detail item: In the left pane, open the booking detail folder that
contains the item. Right-click on the item and select Delete. This message displays.

Verify Delete

?,/’ Is it OF to delete this Booking Detail?
H".

4. Click Yes to return to the Navigator window.

Deleting an Item from Multiple Services

The Delete Items wizard can be used to delete resource items of a particular category type from a
reservation. The category must be one that includes service orders.

1. Open the reservation in the Navigator.
2. Click Tools > Wizards, select Delete Items, and click Next.

3. Select a Category and (optionally) a Grouping. EMS displays a list of the items for that
category and grouping that are in use in the reservation.

4. Select the types of items you want to delete. Use ctrl-Click or click-Shift-click to select
multiple items.
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5. Select Delete Empty Categories if you want empty categories to be deleted as part of
this process.

6. Click Next.

7. Select the items you want to delete. Use ctrl-Click or click-Shift-click to select multiple
items.

8. Click Finish.

The Resource Calendar

The Resource Calendar shows how many of a particular resource are needed for each day of the
month. By clicking on a date, you can list the items for that day and from there, you can open the
Navigator window and edit the item.

Using the Resource Calendar

1. Inthe Main Menu, go to Reservations > Reservations > Resource Calendar. Note:
Using the filter in the Resource Calendar is similar to using it in the Browser. For
detailed information on using filters, see the Browser section of this manual. Functions
under the Advanced button follows.

Prink Export Opkions
Fiter | Results

Month: May w Reset l [ Advanced »

Year 2008 -

Include Cancelled: il

Categaorny: hd

Status: (all) A

2. Select a Month and Year.

3. Click Get Data. EMS shows the Resource Calendar on the Results tab. A number in the
lower left of a date indicates the number of resource items scheduled for that day.

4. Click a date to see a list of the items for that date. Sort the list by clicking a column
heading. Double-click an item in the list to open it.
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5. Print or Export the list or the calendar if appropriate. To print data from the Calendar,
click Print. To export the list of items displayed to Microsoft Excel®, click Export.

Resource Inventory Conflicts

Conflicts occur if bookings at the same date and time require the same resource. When you
reserve resources (e.g., equipment, personnel, etc.) for an event, EMS checks the available
guantity and notifies you if there is not enough of a particular item to accommodate your event.
(This assumes you enabled the Maintain Inventory setting when defining the resources.)

In addition to the resource usage reports that you can print to detect this type of situation, you can
run the Resource Inventory Conflicts utility from within a reservation. Doing so determines if any
of the bookings in the reservation share in a resource conflict.

IMPORTANT: If you receive an inventory conflict message, you have the option of ignoring it and
over-committing the resource. However, while you are now aware that the resource is over-
committed, other EMS users are not necessarily aware you have over-committed an item.

Checking for Resource Inventory Conflicts
1. Open the reservation in the Navigator window.
2. Click Tools.
3. Select Resource Inventory Conflicts.
4

Review the displayed message or report. If there are conflicts, a report is displayed
explaining them. You can then edit the booking details for one or more bookings to
resolve the conflict.

Groups

Groups are the entities who make reservations at your facilities.

Group is the generic term used in EMS. You can change the Group label used throughout EMS to
another label that fits your organization better, such as Employees or Customers. This change is
completed in the system Parameters; see the EMS Setup Guide for more information.

The Groups window in EMS serves as an organizer for your groups. From this window, you can
accomplish tasks, such as the following:

e Add a new group.

e Quickly access the reservations for a group.

o List all the groups of a certain type.

e Print or export a list of groups for sales or marketing purposes.

e Change a group’s status, for example from “good” to “warning.”

e Attach reminders or comments to a group.
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Adding or Changing a Group

To create a new group or to edit a group’s information, click on the Groups button on the main
toolbar (or choose Reservations > Reservations > Groups).

To add a new group, click the New button.
To change a group, select the group and click the Edit button.

For more details, see the section on defining groups in the EMS Setup Guide.

Viewing Group Reservations

If you are looking for a reservation and you know its group, using the Groups window is often the
quickest way to find the reservation.

Click the Groups button in the main toolbar and then select a group. The Reservations tab shows
the group’s reservations.

See the Reservations section for details.

Viewing One Type of Group Only
You can view groups of one type only.

1. Click the Groups button on the main toolbar (or you can choose Reservations >
Reservations > Groups). The Groups window opens.

2. Go to the Type dropdown menu at the top of the window.

Skarts wWith: G0 | Search By Group = Tope: (all) -
Group [61] City State Group Type [hohe]
QQ Groupl City ST [none] Eﬂgﬁ:e
£F Group2 [none] Olutside
3. The default is to show all groups. To show only one type of group, select the group type
from the list.

(Group Types are defined in Configuration > Other > Group Types. See the EMS
Setup Guide for more information.)

4. To print or export the list, click the Print button.

Printing and Exporting Group Information

1. Click the Groups button on the main toolbar (or you can choose Reservations >
Reservations > Groups). The Groups window opens. By default, all groups are
displayed.

2. (Optional) Restrict the group information displayed by specifying the appropriate settings
in the fields at the top of the window — Starts With, Search By, or Type. You can
further specify what is displayed by clicking the Options button in the top right corner of
the window.
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3. To print or export the information currently shown in the lower panel, click the Print
button. Choose the appropriate command from the menu.

[
List
Export List To Excel
Contack Summary

Skaktus Exceptions

‘oided Transaction Report
Ageing Report
General Ledger Distribution

If you highlight a Group in the Groups window, this is the Print menu that’s available:

I
Lisk
Expart List Ta Excel
Conkack Summary

Skatus Exceptions

Transaction Repart
Statements

Voided Transaction Report
Ageing Repork

Gaeneral Ledger Distribution

4. Click Close when finished printing the Transaction Report, Statements, the Voided
Transaction Report, the Ageing Report, or the General Ledger Distribution.

Adding Reminders and Comments to a Group

1. Click the Groups button on the main toolbar (or you can choose Reservations >
Reservations > Groups). The Groups window opens.

Select the desired group from the list. Tabs appear at the bottom of the window.
Click the Comments or Reminders tab, as appropriate.

Highlight a contact.

Click the New button to the right of the tab.

Enter the information for the comment or reminder.

N o gk~ DN

Click OK to save the new Contact information and return to the Groups window.

Change Group Wizard

The Change Group Wizard allows you to change any of the following types of group data for
every group in your database, replacing a selected value with a new value:

e Account

e Event Coordinator
e Group Type

e Payment Type
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Pricing Plan
Sales Category

Salesperson

For example, suppose the default payment type is set to check for some groups in your database.
If your organization decides to no longer accept checks, you can use the Group Change Wizard to
set purchase order instead as the default payment type for those groups.

Using the Change Group Wizard

1. Go to System Administration > Tools > Change Group Wizard.
& Change Group Wizard Q@E|
Select a property to change:
Account w
2. Inthe Change Group Wizard window, select the property you want to change.
Click Next.
4. In the second window, select the value to change. EMS displays how many groups will
be affected by this change.
5. Click Next.
6. In the final window, select the new value.
7. Click Finish. EMS informs you that the change has been made.
Changing Group Status
EMS lets you assign a billing status to each group. Groups can be set to an OK, warning, or bad
status.
1. Click the Groups button on the main toolbar (or choose Reservations > Reservations >

Groups). The Groups window opens.

Highlight the desired group and click Edit or simply double-click on the group. A
window opens.

Click the Billing Information tab.

Go to the Status dropdown menu and specify a status. The default statuses are named
OK, Warning, or Bad. However, these group status labels can be changed in the system
Parameters. For example, “Bad” could be changed to “Do Not Reserve.” By default,
groups are assigned the OK-type status and will retain that until you change it.

Click OK.
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Sending Email to Groups

1. Click the Groups button on the main toolbar (or choose Reservations > Reservations >
Groups). The Groups window opens.

2. Select one or more groups in the list. Use Ctrl-click to select multiple groups.

Note: Verify that an email address has been set for the group. After selecting a single
group, look at the Contacts tab at the bottom of the window. If no address appears in the
Email Address column you can click the Edit button and add one.

Click the More button.

Choose Email from the menu. An email form opens.
Enter the email subject, message body, etc.

Click Send.

o 0 &~ w

Specifying a Group for a Reservation

When making a reservation you specify a group. The method used to choose the group depends
on how EMS parameters are set.

If the Groups & Contacts - Offer Dropdown Selection of Groups parameter (System
Administration > Settings > Parameters) is set to Yes, you can select a group by choosing it
from the dropdown list or by tabbing to the Group field and entering the group's name to find it in
the list.

If the Offer Dropdown Selection of Groups parameter is set to No, you must click the magnifying
glass icon next to the Group field to search for the group. At the Groups window, you can enter
part of the group name, prefaced with an asterisk if your search string is in the middle of the name
(for example, *Evans would find "Dean Evans and Associates, Inc." as well as "Stevansen
Technology") and then press Enter to search for the group, select it, and then click Select.
Searches can be performed, based on Group Name, Contact Name, External Reference (if the
Allow Search By External Reference parameter is set to Yes), or Group Type. To limit the
number of groups returned by your search, click Options in the upper right corner of the Groups
window and make a selection.

Show Active Groups Show Active Contacts
[] Show Inactive Groups [] Show Inactive Contacts
[] Show Old Reservations

Mumber OF Records To Retun

O 100 O 250 ) 500 () 1000 (%) 2500

[ ]S l[ Cancel l
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The Dashboard and Related Tasks

The Dashboard window shows tasks awaiting your attention.

If there are items that need your attention, the Dashboard window will open when you first login
to EMS and the Dashboard button in the main toolbar will flash for a moment. (You change
these default behaviors using the Options in the top right of the Dashboard window.)

You can also open the Dashboard at any time by clicking the Dashboard button on the main
toolbar.

Note: An asterisk in the tab name, such as Notifications*, means there are items in that tab that
you have not reviewed or processed.

£% Dashboard

[T Show New Only Notification Date (0} « Type Booking Date Start End Time Zone Buil
Notification Rule (2) - P
ﬂ—l ﬂ Show
[~ Reviewed
«_ Reminders
v Unreviewed

o Vieb Reservations

& Web Requests

['3 Wait List

“~ Reconfirm Dates

~ Building Hour...

il Analytics

[E= At A Glance ( | D

Close |

The Dashboard contains the following tabs:

¢ Notifications: Notification rules can be set up to alert you of additions or changes to
EMS such as new bookings, changes to services orders, new Web Users, etc. If you are
not included in any current notification rules in the system, the Notifications tab will not
be included in the Dashboard.

¢ Reminders: Reminders are date-stamped entries about tasks that must be completed.

o \Web Reservations: Web reservations are created by users of Virtual EMS. Web
reservations are often configured to come in with an Info Only-type status, after which
they can be reviewed and changed to a Confirmed-type status.

o \Web Requests: Web requests are created by users of Virtual EMS. Web requests do not
become actual reservations until you approve them. Web requests generally have less
specific information about the event than web reservations do.

Confidential



EMS Workplace 5.2.1/EMS Campus 2.2.1/Enterprise 5.2.1/EMS Legal 5.2.1 User Manual

e Wait List: Displays events with a Wait-type status.

¢ Reconfirm Dates: Statuses can be configured to require a reconfirm date. When an event
has this type of status and the reconfirm date arrives, the event will show up in the
Reconfirm Dates tab of the Dashboard. This acts as reminder that the reservationist
should revisit the event, to possibly change it to a confirmed status.

e Building Hours Exceptions: This tab shows bookings that are outside of building hours.

e Analytics: Specific queries built using the Query Builder can be published to the
Dashboard for easy access to statistics and charts.

e Ata Glance: This tab shows booking statistics for your facility to provide a high-level
indication of overall activity. Statistics include number of bookings by category, group
type, event type, reservation source, room type and status.

Options in the Dashboard

In the Dashboard, you can set the following options by clicking the Options button in the top
right corner of the window.

£% Dashboard Options 1o x|

[ Open Dashboard At Startup i ftems Exist

¥ Show Reminders ¥ Show Wait List

¥ Show Web Reservations ¥ Show Reconfim Dates

¥ Show Web Requests ¥ Show Building Hours Exceptions
¥ Show Analytics ¥ Show At A Glance

"Thru Today" includes xoc Days Priorto Today: I?

— Activate Hashing Indicator For:
— Motifications

{* Automatically At Startup Only © Mever

— Reminders
' Automatically ¢ At Startup Only €& Mever

—Web Reservations
" Automatically © At Startup Only & Mever

—Web Requests
™ PAutomatically At Startup Only % Mever

— Wait List
(% At Startup Only ¢ Never

— Recorfim Date Reminders
(¥ At Startup Only  © Never

r— Building Hours Exceptions
¥ At Startup Only ¢ Never

ok | cance |

Open Dashboard at Startup if Items Exist: Check this to have the Dashboard open
automatically upon login.
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Show... tabs settings: Select the tabs you want to show on the Dashboard: Show Web
Reservations, Show Web Requests, Show Wait List, Show Reconfirm Dates, Show Building
Hours Exceptions, Show Analytics, Show At A Glance.

Thru Today includes xx Days Prior to Today: Specify how far into the past reminders should
display for the “Thru Today’ view.

Activate Flashing Indicator for: The options in this area can be set according to the individual
tabs in the Dashboard. These options determine when the Dashboard button in the main toolbar
will flash for that tab. The options are Automatically (whenever new items occur), At Startup
Only (on login), or Never for:

e Notifications

e Reminders

e Web Reservations

o \Web Requests

e Wait List

e Reconfirm Date Reminders

e Building Hours Exceptions

Notifications

Notifications keep EMS users aware of new bookings and service orders as well as changes to
existing bookings and service orders.

These rules specify the notification conditions for EMS data additions or changes. (See the EMS
Setup Guide for details about setting up Notification Rules.)

If Notification rules that include you are defined in the system, a Notifications tab will appear in
the Dashboard window.
Viewing a Notification

When you have a notification, the Dashboard button on your main toolbar will flash red for a
moment and then remain solid red. Then, when you open the Dashboard window, the notification
is displayed in the Notifications tab.

Click Refresh to have the system check for notifications that have been issued since you opened
the window.

1. Go to the Dashboard window. If it’s not already open, click the Dashboard button in the
main toolbar.

2. The Notifications tab is shown by default when you first open the Dashboard. If you ever
need to show it again, click the Notifications tab in the lower left of the Dashboard
window.

If needed, select the appropriate Notification Rule in the left pane.
4. Select a notification in the top right pane.

Click Go To in order to open the item to which the notification refers.
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6. Back at the Notifications window, with the notification still selected, (in the Show
section) click Reviewed to mark it (Old, Reviewed, Unreviewed).

7. You can use the Show check boxes to control which Notifications are displayed:
¢ Old: Notifications whose booking date is older than today.
e Reviewed: Notifications marked as reviewed.
¢ Unreviewed: Notifications not yet marked as reviewed.

8. Click Close.

Reminders

Reminders are date-stamped entries about tasks that must be completed and can be associated
with reservations, bookings, service orders, or groups.

After you log in, if you have unreviewed reminders, the Dashboard button in the main toolbar
will flash for a few moments with a red icon.

You can view Reminders anytime by clicking the Dashboard button in the main toolbar and
going to the Reminders tab. This allows you to keep track of when reminders are coming due.
You can use the Print button to produce a printed list.

You can configure a set of frequently-used reminders that are then available in a list when you
need to apply them.

You can create reminders on the fly, but these are not added to your standard list of reminders.
You can have "unattached" reminders that refer to your business in general and are not associated
with any particular reservation or group.

Working with Reminders

Viewing Reminders

To open the Reminders window, click the Dashboard button on the main toolbar and look at the
Reminders tab.

The Reminders tab in the Dashboard shows the pending reminders for you (the logged-in user)
that have due dates through today (the current date).

You can do the following in the Reminders tab of the Dashboard:
o View the list of reminders in the main pane of the window.

e Select one or more users in the Responsible User pane on the left to view all the
reminders for those users. Also set the criteria for reminders you want to see: View, Due
Date, Reminder Type, Date Completed, Attached To, Exclude Completed, Search in
Text, , and Hide Canceled.

e View details about a reminder: Select the reminder and click Edit. With the reminder
open, you can click the Go To button to jump to the item to which the reminder is
attached.
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e Create an unattached reminder: Click New. The reminders you assign this way are
considered "Unattached" and can be used as general reminders unrelated to any event or
group. For example, "Prepare for fire code inspection on May 15."

e Complete reminders: Select a reminder and click Completed. To select multiple
reminders, click and drag or use Ctrl+click.

e Delete a reminder: To delete a reminder, select it and click Delete.

e Print the list of reminders: To print out the Reminders Report, click Print.

Adding Multiple Reminders to a Reservation
To add multiple reminders to a reservation or booking, right-click the reservation or booking in
the left panel of the Navigator and choose Add Reminders and Comments.
Viewing Reminders Attached to an Event
1. Open the appropriate reservation in the Navigator.

2. Select the specific item you want (reservation or booking) in the left folder list and move
it to the Selected column.

3. Click Finish.

Web Reservations

Web reservations are created by registered users of the optional Virtual EMS product. Web
reservations are often configured to come in with an Information Only-type status, requiring that
they then be reviewed and changed to a Confirmed-type status.

Working with Web Reservations

Note: For web reservations created using the Plan-a-Meeting (PAM) module, be sure to check the
status of the bookings for conflicts. Due to limitations in the third-party email systems, PAM
allows users to create new bookings that conflict with existing bookings or with building
closures.

1. Go to the Dashboard window. If it is not already open, click the Dashboard button in the
main toolbar.

2. Click the Web Reservations tab in the lower left of the Dashboard window.

Specify the Statuses and Buildings you want to filter by, in the left panes.
4. Select a web reservation in the list.

Click Go To. The reservation opens in the Navigator, where you can change its status,
etc.
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% Navigator - Quarterly Earnings Report (Reservation No. 3981)

COpen Reservation Print  Refresh | Settings
= @ Ql_laﬂe”_'r' Earnings Feport [Flesgrf«ation M. 3331] 4 Attachments (0] B User Defined Fields (1) 0 Tramsactions [0) &) History* “* Emails [0)
W/ 5/3/2008 Fri 7:30 AM - Training Room A Reservation Summary 4+ Fropeties & Reminders [0) 2 Camments [0)
Event Mame: Quarterly Earnings Report
Group: Stacey Whala Statusz: Web Request
Contact: [none] Ewert Coor...  [none)
Phore: 303-585-1212 Salesperzon:  [mone)
Feservation Mo 3981 —
Bookingz (1]
End Date Start TimeZ...  Building Fioom Ewent
i 10:30AM  5/9/2008Fi T:30AM MT Derwer Administration ... Training Re... Guartery Eamings
< 5| o= ]

Web Requests

Web requests are created by users of the optional Virtual EMS product. Web requests do not
become actual reservations until they are approved by the reservationist. Web requests include
less information about the event than web reservations do, so further contact with the customer is
often needed to process the request into a reservation.

Processing Web Requests

1. Go to the Dashboard window. If it is not already open, click the Dashboard button in the
main toolbar.

Click the Web Requests tab in the lower left of the Dashboard window.
Specify the Statuses and Buildings you want to filter by, in the left panes.
Select a web request in the list.

Click Edit. The Web Request window opens.

o ok~ D

Complete the information in the Description and Web Questions tabs and click OK.

Wait List
The Wait List tab in the Dashboard displays events with a Wait-type status.

Working with the Wait List

1. Go to the Dashboard window. If it is not already open, click the Dashboard button in the
main toolbar.

2. Click the Wait List tab in the lower left of the Dashboard window.
3. Specify the Statuses and Buildings you want to filter by, in the left panes.
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4. For the View setting, specify a time range. Any wait list items are now listed in the right
side of the window.

5. If you want to open a wait list item in the Navigator, select it and click Go To.

Reconfirm Dates

Statuses can be configured to require a reconfirm date. When an event has this type of status, and
the reconfirm date arrives, the event will show up in the Reconfirm Dates tab of the Dashboard.
This acts as reminder that the reservationist should revisit the event and decide whether to change
it to a confirmed-type status.

Working with Reconfirm Dates

1. Go to the Dashboard window. If it is not already open, click the Dashboard button in the
main toolbar.

2. Click the Reconfirm Dates tab in the lower left of the Dashboard window.
Specify the Statuses and Buildings you want to filter by, in the left panes.

4. For the View setting, specify a time range. The items are now listed in the right side of
the window.

5. If you want to open an item in the Navigator, select it and click Go To.

Building Hours Exceptions

This tab in the Dashboard shows bookings that are outside of building hours.

Working with Building Hours Exceptions

1. Go to the Dashboard window. If it is not already open, click the Dashboard button in the
main toolbar.

2. Click the Building Hours Exceptions tab in the lower left of the Dashboard window.
Specify the Statuses and Buildings you want to filter by, in the left panes.

4. For the View setting, specify a time range. The items are now listed in the right side of
the window.

5. If you want to open an item in the Navigator, select it and click Go To.

Analytics

Queries defined using the Query Builder can be published to the Dashboard for easy access to
statistics and charts. Please see the Reports and Queries section in this document for information
on how to create a query using the Query Builder.

Working with Analytics

1. Go to the Dashboard window. If it is not already open, click the Dashboard button in the
main toolbar.

2. Click the Analytics tab in the lower left of the Dashboard window.
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3. To publish a query, click the Select Queries link located in the upper left side of the
Dashboard.

4. A list of queries that you have access to will display. Select your query and click OK.

2% Dashboard
sclectOueries  Queryoptions R o [alf

| Queries (1) ~ Gueries (37) ﬂ

[¥ Total Sales

¥ MNotifications j
-

<~ Reminders
ok | cancel |

\ y Web Reservations

Q) Web Requests

[’3 Wait List

“" Reconfirm Dates

~ Building Hour...
o

5. Please see the Reports and Queries section in this document for information on how to
run a query.

At A Glance

At A Glance shows booking statistics for your facility to provide a high-level indication of
overall activity. Statistics include number of bookings by category, group type, event type,
reservation source, room type and status.

Working with At A Glance
1. Go to the Dashboard window. If it is not already open, click the Dashboard button in the
main toolbar.

2. Click the At A Glance tab in the lower left of the Dashboard window.
Specify the Statuses and Buildings you want to filter by in the left panes.
4. Select your Date and At A Glance Type. Your results will display.

Confirmations

Confirmations are reports that list the booking information and booking details for a reservation.
Confirmations are sent to groups as verification that event space and resources have been
reserved. From within a reservation, confirmations can be printed for a specific booking, for an
entire reservation, or for all bookings in a date range.
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Confirmations can be printed as a batch, for all reservations entered on a particular date, or for all
reservations with bookings taking place on a particular date. Given the proper network setup,
confirmations can also be emailed.

Setting Up Printing for Confirmations
1. Open any reservation in the Navigator window.

2. By default, a confirmation for the entire the reservation will be printed. To print just a
booking confirmation, select the booking in the left pane of the Navigator window.

3. Click the Confirmation button in the Navigator window or right-click on a reservation
and select Confirmation. The Confirmation window opens. In the tabs, enter your
preferences for what should print on the document, as described below.

Setup: (user specified) w | Memarize Setups  Options

Date Range | Buildings | Categories | Statuses || Options | Email Options

Department; Corparate 5cheduling Office v
Feservation [D: 3993

Booking 1D: i

Starting D ate: 5/28/2008 E]

Ending Date: s/28/2008 |2

Use Specific Times:  []

Copies To Print: |1 Frint ] ’ Frint Preview
4. Date Range tab:

o Department and Reservation ID: The system fills in these for you, for the
reservation you have open (or for the selected reservation if you have multiple
reservations open in one Navigator).

e Booking ID: Enter a particular Booking ID if you want only that booking to
appear on the confirmation.

o Starting Date and Ending Date specify the date range that encompasses all
bookings.

e Use Specific Times: Select this to enter specific hours for the start and end.

5. Buildings tab: Specify the buildings for which booking information will be printed. To
include a building, move it into the Selected column. To select multiple (but not all)
items, use Ctrl-click or click-Shift-click.

6. Categories tab: Indicate which resources will be printed. Move the desired category or
categories from the Available column to the Selected column.
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7. Statuses tab: Specify which statuses will print on the Confirmation. Select the Show
Inactive box to see inactive statuses.

8. Options tab: The Options tab contains a number of format settings.

Confirmation Title: The word or phrase that is bold and centered at the top of the
document.

Header Message and Footer Message: Blocks of text that you previously defined
in Configuration that can be printed on the Confirmation.

Paper Size: Determines the type of paper on which the Confirmation is printed.
Print Comments: Includes the comment text field in the confirmation.

Suppress Reserved Time: Hides the reserved time for the bookings; only event
time is shown.

Print Reminders: Includes the reminders text field in the confirmation.
Suppress Location: Hides the name of the room in which a booking takes place.

Print Cancel Reasons: Determines whether the reason given when a booking was
canceled should be printed with the canceled booking.

Suppress Pricing: Hides prices on the document.
Print User Defined Fields: Controls whether those entries should be printed.

Suppress Logo: Determines whether the department’s logo (if one has been noted
on the department record) will print.

Print Room Phone: Includes the room phone number.
Suppress Item Notes: Hides those notes.
Print Building Notes: Includes these notes.

Suppress Item Special Instructions: Select this to allow users to include item
notes and/or special instructions on the confirmation.

Limit Bookings to Those with Details in Selected Categories: This means, for
example, if catering is selected on the Categories tab then only bookings that
have a catering service will be printed on the document.

9. Email Options tab:

Header Message and Footer Message will appear on the emailed version of the
Confirmation.

Email Format: Select a format. The (none) option opens the email form with the
email body empty. Detail adds the whole confirmation document into the email
body. Summary includes only the booking information in the email body.

Attach Detailed Confirmation attaches a Confirmation to the email rather than
just providing the event information in the body of the email.

Attach .ics File: An “.ics” file is a calendar-type file that the recipient can save to
create an entry in his or her personal calendar. Select this option to attach one to
the email.
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o Email To and Email CC: Select the people defined with the reservation who
should receive the email.

Once you have made your selections on these tabs, EMS continues to print Confirmations
this way until you change the setup.

If you intend to have several confirmation setups, you can have the system store the
current setup; click Memorize, provide a description, indicate whether the setup is
available to all users, and click OK. You can then find the saved entry in the Setup

dropdown list.

% Confirmation

Setup: (user specified)

Header Message:

Footer Message:

Ermnail Farmat:

Attach Detailed Confirmation:

Attach ics File:

Ermail To:

Ermnail CC:

Cloze

« | Memorize

Date Fange | Buildings | Categories || Statuses | Options | Email Options

E-Mail Internal Header

E-Mail Rental Haader

Summary “

[] Contact [] 2nd Cantact [] Group

[] Cortact [] 2nd Contact [] Group
Copies To Print: |1

Setups  Opkions

‘wheb User

[] web User

[ Pritit l [ Pritit Prewvisw ]

10. Click Print Preview; you must do this to save your settings. This will also show you the
confirmation. To print or email the confirmation, click Print or Email.

11. Click Close when you are done.

Emailing a Confirmation
1. Open the reservation in the Navigator window.
2. By default, a confirmation for the entire the reservation will be printed. To print a

booking confirmation only, select the booking in the left pane.

Click the Confirmation button. The Confirmation window opens.

4. In the tabs, enter your preferences for what should print on the document. (For details,
see the section on setting up printing for a confirmation.) Once you have entered settings
in these tabs, EMS continues to print Confirmations this way until you change the setup.

5. Click Email to send the confirmation.

Printing a Confirmation
1. Open the reservation in the Navigator window.
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2. By default, a confirmation for the entire reservation will be printed. To print only a
booking confirmation, select the booking in either the left pane.

Click the Confirmation button. The Confirmation window opens.

4. In the tabs, enter your preferences for what should print on the document. (For details,
see the section on how to set up printing for confirmations.) Once you have made your
selections on these tabs, EMS continues to print Confirmations this way until you change
the setup.

5. Click Print.

Printing a Batch of Confirmations
1. Go to Reservations > Other > Confirmations.

% Confirmation

Setup: (user specified) ~ | Memotize Setups  Options

Date Range | Buildings | Categories | Statuses | Options

Department: Corporate Scheduling Dffice w

Starting O ate: E]
Enditg 0 ate: E]
Uze Specific Times:  []

Format: By Eooking Date w
Copies To Print: |1 [ Fririt ] [ Prinit Preview ]

2. Go through the report setup process as you would when printing a confirmation from a
reservation: Enter a department, a starting date, and optionally, an ending date. Select a
format to indicate whether the confirmations should be printed based on the date the
reservation was made or changed or based on the date of the bookings. In the window
tabs, select buildings, categories, statuses, and other settings, as desired.

3. Click Print to send the confirmations directly to the printer or Print Preview to review
the documents before sending them to the printer.

Comments

Comments are text entries for reservations, bookings, service orders, and groups. EMS can be
configured with a set of frequently-used comment types that are then available when you need to
use them.
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You can also apply user-specified comments on the fly. When created this way, the comment is
used now, but is not added to your list of standard comments.

NOTE: Comments should not be confused with either reminders, which are similar, but have a due
date associated with them or with setup notes, a type of resource that you can apply to a booking
as part of the booking details.

When printing a confirmation or invoice, you indicate whether you also want comments to print
on the document.

Comments can be viewed using Virtual EMS. For example, you might attach a comment called
Registration Information to a booking and indicate "Registration form and entry fee of $10 must
be received seven days prior to the event."

If the comment type is defined with the Display on Web box checked, the comment will be
displayed in Virtual EMS.

Viewing Comments Attached to an Item
1. Open the reservation in the Navigator.
2. Select the specific item you want (reservation, booking, etc.) in the left pane.

3. Click the Comments tab. On the Comments tab, the system displays all comments for the
item. In this pane, there are New, Edit, and Delete buttons to perform those actions.

& Navigator - Airlines Suite Meeting (Reservation No. 3993)

Open Reseryation Print  Refresh | Settings
= .&ir_lines Suite Meeting [Rezervation No._ 3993_: Reservation Summany w Properties
ik 52072008 wed 730 AM - Audtorum S| B o Defined Fields (0] | 99 Transactions (1) | 40 Histoy® | Emails (0]
0 Reminders [0) © Camments [0] 4 nttachments (0]
Tupe Hew
Edit
Delete
< >
Bookings [1]
End  Date Stat  Time.. Building
il 230PM  5/28/2008'Wed 7.304M  MT Denver Admiristration

When adding a comment to a group, you can check a box to have the system alert users each time
the group or one of their reservations is opened.

Adding a Comment to a Reservation

NOTE: To add multiple reminders to a reservation or booking, right-click the reservation or
booking in the left panel in the Navigator and then choose Add Reminders and Comments.
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% Add Reminders And Comments - Airlines Suite Meeting (Reservation No. 3993) |Z||E|g|
Aovailable (9] Description Selected [2) Deszcription
Comment Alert Feminder Finalize Event Details:

Canirment alert] Feminder Payrnent Diue Date:
Comment Customer Call:

Comment Directions

Comment Do Mot Move

Comment Public Event Information

Comment Stop complaining

R eminder Contact g0 and so

R eminder tajor Ewent Milestone

1. Open areservation in the Navigator.

2. Inthe left pane of the window, click on the item to which you want to add a comment
(reservation, booking, service order).

Click the Comments tab.
4. Click New.
= Comment

Comrment |Hi$tor_l,J Audit

Comment Type: |[user specified comment] v

Description: |

Motes:

Alert Users: ]

“° speling ok | [ cancel |

5. Select a defined Comment Type.

6. Enter your Notes text (or select "user specified comment” as the Comment Type and
then type a Description and your Notes).

7. Select the Alert Users check box if you want to display this comment as an alert message
whenever this reservation is opened.

8. Click OK.
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Reports and Queries

Reports
EMS reports are found under the Reports menu in the main menu bar.

The first time you run a report, EMS prompts you to enter report setup information. This is
information about the buildings, statuses, categories, etc. to be reported on.

From then on, the default information you have entered is used unless you change the setup. If
you run a report and see less information than you had expected, check to see if you have limited
the scope of the report through report setup.

To have the system remember a setup, click the Memorize button. The ability to create public
memorized reports is a security process that is assigned to users in Configuration.

List of Reports in EMS

Daily Reports Description

Event Schedule A summary of the events scheduled at your facility, sorted by date and
event start time. The report shows event start and end time, group
name, event name, and location. The Event Schedule is typically
printed and posted in a lobby or entry way to help visitors find their
events. The report can be set to find only VIP events, as indicated at
the reservation level only.

Event Calendar A chronological list of scheduled events in a wall calendar format.

Room Cards A list of events designed to be posted outside a room or event space.
The report notes the date, event time, and location for events, as well
as the group sponsoring each event. It can list all events in a room for a
particular date or can produce a separate page for each event.

Activity Schedule A list of bookings in all rooms, in a building, or in a specific room. The
report, which shows event start and end times, event name, group name
and room, can be run for a range of dates.

Setup Worksheet Internal report that setup crews, custodial, or operations personnel use
to ensure that each room is arranged properly for each event. The
report displays detailed information about each booking, including
setup type, setup notes, and required resources.

Service Order Schedule Lists the service orders scheduled for a date or date range. Produced by
category.

Service Orders Separate pages for each service order in a date range, providing
information on the event and the items or services needed. Produced by
category.
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Banquet Event Order

Produces one page for each booking on a date or in a date range that
has the “Primary Category” specified by the user. Prints service order
and resource information as well as notes and information for resource
without service order-type categories.

Resource Schedule

Lists, by category and date, how many of each resource item is needed,
along with the event time, event name, location, and group.

Attendee Visitor Report

Lists the attendees for a date or date range, indicating whether they are
visitors and showing their group name, phone number, event name, the
room they will be in, and the start and end times for their event.

Production Report

Provides a list of production items and their quantities grouped by
production area in various formats.

Sales Reports

Description

Sales By Group Type

Lists the sales for each group type for a date or date range.

Sales By Group

Lists the sales for each group, divided by group type, for a date or date
range.

Sales By Category

Lists the revenue generated by each resource category for a date or
date range.

Sales By Resource

Shows the sales for each resource item for a date or date range.

Sales By Reservation

Lists the reservations that have bookings for a date or date range and
shows the charges, by category, for the reservation. Also gives a grand
total for all reservations. Note: If the reservation has bookings outside
the date or date range specified, their figures are not included in the
report.

Sales By Billing Reference

Shows the total sales for a date or date range, based on the billing
reference number on the reservations that have bookings in that range.
Sales associated with reservations that have no billing reference
number are not included.

Sales By Booking

Shows the sales for a particular date or for each date in a date range,
broken down by booking.

Status Changes By Reservation

A list of reservations that have changed statuses within the date range
specified.

Status Changes By Booking

A list of bookings that have changed statuses within the date range
specified.

Statistics Reports

Description
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Room Statistics

Lists all rooms by building and indicates the number of bookings for
the date range selected, as well as reserved hours, event hours,
estimated attendance, and actual attendance.

Room Utilization

Lists, by room, the number of bookings for a date or date range. Also
shows the hours used, hours available, and percent utilization.

Hourly Room Utilization

Shows room utilization for a weekday or all weekdays, broken down
by hours in the day.

Hourly Resource Inventory
Utilization

Lists resource items and their use during each hour, daily over the date
range specified.

Group Statistics

Shows the number of bookings, estimated attendance (i.e., setup
count), and actual attendance for each group for a given date or date
range.

Event Type Analysis

Provides information by event type on the following: number of
reservations, number of bookings, percentage of total reserved hours,
percentage of total event hours, percentage of total estimated
attendance, percentage of total attendance, actual attendance, and
percentage of total.

Reservation Source Analysis

Shows, by reservation source, the number of reservations, bookings,
reserved hours, event hours, setup count, and actual attendance for a
date or date range.

Resource Statistics

Shows the quantity and the hours used, by category and by resource
item.

Room Availability

Provides count of room availability by room type for a given date
range.

Setup Count Analysis

Displays total number of bookings by setup count.

Seat Occupancy Report

Displays average estimated and actual seat fill percentage by room.

Other Reports

Description

Cancellation Report

Lists the bookings whose status type was changed to "Cancelled" on
the date or dates specified, or lists bookings on the date or dates
specified that have a status type of "Cancelled." Shows the date the
booking status was changed, the date the bookings were to have taken
place, and the location of the event. Also shows the name of the person
who cancelled the booking (i.e., the name entered as the booking was
being cancelled), the reason for cancellation, and the booking ID.

Cancellation Summary

Summarizes, by reservation, all charges for bookings on a date or in a
date range. Shows group, reservation number, contact, event name,
event type, total charges, and reason for cancellation of the most
recently cancelled booking.
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Reservation Summary

Lists all bookings on a date or in a date range, grouped by reservation.
Complete reservation information (reservation number, event name,
group, contact person, etc.) and booking dates are shown.

Exceptions Reports

Description

Undefined Setups

Lists bookings on the selected date or date range for which no setup
count has been entered. Gives event name, time and location, contact
name and phone number, booking status, and ID number.

Status Reminder Report

Lists bookings that have a status with a reconfirm date that falls within
the selected date range. Typically used to review tentative bookings.

Wait List Report

Shows all bookings with a Wait status for the time period that you
have requested. Detects situations where a booking has been canceled
and there are one or more bookings with Wait status that could now be
changed to Confirmed, and indicates that the room is now available.

Booking Conflict Analysis

Reviews information on all bookings for a date or date range and lists
conflicts (if any). Note: EMS does not allow double-bookings, but they
may exist due to conversion of data from systems that do allow them,
or as a result of users failing to restart EMS after encountering error
messages.

Building Hours Exceptions

Lists events for a date or date range that fall outside of building hours.
Either event time or reserved time is checked based on the “Validate

Building Hours on Event Time” parameter. Shows start and end times,
group, event name, location, reservation number, and booking number.

Inactive Rooms with Bookings

Shows bookings for a date or date range for rooms that are inactive
(the Active check box is not selected in the room record).

Inactive Groups with
Reservations

Shows reservations for a date or date range for groups that are inactive
(the Active check box is not selected the group record).

Invalid Service Orders

Lists service orders whose start or end times fall outside the reserved
time for the room. (Note: Service orders that fall outside the reserved
time are considered “invalid” even if the “Validate Service Order
Times Against Booking” Parameter is set to No.)

Invalid Billing Reference

Lists bookings for a particular date that are in reservations that have
invalid billing reference numbers.

Queries Reports

Description

Query Builder

Provides custom output based on the user's filter criteria. Data can be
arranged in a table, or exported to spreadsheet or word processing
applications.
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Academic Reports (Optional)

Description

Course List

List of courses. Formats include: By Course, Instructor, Days,
Location, Estimated Enrollment, Start Time, Subject, and Course
Type. Options exist to show course dates and courses with unassigned
rooms.

Course Changes

List of course changes requested by departments during Define and
Edit mode. Options exist to show all changes for the term or only
changes since the last synchronization. Additional options are
available to show all courses and courses with unassigned rooms.

Course Preferences Report

List of course room preferences (by course) requested by departments
during Set Preferences mode. An option exists to show unassigned
rooms.

Preferences Summary

Summary of course room preferences requested by departments
during Set Preferences mode.

Unmet Preferences

List of course room preferences (by course) requested by departments
that were not accommaodated by the optimization process.

Instructor Back to Back Report

List of instructors teaching back-to-back courses. An option exists that
allows you to define an acceptable “gap” of time between courses.

Department Statistics

Statistical summary of sections, class meetings, class hours, and
average enrollment by department.

Academic Time Block
Utilization

Statistical summary of bookings, periods, and percent utilization by
room.

Classroom Utilization

Statistical summary of class meetings, class hours, utilization, average
enrollment, room maximum capacity by room.

Hourly Classroom Utilization

Statistical summary of utilization by hour by room.

Course Type Analysis

Statistical summary of sections, class meetings, class hours, and
average enrollment by course type.

Over/Under Utilization

List of courses whose actual enroliment violates the minimum or
maximum capacity for the room assigned. This report takes seat fill
percentage into account.

Prime Time Usage Report

Statistical summary of sections, class meetings, and class hours by
department over a configurable time range (e.g. “Prime time”).

Final Exam Schedule

List of final exams. Formats include: By Course, Instructor,
Department, Building, and Room.
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Hoteling Reports (Optional)

Description

Room Occupancy Summary

Shows, by building and room type, the number and percentage of
rooms occupied.

No Show Report For use with kiosk functionality only. Lists bookings for which the
reservation-holder did not check in, based on information from the
kiosk.

Early Check Out Report For use with kiosk functionality only. Lists bookings for which the

reservation-holder checked out before the end of the reserved time,
based on information from the kiosk.

Visitor Report

Lists events for groups that have cities other than what is specified in
the Exclude Locations field. If multiple locations are to be listed, they
should be entered with a comma between them (e.g., Denver, Houston,
Tampa).

Booking Notice Statistics

Lists total bookings for a date or date range, broken down into three
“amount of notice” categories. Amount of notice is the time between
when the booking was scheduled and the date/time for which it was
scheduled.

Transition Report

Tracks the occupants of hoteling spaces during a specified date range.
This report can be used by personnel who are responsible for moving
mobile file cabinets and other equipment to prepare hoteling spaces for
each occupant.

Avrrivals and Departures Report

Lists the arrival and departure times for all bookings.

Groups with Multiple Bookings

Lists groups that have multiple bookings for the date or date range
specified. The information is broken down by date, and lists the start
and end times, room, room type, and booking status for each booking.

Emailing a Report

1. Open the report by choosing it from the Reports menu in the main menu bar. For
example, Reports > Daily > Event Schedule.

2. Enter whatever criteria are needed to generate the report, such as starting date, etc. Enter
criteria in all the window tabs as needed.

Click Print Preview. The report is generated in a preview window.
4. Click Email on the toolbar.

5. In the Email window, fill in the To, Subject, Message, and other fields.

Note: If your email address is not included in your EMS user account, you cannot email

reports.

6. To attach a file, click the Attachments button.

7. Click Send.
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Queries

The Query Builder allows users to define their own search criteria to retrieve data from the
database. The information can be reviewed, printed, and exported to a Microsoft Excel

spreadsheet.

To see details about the settings for each filter, choose Reports > Queries > Query Builder to
open the Query Builder main window, which lists all the queries. Then click Print.

Running a Query

The steps below apply to queries that you have created with the Query Builder. Do one of the

following to open the query:

1. Inthe Query Results window, specify a date range and specific starting/ending dates, if

appropriate.

& Query Results - Check-In

—— Booking Date,/Time

=lolx]

Options

Dates: iis Month -

Starting Date: |2f1f2[:-1 0 =l
Ending Date: |2fzsf2D1D =l
Lse Specific Times: [

Report Comment: I

— Results

-hll:m to group by that column

Close | Chart |

Pririt

Export

| [ Getpata |

To quickly set a range, make a selection from the Dates dropdown list. The list contains
selections such as Last Month, This Quarter, etc. When you make a selection, it
automatically populates the Starting Date and Ending Date fields accordingly.

2. In Report Comment, enter a comment that will print on the report, if appropriate.

3. (Optional) To indicate the number of results to return when you are filtering for a specific
room, click Options > Number of Records To Return in the top right corner.

4. Click Get Data to run the query. The results will appear in the lower pane.

To Chart, Print, or Export the data results, click the corresponding button.

6. Various Query Builder options can also be accessed by right-clicking a column header:
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— Results
B ——
Attendes N — — Attende:

%l Sort Ascending

%l Sort Descending
Clear Sorting

= Group By This Column
Hide Group By Box

Remove This Column

Column Chooser

il BestFit
,m Best Fit (all columns)
— 7 Filter Editor...
Copying a Query
Instead of creating a new query, as described following, you can also copy an existing
query.

1. Choose Reports > Queries > Query Builder, select a query, and then click Copy.

2. On the Query Builder Filter tab, complete Filter Name and Owner.

& Copy of Sales Report |Z|E]

(uery Builder Filter |Di$|:uIa_I,I Fieldz || Filter | Sort Chart || Users | Besults | Audit

Filter Marne: |Eo|:u}I of Sales Feport |

Filter Type:

Dizplay n Browser:

Owner: |.-i‘-.c|min w

Rieturn First "' Mumber OF Records: [ I:I

"Jf’ Speling [ 0k l[ Cancel ]

3. Highlight the desired parameters in the Display Fields and Filter tabs and move them to
the respective Selected columns.

4. On the Sort tab, select how you want the data queried by making your selections and
moving them to the right pane.
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5. Use the Chart tab to enter the type of chart to use and whether or not you want to include

a legend with the chart.

6. The Users tab contains available users that you can move into the Selected pane on the
right. Any Administrators you choose will automatically display in the Administrators

pane.

7. Click Preview on the Results tab to see the date generated from a query.

8. Click OK.

Creating a New Query

1. Go to Reports > Queries > Query Builder.

2. Click New. The Query Builder Filter window opens. Enter settings as needed, as

described below.

& Query Builder Filter

Filter M arne:

Filker Type:

Dizplay In Browser:
Open In Mavigator:
Owner:

Return First "' Mumnber Of Records:

Freview

Cuery Builder Fiter | Display Fields | Fiter | Sort

Reservations

Chart

Users || Fesults | Audit

W

[Browwger Uges Digplay Fieldz Only, Mot Filker]

[none]

Adriin

I

w

":‘ Spelling

OF.

] l Cancel

3. Query Builder Filter tab:

a. Filter Name: Enter a short description for the new query.

b. Filter Type: This indicates the type of information you want to capture. The
Filter Type affects the items that are available in the Display Fields tab and the
Filter tab. A Filter Type of Group allows you to capture address information that
can be exported and subsequently used by other programs to create mailing

labels.

c. Display in Browser: This check box is active only if a Filter Type of
Reservation is selected. The box determines whether the query you are creating
can also be used in the Browser window.

d. Open in Navigator: For filters that can be used in the Browser, you must
indicate what the system should open in the Navigator when an item captured by
the Query Builder is double-clicked (such as a booking or reservation).
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e. Owner: Choose an Owner for the query.

f.  Return First ‘xx> Number of Records: Only show the top items that are
returned by the query. Select the check box and then enter a number for how
many records to return.

4. Inthe Display Fields tab, specify the items to display when the filter is run, by moving
them into the right pane.

5. In the Filter tab, specify your search criteria. In the Filter window that is then displayed,
select an operator (Equals, Greater Than, Like, etc.) and enter or select a value.

6. Inthe Sort tab, specify the sort order of the query items.

7. Use the Chart tab to enter the type of chart to use and whether or not you want to include
a legend with the chart.

8. Inthe Users tab, indicate who may run this query. Move the users into the Selected
column.

9. The Results tab displays the records that are gathered when you click Preview for your
completed filter.

10. Click OK to save the query. It is now added to the Reports > Queries menu.

Billing

In EMS, billing is a multi-step process. You start by reviewing the dollar amounts for the
bookings for which you intend to create invoices. You do this by running the Billing Worksheet
report; then you correct any discrepancies by editing the bookings or booking items in question.

You are then ready to create invoices. Invoices can be created by reservation number, date range,
or both (for example, create invoices for all bookings in Reservation 18292 that took place last
month). Once you have created the invoices, EMS tracks the amount due and the age of the
invoices. When payments are sent in, you process them using the Payment Entry function. This
function can also be used to enter deposits and adjustments.

If you want to work with invoices or transactions for a single reservation, you can do it through
the Transactions tab in the Navigator.

If you want to work with a batch of invoices or transactions, you can do it through the EMS
menus: Billing > Invoices > Invoicing and Billing > Payments > Payment Entry.

List of Billing Reports in EMS

Invoices Reports Description

Billing Worksheet Provides information on how bookings will be invoiced. Can include
bookings within a date range, within a reservation, or within a date
range inside a reservation. Breaks down charges the same way an
invoice does. Can print heading/footer messages and detail for zero-
dollar items, if appropriate.
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Invoicing

Sets the actual invoicing criteria, as specified on Date Range,
Buildings, Categories, Statuses, Group Types, and Options tabs.

Payments Reports

Description

Payment Entry

Displays payments made as specified by the transaction date and
department that you enter. You can also add new payment entries, edit
existing payment entries, and/or print the resulting payment entries.
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Reports

Description

Ageing Report

A list of outstanding invoices. Current invoices are listed first,
followed by past due invoices broken down by age. Ageing Reports are
run by department. To run the report, you simply select the department
for which you want information and click Print.

Billing Reports

Description

Statements

Lists the outstanding balances on invoices for each group. Balances are
shown based on the department to which they are due.

Transaction Report

Shows all the billing transactions during a specified period (when run
in By Transaction Type by Date format). Just enter the date or date
range and click Print. The report lists the group, event name,
reservation ID, transaction date, transaction type, invoice number,
check number, and amount. (Note: When run in Standard format,
deposits are not shown as transactions if they have been absorbed by
the creation of an invoice.) The Transaction Report can also be run
from within a reservation to see only transactions for that event.

Voided Transaction Report

Lists the payments, deposits, or adjustments that were voided on within
a date range. Lists the group, event name, reservation 1D, transaction
date and type, invoice number (if applicable), check number, and
amount.

Invoice Detail Report

Provides detail for all invoices created within a date range.

General Ledger Distribution

Shows totals for invoices created within a date range. Entries are
broken down by account, invoice, rate plan, or invoice. This report can
also be run in summary format.

Other Reports

Description

Reprint Invoices

Reprints invoices specified by department, invoice type (hon-voided or
voided), number, and format and sorted by first/last transactions dates.
You can add invoice numbers, choose to print page headers and
transactions, and display paid invoices.

Void Invoices

You can void invoices as specified by department, invoice number, and
first/last transaction dates. You can also add invoices that you want to
void and display paid invoices.

Browse Transactions

Search for transactions using the starting/end dates, group, department,
transaction type, invoice number, reservation ID, and amount. Select
Advanced to search by all fields, favorite fields, and saved values.

Confidential

92



EMS Workplace 5.2.1/EMS Campus 2.2.1/Enterprise 5.2.1/EMS Legal 5.2.1 User Manual

Other Important Billing Process Information:

Financial transactions are batched by department. For example, if a user who is a member of the
Scheduling Department applies a deposit to a reservation, that deposit will be shown on a
confirmation only if it is printed by that user or other users in the Scheduling Department. Users
in the Facilities Department will not see the deposit. Similarly, invoices generated by a
department are printed on the Aging Report only if it is run for that department.

If a reservation or one of its bookings is invoiced, a deposit previously made on that reservation is
then applied and will no longer print on the confirmation.

Invoicing an event locks that event for editing. You can edit it only after voiding the invoice.

You cannot void an invoice if payments have been made against it. You must first void the
payments.

An adjustment with a negative dollar amount can be used to clean up your financial books in a
situation where, for example, you send out an invoice for $102 and the group returns a check for
$100. An adjustment of “$2.00-” will balance your books if you do not want to ask the group for
a $2.00 check.

Invoices
Invoices are created based on booking date (or date range), reservation number, or both.

For example, you can have the system produce invoices for all bookings from May 1 through
May 14, for all bookings in reservation number 22, or for all bookings in reservation number 22
that occurred between May 1 and May 14.

Multiple invoices can be created for the same booking, each showing the charges for a different
category of resource (such as room charges on one invoice, catering charges on another, etc.).
This may be necessary in situations where a group requires you to charge for room fees and
resource fees separately. You may also need to produce multiple invoices for the same booking if
the departments within your organization bill separately for the services they provide.

Creating an Invoice

1. Do one of the following to open the Invoicing window:

e To create an invoice for a single reservation, open the reservation in the
Navigator, select the reservation itself in the left pane, click the Transactions tab,
click the New button, choose Invoice.
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Setup: {user specified) = | Memorize Sekups  Options

Date Range | Buildings | Categories | Statuses | Group Types | Options

Departrent: Corporate Scheduling Office] -
Reservation No.: 3933

Starting Date: sregsonne (<]

Ending D ate: R/28/2003 E]

Use Specific Times: [

Inwoice Date; 5A6/2003
Due Date: E/A14/2008

&

Cloze Generate

e Toinvoice a batch (more than one reservation), go to Billing > Invoices >
Invoicing.

2. Department: Select the Department for which the invoices are being created. The name
of this department and its address information will print at the top of the invoice. Note
that the field will be filled in automatically if the user who is logged on has a default
department set in their user account.

Reservation Number: Enter a reservation number, if appropriate.

4. Starting Date and Ending Date: Set these dates to indicate the bookings for which you
want to create invoices.

5. Use Specific Times: If only one date is to be invoiced and you want to invoice only
bookings starting at a certain time of day, click the Use Specific Times box and specify a
reserved start time range.

6. Invoice Date: Enter a date or accept the default.

7. Due Date: Enter a date or accept the default. (Set to a default of 30 days in the system
billing Parameters.)

8. Buildings tab, Categories tab, Statuses tab, Group Types tab: Click the appropriate tabs in
the window and select the data that will appear on the invoice(s). Indicate which
buildings, categories of resource, booking statuses, and group types should be billed.
Move your selections into the Selected pane on the right.

9. Options tab: Select a header and/or footer messages to be printed on the invoice, indicate
whether comments, reminders, user defined fields, notes and zero priced items should
print, and have the system suppress the reserved time from the printed invoice (showing
only event time). You can also indicate whether the invoice header should print on every
page of the document and whether the department logo should be suppressed.
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& Invoicing El@lgl

Setup: {user specified) - | Memarize Setups  Options

Date Fange | Buildings | Categories | Statuses GloupT_l,Jpesl DDUDHS|

Header Message: |E>:lerna| Ivvoice Header w |
Footer Message: |E>:terna| Irvvoice Footer w |
Print Camments: F1 Print Header On Each Page: [

Print Reminders: Suppress Logo: F

Frint User Defined Fields:

Frirt [kem Mates:

O
|
Suppress Reserved Time: [
|
O

Frint Zera Priced [bems:

Clase Generate

10. Click Generate. The system lists the invoices it has created in the Invoicing window.

11. To preview the invoices, select them (click Select All, or use Ctrl-click or Click-Shift-
click to select multiple invoices), and then click Preview. From the preview window you
can print a hard copy if necessary. Hard copies of invoice previews are titled Invoice
Preview so as not to be confused with actual posted invoices. You'll also notice that they
do not have invoice numbers, which are issued when an invoice is posted.
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% Invoice
|.—|3:| | Email |E:-:port |E',1F'rint ||:D |J{,

12.

b

oo

| B

Invoice Preview

Group Invoice Number:
Jaclyn Rogers Inwvoice Date: 5/15/2008
Accounting Department Due Date: 6142003
1250 OTC Parkway
Suite 1250
Greenwood Village, CO 80111
Bookings /Details Quantity Price Amount

Below you will find a list of charges for the rooms and serices to be rendered. Payment in full is required before you
may take possession of the room. If you have any questions abowt the charges please contact the Corporate
Scheduling Office immediately.

Thursday. May 15. 2008
9:00 AM - 10:30 AM (CT) meeting (Confirmed) Barton VC Room
Reserved: 8:30 AM - 11:00 AM (CT)
Foom Charge: (1.5 hours @ 100.00¢hr 1 160,00 160,00
Less 100% Discount -150.00
Office Carp. Services:
9:00 Ah - 10:30 AM Delivery

A Technician(1.5 hours @ 40.00hr) 1 B0.00 B0.00

Laptop Computer 1 a0.00 a0.00 0
Subtotal 110.00
Grand Total 110.00

Acceptable forms of payment include Visa, Master Card, American Express and business checks or money orders.
Personal checks are not accepted. Please remit payment to the address above at least two weeks before the first
occurrence of your reservation. Thank youl

To start over and return to the previous window (the filter), click the Filter button on the
Invoicing window.

To post the invoice(s) select them and click Final. Click Yes at the warning message to
complete the process.

Posting an invoice saves it permanently and it cannot be edited. Changes to the balance
due for a reservation can be made only by creating an adjustment or by voiding the
invoice and re-creating it after editing the booking information. You must void the
invoice before attempting to change the bookings, since invoiced events are locked and
cannot be edited.

When you create an invoice, the message “Items have been invoiced” will display in red
text in the Reservation Summary tab in the Navigator. Also, the item’s icon will now
have a colored (green default) background in the Navigator.

13. With the invoice(s) in a print preview window, click Print to produce a hard copy.
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Reprinting an Invoice

You can reprint invoices that have been posted. This does not recalculate the invoice; it simply
reprints the invoice as it appeared when first created.

1. Go to Billing > Other > Reprint Invoices. The Reprint Invoices window opens.

% Reprint Invoices

Department; Corporate Scheduling Office | Invoices:  |Mon'oided w
Invoice Mo.: | Add Farmat: By Rezervation w
First Trangzaction D ate: E] Print Header On Each Page:
Last Tranzaction Drate: [+ Print Tranzactions: [
Irwoice (0] Amount MHaote Ivoice (0]

Shaw Paid Invoices

[ Ok ] [ Cancel

2. Enter values in the Reprint Invoices window:

3. Once you have entered enough data, the invoices that meet your criteria are shown in the

Department: The department that created the invoice.
Invoices: Enter the type of invoice (Voided or Non Voided).

Invoice No.: If you know the number of the invoice you want to reprint, enter it
and click Add.

Format: Set the sort order in which invoices will print.

First Transaction Date and Last Transaction Date: Enter the transaction date
or date range.

Print Header on Each Page: Select this to print the invoice header on every
page of the document.

Print Transactions: Includes transactions in the printout.

Show Paid Invoices: Select this to include paid invoices in the lower selection
panes.

lower left panel. The Note column indicates whether payments have been made against
an invoice.

4. Move the invoices you want to reprint into the right panel using the arrow buttons or by
double-clicking them.

5. Click OK to see a preview of the invoices.

6. Click the Print button on the preview window to produce a hard copy.
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Voiding an Invoice

You can remove a posted invoice from the system. Voiding an invoice removes it from the
Ageing Report and unlocks any bookings that it had locked.

Invoices can be voided from one department only using this window. To void from a second
department, repeat these steps.

To help you find an invoice, you can view the list of invoices for a department by running the
Ageing Report (Billing > Reports > Ageing Report).

1. Go to Billing > Other > Void Invoices. The Void Invoices window opens.

Department: Corporate Scheduling Office A"
Ireeice Mo Add
First Tranzaction D ate: E]
Last Transaction Date: E]
Invoice (0] Amount Mote Invoice (0] Woid Reazon

Show Paid Invoices

[ Preview ][ ok ][ Cancel ]

2. Select the Department that created the invoice.

3. If you know the Invoice No. that you want to void, enter it and click Add. Enter a void
reason. The invoice is added to the lower right panel.

If this is the only invoice you want to void, you can skip the next steps and click OK to
void the invoice. Otherwise, continue the steps below to add more invoices to void.

4. To search for voided invoices, enter a date range using the First Transaction Date and
Last Transaction Date fields.

When you tab out of the Transaction Date fields, EMS displays the invoices that meet
your criteria in the lower left panel.

5. To review an invoice before voiding it, select it and click Preview.

6. Move the invoices you want to void into the right panel using the arrow buttons or by
double-clicking them. As you move an invoice, you must provide a reason. If multiple
invoices are moved as a group, the same void reason is applied to all of them.

7. Click OK to void the invoices. In the message box that opens, confirm that you want to
void the invoices.

Confidential

98



EMS Workplace 5.2.1/EMS Campus 2.2.1/Enterprise 5.2.1/EMS Legal 5.2.1 User Manual

Payments, Deposits, and Adjustments

Deposits
Deposits are amounts paid in advance of a meeting or event, before invoicing.
They can be applied to reservations or to specific bookings within a reservation.

When a deposit is applied to a reservation, it decreases the amount due on the first booking that is
invoiced for that reservation.

When a deposit is applied to a specific booking, it only lowers the amount on an invoice that
includes that booking, no matter when it is invoiced.
Entering Deposits for Reservations

1. Do one of the following to open the Payment Entry window:

e To enter deposits for a single reservation, open the reservation in the Navigator,
click the Transactions tab, click the New button, and choose Payment.

% Payment Entry - Corporate Scheduling Office (5/15/2008)

Dezcription | Audit

Tranzaction Date: 5A5/2004 E]

Department; Corporate Scheduling Office w

Tranzaction T ppe; w

Papment Type: Internal Transfer w oid: il
Check Mo

Amount: 0.00

Reseration Mo.: 3993 Ann Anderzon - Airlinez Suite Meeting
Imvoice Ma.:

hotes:

[ 0K l [ Cancel

e To enter a batch of deposits (more than one reservation), go to Billing >
Payments > Payment Entry. Click New.

2. Fill in the fields as described below:
e Transaction Date: Today’s date is entered by default.
o Department: Enter the department for which the deposit applies.
e Transaction Type: Select Deposit (Reservation).

o Payment Type: Select a payment type (cash, check, etc.) if appropriate.
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Check No.: Enter the check number, if you choose a payment type of “check.”

Amount: Enter a dollar figure. Deposits are entered as positive numbers even
though they ultimately result in a decrease in the amount due.

Reservation No.: Enter or browse for the reservation number.

Invoice No.: This does not apply, since deposits are made before an invoice is
generated.

Notes: Enter a note if appropriate.

Void button: Check this if you want to void the payment entry and use the Void
Comment field to enter any notes regarding the voided payment.

3. Click OK.

Entering Deposits for Bookings

1. Open the reservation (in the Navigator) that contains the bookings, click the Transactions

tab, click the New button, and choose Payment. The Payment Entry window opens.

Alternatively, you can go to Billing > Payments > Payment Entry and then click New.

Enter the Transaction Date, Department, Transaction Type, Payment Type, Check

number and Amount, Reservation Number, Invoice number and any Notes. Click Void

if you want to void the payment and enter any applicable notes in Void Comment.
2. Click OK.

Entering Damage Deposits for Reservations

1. Do one of the following to open the Payment Entry window:

To enter deposits for a single reservation, open the reservation in the Navigator,

click the Transactions tab, click the New button, and choose Payment.

To enter a batch of deposits (more than one reservation), go to Billing >
Payments > Payment _....,. ..c....c...

2. Fill in the fields as described below:

Transaction Date: Today’s date is entered by default.

Department: Enter the department for which the deposit applies.
Transaction Type: Select Damage Deposit.

Payment Type: Select a payment type (cash, check, etc.) if appropriate.
Check No.: Enter the check number, if you choose a payment type of “check.”

Amount: Enter a dollar figure. Deposits are entered as positive numbers even
though they ultimately result in a decrease in the amount due.

Reservation No.: Enter or browse for the reservation number.

Invoice No.: This does not apply, since deposits are made before an invoice is
generated.

Notes: Enter a note if appropriate.

3. Click OK.
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Voiding Deposits
1. Do one of the following to open the Payment Entry window:

e If voiding a deposit for a reservation, open the reservation in the Navigator, click
the Transactions tab, and select the deposit in the list. Then click the Edit button.

e Go to Billing > Payments > Payment Entry. Select the deposit in the list, and
click Edit.

2. Select the Void check box on the right-hand side of the window.
3. Enter an explanation in the Void Comment box.
4. Click OK.

Payments

Payments in EMS denote funds received for events that have already been invoiced.

Entering Payments
1. Do one of the following to open the Payment Entry window:

e Open the appropriate reservation in the Navigator, click the Transactions tab,
click the New button, choose Payment or go to Billing > Payments > Payment
Entry and click New.

2. Enter the settings in the Payment Entry window:
e Transaction Date: Enter the date the transaction took place.
e Department: Enter the department that received the payment.
e Transaction Type: Select Payment.
e Payment Type: Select a payment type.
e Check No.: Enter the number of the check used for payment, if appropriate.

e Amount: Enter the amount of the payment in dollars. Deposits are entered as
positive numbers even though they ultimately result in a decrease in the amount
due.

o Reservation No.: This field will be grayed out, since payments are made against
invoices not reservations.

e Invoice No.: Enter or browse for the invoice number. After you have entered an
invoice number and moved to another field, EMS shows you the Current
Balance, as well as the New Balance after the payment. (To help you find an
invoice, you can view the invoices for a department by running the Ageing
Report: Billing > Reports > Ageing Report.)

o Notes: Enter a note if appropriate.
3. Click OK.

To see the new payment, you can run the Transaction Report: Billing > Reports >
Transaction Report.
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Entering Prepayments

1. Do one of the following to open the Payment Entry window:

Open the appropriate reservation in the Navigator, click the Transactions tab,
click the New button, choose Payment.

Go to Billing > Payments > Payment Entry. Click New.

2. Enter the settings in the Payment Entry window:

Transaction Date: Enter the date the transaction took place.

Department: Enter the department that received the payment.

Transaction Type: Select Pre-payment.

Payment Type: Select a payment type.

Check No.: Enter the number of the check used for payment, if appropriate.

Amount: Enter the amount of the payment in dollars. Pre-payments are entered
as positive numbers even though they ultimately result in a decrease in the
amount due.

Reservation No.: Enter a reservation number, if one is not already entered.
Invoice No.: (Does not apply.)

Notes: Enter a note if appropriate.

3. Click OK.

Voiding Payments

1. Do one of the following to open the Payment Entry window:

If voiding a payment for a reservation, open the reservation in the Navigator,
click the Transactions tab, and select the payment in the list. Then click the Edit
button (or simply click the Void button, enter a void reason, and skip the
remaining steps below).

Go to Billing > Payments > Payment Entry. Select the payment in the list, and
click Edit.

2. Select the Void check box on the right-hand side of the window.

3. Enter an explanation in the Void Comment box.
4. Click OK.

Adjustments

Adjustments are miscellaneous modifications to the amount due on an existing invoice.

For example, if you send out an invoice for $201.00 and the group sends you a check for $200.00,
you can make an adjustment to remove the extra $1.00.
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Entering Adjustments

1. Do one of the following to open the Payment Entry window:

e Open the appropriate reservation in the Navigator, click the Transactions tab,
click the New button, and choose Payment.

e Go to Billing > Payments > Payment Entry. Click New.

2. Enter the settings in the window:
e Transaction Date: Enter the date the transaction took place.
e Department: Enter the department that received the payment.
e Transaction Type: Select Adjustment.
e Payment Type: Enter a payment type.
e Check No.: (No entry is required.)

e Amount: Enter the amount of the adjustment in dollars. If the amount of the
invoice is to be decreased, type a minus sign (-) before or after the amount.
(Note: When you tab out of the field, the system encloses the amount in
parentheses to indicate that it is a negative.)

e Reservation No.: The Reservation No. field is grayed, since adjustments can be
made only to invoices not to reservations.

e Invoice No.: Enter the invoice number in the next field, or click the magnifying
glass icon to search for the invoice. After you have entered an invoice number
and moved to another field, EMS shows you the Current Balance as well as the
New Balance after the adjustment.

o Notes: Enter a note if appropriate.
3. Click OK.

Voiding Adjustments
1. Do one of the following to open the Payment Entry window:

¢ If voiding an adjustment for a reservation, open the reservation in the Navigator,
click the Transactions tab, and select the adjustment in the list. Then click the
Edit button or simply click the Void button, enter a void reason, and skip the
remaining steps below.

¢ Go to Billing > Payments > Payment Entry. Select the adjustment in the list,
and click Edit.

2. Select the Void check box on the right side of the window.
3. Enter an explanation in the Void Comment box.
4. Click OK.

Entering Refunds
1. Do one of the following to open the Payment Entry window:

o Open the appropriate reservation in the Navigator, click the Transactions tab,
click the New button, and choose Payment.
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Go to Billing > Payments > Payment Entry and click New.

2. Enter the settings in the window:

Transaction Date: Enter the date the transaction took place.
Department: Enter the department that received the payment.
Transaction Type: Select Refund.

Payment Type: Enter a payment type.

Check No.: (No entry is required.)

Amount: Enter the amount of the refund in dollars. If the amount of the invoice
is to be decreased, type a minus sign (-) before or after the amount. (Note: When
you tab out of the field, the system encloses the amount in parentheses to indicate
that it is a negative.)

Reservation No.: The Reservation No. field is grayed, since refunds can be
made only to invoices not to reservations.

Invoice No.: Enter the invoice number in the next field, or click the magnifying
glass icon to search for the invoice. After you have entered an invoice number
and moved to another field, EMS shows you the Current Balance as well as the
New Balance after the refund.

Notes: Enter a note if appropriate.

3. Click OK.

Browsing Transactions

The Browse Transactions function is used to find transactions that were made on a particular date
or in a date range.

1. Goto Billing > Other > Browse Transactions. When you click Advanced, this window
displays.
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Browse For:  Transactions = Print Export Refresh | Options

Filter | Results

Starting D ate: E] [ Reset ] [ < Basic
Ending Orate: E]

AllFigld: | Favorite Fields [0] || Saved Yalues (0]

Field Search: Filter Surnmary

Lewel Field ”~

Reszervation Bill To Contact

Feservation Bill Ta Group <4
Feservation Charge Code

Reservation Event Name

Reservation Event Type

Reservation Group

Reservation Group Type

Rezereation Matter Mumber b

< >

Add To Favorites

2. Click the Basic or Advanced button.

Enter a date (and times, if appropriate) or a date range.
4. Enter any other necessary criteria.

If using Advanced mode, move the criteria you want to filter by into the right column.
Save favorite fields or values if desired.

5. Click Get Data.

6. On the Results tab, you can print, export, or email items. Select the item(s) and click the
appropriate button (Print, etc.).

To see a preview of an item in the list, double-click that item.

Emailing from EMS

The emailing capability within EMS can be used to email confirmations, notifications, and
reports. You can also send a free-form email. Email that has been sent can be reviewed using the
Email History function.

In order to use email capability, your EMS user account must include an email address. EMS
must also be configured to connect to your email server. See the EMS Setup Guide for details.

Creating a Free-Form Email

In addition to emailing confirmations and other reports, EMS allows users to create free-form
emails.
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NOTE: Before you can send email in EMS, you must have an email address set in your user
account.

1. Click Email on the main toolbar. A standard email form opens.

2. Enter the desired information in the To, Subject, Message, and other fields.
3. To attach a file, click Attachments at the top of the window.

4. Click Send.

Viewing Email History

If your system is set up to use SMTP, the Email History function finds and reviews emails sent
via EMS.

1. Go to Reservations > Other > Email History. The Emails window opens.

Specify the search criteria you want. Date Sent is required; other criteria are optional.
Click Display. The results of the search, if any, are listed in the lower part of the window.
Select an email in the results.

Click View to read the email.

© o~

To print the results list, click Print and choose List.

To print the contents of one or more emails in the results, select the emails in the results
list, click Print, and choose Emails.

Visitor Management

EMS contains functionality that allows you to browse for attendees (internal attendees or visitors)
that have been added as an attendee-type category to a booking. Functionality also exists to
check-in/out attendees.

The advanced Visitor Management module (optional component) provides badge printing
capability, allows an EMS user to quickly check-in an unregistered attendee/visitor, and provides
functionality to import a list of attendees using the Add Booking Details Wizard within the
Navigator.

Managing Visitors
1. Go to Reservations > Other > Visitors. The Visitors window opens.
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=1olx|
Tools

Date: [12/2/2008 =l

Building: [Denver | T Show Cancelled

Employee: I Display I
Visitors | Employses |

Visitor: | Include Checked In ¥

Attendee (1) .« Company Name Visitor Employee Phone 1 Phone 2 Event Building Roomx Start End Check Check In

John O'Brien (O'Brien Inc. Yes Erin McAtee =610 erCode 12 Print Badge

Open
1 | _>| Close |

2. Date: Specify the date. The Date field defaults to today.

3. Building: Specify the building. The Building field defaults to the Building specified in
your Preferences (located within Settings > Preferences).

4. Enter your search criteria:
e Simply hit the Display button to view a list of all attendees.

e To search for attendee by group, type some or all of the group’s name in the
Group field and hit the Display button.

e To search for a specific attendee, type some or all of the attendee’s name in the
Visitor field and hit the Display button.

5. Once a list of your attendees is displayed, you can now do any of the following:

e Select a visitor and click Open to open the reservation containing the booking
that person is attending.

e Click Check In to check in a visitor. This adds a date and time to the visitor’s
record.

The Tools menu option in the upper right hand corner of the screen allows you to:

e Undo Check In: Highlight an attendee from the displayed list in the Visitors
window and click this button to reverse the check in. If an attendee has been
checked-out, an Undo Check Out option is available.

e To export the list to Microsoft® Excel, click Export.

o Click the Print button to view or print details about the visitors shown in the list.
Checking-In an Unregistered Visitor

Note: This feature requires the optional Visitor Management module.
1. Go to Reservations > Other > Visitors. The Visitors window opens.
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Specify the Date.

Specify the Building.

Type some or all of the host’s name in the Group field and hit the Display button.
Select the Groups tab.

Locate and highlight the group’s record.

Hit the New Visitor button, enter the necessary attendee/visitor information and click the
OK button.

Printing a Visitor Badge
Note: This feature requires the optional Visitor Management module.

1.
2.
3.

Go to Reservations > Other > Visitors. The Visitors window opens.
Locate or create the attendee record as described above.
Click the Print Badge button.

Academic Scheduling

About Academic Scheduling

Academic scheduling is a multi-step process for enabling online communication between the
registrar and academic departments, optimizing academic space utilization and creating
reservations in EMS Campus for academic courses.

Process Flow
While the process will vary from one site to another, in general it proceeds as follows:

1. Course schedule data is imported into EMS Campus from the campus Student
Information System (SIS), typically by the registrar.

2. Responsible users (typically academic departments) review the course schedule data in
EMS Campus and make changes as appropriate.

3. The registrar reviews the changes in EMS Campus, modifies the data in the SIS and re-
imports the updated course schedule data into EMS Campus to synchronize the two
systems.

4. The registrar solicits course room preferences from departments.

5. The registrar initiates a function that takes into account those preferences and optimizes
the schedule to make the best use of campus academic space.

6. The registrar publishes the schedule to create reservations and bookings in EMS Campus
for all academic courses and write course location information back to the SIS.

7. The registrar creates and publishes a final exam session for the term.

Terminology

While meeting/event scheduling and academic scheduling have many features in common, there
are certain terms that are specific to academic scheduling, especially as performed in EMS
Campus.
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Domain — A level of organization within the institution that is typically the equivalent of
a “campus.” For example, the Main Campus and the Downtown Campus might be
domains. This term is controlled by a parameter, and in many cases will be changed to
“Campus.”

Academic Unit — A level of organization within the institution that is typically the
equivalent of a “department.” Academic units fall within domains. A domain can have
multiple departments, but an academic unit can only fall within one domain. This term is
controlled by a parameter, and in many cases will be changed to “Department.”

Desktop client — The EMS Campus interface typically used by the registrar to import
course schedule data, review changes made to the schedule, etc. EMS Campus must be
installed on a computer in order for users to access the desktop client from that computer.
Web client — The EMS Campus web-based interface typically used by academic
departments to review course schedule data and communicate changes to the registrar.
Any computer with a standard Internet browser can be used to access the web client.
Course — The high level descriptor of a class, such as “CHEM 101 - Introduction to
Chemistry 17, and other associated information such as instructor and estimated
enrollment.

Course date — Also known as a “section.” A unique day of the week and time
combination, such as Tuesday/Thursday, 8:00 am to 9:20 am. Courses may have multiple
course dates, such as when a class has both a lecture and a lab component which meet on
different days of the week and at different times.

About the Academic Scheduling Configuration Process
Before academic scheduling is performed for the first time, certain data items must be defined:

e Academic Domains (referred to as “Campuses” in this document)
e Academic Units (referred to as “Departments” in this document)
e Users (or security settings for existing users)

In addition the above items, buildings, rooms and other data in EMS Campus and the Student
Information System (SIS) must be synchronized. Synchronizing ensures that the information in
EMS Campus and the SIS is the same.

Defining new data items and synchronizing existing ones are considered part of the configuration
process. Configuration is covered in the EMS Setup Guide. Consult that document for more
information. (Note: The synchronizing of academic terms takes place on a regular basis and is
covered below.)

About the Term Import Process

The term import process begins with a system administrator/registrar either copying an old
academic term in the Student Information System (SIS) and “rolling” it forward or manually
creating the term. The new term record is then brought into EMS Campus through the
Synchronize Terms process. To synchronize a term, log in to the EMS Campus desktop client, go
to Academic Planning — Configuration and open Synchronize Terms.

New terms detected in the SIS are shown with a status of New. If there are terms you don’t wish
to import, highlight them and click Do Not Import. For a term that you do wish to import,
highlight it and click Create. The status then changes to Create. Next, click Process. After the
processing takes place, the term is identified as Synchronized.
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& EMS Campus Terms g@@
Status: |[aII] v|

Term Caode (5] Term Status

CE-03 CE-2003 Synchronized

FaLL-08 FaLL 2008 MNew

SPRIMG 2008  Synchronized
Select Al
Unzelect Al

Synchronize Terms

The term record created in EMS is initially empty, and must be populated through the Sync
Courses process before courses can be reviewed and modified by the registrar and academic
departments. To synchronize courses, go to Academic Planning — Courses — Manage Terms in the
EMS Campus desktop client. Highlight the term, click Sync Courses. A global EMS Campus
parameter (located within System Administration > Settings > Parameters) controls whether
courses without start and end times should be excluded. Courses without start and end times will
not be assigned a room during the optimization process and will not be published in EMS. There
may be some value, however, in seeing them during the course schedule review phase.

Instructors are automatically synchronized when a term is synchronized.
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o
Domain: IMain j
Term Code (8) Description Phase Start Date .« Active Scenario Last Sync Edit |
CE-08 CE-2008 1/14/2008 515 Print
SPRING 2008 PUBLISHED 1/14/2008 SIS 7/30/2009 2:16 PM
FALL-D8 FALL 2008 8/18/2008 SIS 5/20/2009 8:25 AM Syn—c
Admin
Publish

Show
v Active
™ Inactive

4| | | Close |

Manage Terms

After you have synchronized courses, the registrar may wish to review them using the Academic
Browser or Academic Book (described below) before making the term available to departments.

Import a Term and Synchronize Courses

1. Synchronize the term: In Academic Planning — Configuration — Synchronize Terms,
highlight the term and click the Create button.

2. Click Process.

3. Synchronize courses: In Academic Planning — Courses — Manage Terms, highlight the
term and click the Sync Courses button. Indicate whether courses without start and end
times should be excluded.

4. Review synchronized courses using the Academic Browser and/or Academic Book.

A previously synchronized term can also be un-synchronized using the Unsync function
(accessed by clicking the Admin button.)

Using the Academic Browser

The Academic Browser allows you to browse courses in EMS. The Academic Browser can be
used in Basic or Advanced mode. In Basic mode, results can be filtered by common course
related data. Advanced mode provides more detailed search criteria. The Academic Browser can
be accessed on the main EMS Campus toolbar or by going to Academic Planning — Courses.

Academic Browser - Basic Mode

Basic mode provides easy access to the most commonly accessed course related data such as
Campus, Term, Department, Subject, and Instructor.
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Open the Academic Browser.

Set your filter criteria from the dropdowns available.

In the top left-hand corner of the screen, set your Browse For option. Results can be
viewed as Courses or Course Dates.

Click the Get Data button.

Erowse For  Courses = Mew Course | Refresh | Options
Filter | Results
Campus: b ity Campus S Feset ] [ Advanced >
Termn: v
Scenario: 315 v | Active Scenario
Department: [all] ~
Subject: [all] A
Instructor: [all] A
Preferences Ewxist: [all) -
Modified Courses Only: O

Academic Brower — Basic Mode

Other filtering options include:

Scenario — Used to display results for a specific optimization scenario. The “SIS”
Scenario displays room assignment information from your SIS.

Preferences Exist — Used during the Set Preferences mode to identify courses with
department room preferences.

Modified Courses Only — Used during the Define & Edit mode to identify department
changes (new, cancelled, and modified courses) to the course schedule.

Academic Browser - Advanced Mode

1.
2.

3.

Open the Academic Browser.

Click the Advanced > button (the Advanced > and < Basic buttons toggle based on your
selection.)

On the All Fields tab, locate and highlight your search field. This can be done by typing
a value in the Field Search textbox or by using the scrollbar.

Double-click the field to select it or use the right arrow button. Enter your search criteria.

In the top left-hand corner of the screen, set your Browse For option. Results can be
viewed as Courses or Course Dates.
Click the Get Data button.
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OWSE

Browse For.  Courses - Mew Course | Refresh | Options

Fiter | Results

Campus: |Main Carmpus V| [ Reset ] [ < Basic
Term: |SPRING 2008 |
Seenario: |5|5 V| Active Scenario

All Fields | Favarite Fields [0] | Saved Values (0]

Field Search: | | m Filter Summary

" Term: Domain equals Main Campus'
Lewel Field
Term: Term equals "SPRING 2008"

|>

Course Act Enrall
Course Added By
Course Changed By

Course Course

Course Course Title

Filter - Credit Hours

Courze CRN

Courze D ate Changed b’ -
Add To Favaorites

Close

[] Save Walue [ Ok, ] [ Cancel ] I

Academic Brower — Advanced Mode

On the Advance mode Filter tab, the Favorite Fields tab allows you to define a list of “favorite”
search fields. When selecting a search field, the Save Value checkbox allows you to save your
search criteria for future use. Saved items can be seen on the Saved Values tab.

Academic Browser - Viewing Results
Once you specify your search criteria and hit the Get Data button, your results will be displayed
on the Results tab.

& Academic Browser
Browse For - Courses ~  Print Export  Tools Mew Course | Refresh | Options

Filter | Fesults |

Course [20) CRM Caurse Title Course Type Instructor Days Start Time End Time Location EstEnrol Act Enrall Credit Hours wList State
BIOL 101 01 10001 Introduction to Biology Lecture Nowak, Ed bW 5:00 A 350 AM [unassigned] 30 1} 3

BIOL 101 02 10002 Introduction ta Bialogy Lecture O'Raasch. Kevin TR 10:00 &M 11:20 AM EWNS E101 30 1} 3

BIOL 102 01 10003 Introduction to Biology Lab Lab Warrier, Minja (] T 1:00 P 400 P EWNS ELabl+2 30 1} 2

BIOL 102 02 10004 Introduction ta Biology Lab Lab “allamkonda, Sreedevi R 1:00 PM 4:00PM EWNS ELabz 15 1} 2

BIOL 102 03 10005 Introduction to Biology Lab Lab TED R 1:00 PM 4:00PM EWNS ELabl 15 1} 2

BIOL 401 01 10007 Independent Biology Research Independent Study TED 3:00 PM 5:00 PM [unassigned) 30 0 5

BUS 301 01 10008 Business Statistics Lecture Evans, Sefior bW 2:00 PM 250 PM EWNS E101 a0 1} 3 e

CHEM 10101 10016 Intraduction ta Chemistry ‘wimett, Mike [multiple] 30 0 5

C5101 0 10023 Introduction to Programming Lecture Nelson, Sean bW 10:00 &0 10:50 A EWNS E102 a0 1} 3

Cs10102 10030 Introduction ta Programming Lecture “wimett, Mike M 10:00 &M 10:50 4 EVNS E107 30 0 3

510103 10031 Introduction to Programming Lecture Meyers, Chiis wF 10:00 &M 10:50 AM BRNC B401 30 1} 3

ENGL 201 01 10011 American Literature [ atellite] Lecture Melzon, Sean TR 9:00 AM 10:20 &M EVNS E102 30 0 3

ENGL 201 01 oz British Literature (S atelite] Lecture Whala. Stacey MwF 2:00 PM 280 PM EWNS E102 a0 1} 3 Yes

ENGL 201 02 10015 British Literature [Inter Campus 5 atellite] Lecture Wwhala, Stacey M 2:00 PM 280 PM EVNS E102 30 0 3 Yes

HIST 101 o1 1023 Introduction ta History Lecture Wall. Ayan TR 3:00 PM 4:20 PM EWNS Edud 75 1} 3

HIST 101 02 10024 Introduction to Histary Lecture Wall, Ayan bW 4:00 P 450 PM [unassigned] 75 1} 3

HIST 101 03 10025 Intraduction ta History (Independent Study) Independent Study TED [unassigned) 30 0 3

MATHEDT O 100039 Business Statistics [Grad] Evans, Sefior [multiple] 10 1} 5 Yes

MURS 10101 1001@ Nursing Clinicals Meyers, Chiis [multiple] 15 1} 5

NURS 10201 10026 Nursing Career Counseling TBD el 1} [1k3)

< | 3

Academic Brower Results
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e To open a course, highlight and double-click the record. The Course Navigator will appear.
The Course Navigator displays all detailed course related information and is reviewed in
greater detail in the next section.

e To print your search results, click Print on the Academic Browser menu.

e To export your search results to Microsoft Excel, click Export on the Academic Browser
menu.

To refresh your results, click Refresh on the Academic Browser menu.

e The Options link on the Academic Browser toolbar, allows you to specify the Number of
Records to Return.

e Columns can be re-ordered by clicking on a column and dragging it to a different area.
Column widths can also be increased/decreased.

e Columns include:

o XList — Cross-listed course

o State — Used during the Define & Edit mode to identify department changes (new,
cancelled, and modified courses) to the course schedule.

o Preferences Exist - Used during the Set Preferences mode to identify courses with
department room preferences.

o Final Exam Not Required — Used to identify courses that do not require a final
exam outside of the normal class meeting time.

Using the Academic Book

The Academic Book provides a graphical display of courses assigned to a specific room or
instructor. Unlike the Reservation Book which only shows course information for published
terms, the Academic Book shows course information for both published and unpublished terms.
The Academic Book can be accessed on the main EMS Campus toolbar or by going to Academic
Planning — Courses.

Academic Book - View Courses by Room or Instructor

1. Open the Academic Book.

2. Select your Campus and Term in the dropdowns located in the top left-hand corner of the
screen.

3. Select your scenario from the Scenario dropdown (SIS by default or optimization
scenario if optimization has occurred.)

4. Select the Room radio-button to group the Academic Book results by room. A list of
rooms will appear along the left side of the screen. This list can be filtered by the
Building dropdown located under the Scenario dropdown.

5. By default, rooms without any courses assigned are displayed in a bold green font
(controlled in the Options area.) Select a room that is not bolded. A list of courses
assigned to that room will appear.
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g S=1E3
Main Campus * SPRING 2003 * Scenario: SIS - Time Zone:  Mauntain Time ~ Refresh | Options
(&) Room O Instuctor {ally -
Date: 1/14j2005Mon ~  Today Day 4 » week 4 ¢ Manth 4k Print;
FRoom: Room E101
P tonday Tuesday ‘wednesday Thursday Friday
s Ui 1/14/2008 1415/2008 1/16/2008 141742008 141842008
ERNC (MT) 7 ~
Foom B401 [Main + West Shared]
EVNS [MT) 8
Lab E1
Lab E1+2 9
LabE2
_ 10
PR E WD £5 101 02 £ 101 02 £5 101 02
BIOL 101 02 BIOL 101 02
11
Room E102
LMG [MT] Drate: 1/15/2008 Tue
1 2P Room: E101
Room L201 Instructor:  0'Raasch, Kevin
Course: BlOL 107 02
R L202
oom 1 Time: 10:00 &M ta 11:20 &M (MT]
PKE [MT] Setup Type: Classroom (30
Room P301 2
BUS 301 01 BUS 307 01 EUS 301 01
Room P302
SU MT) 3
Room SUG01
4
TED [MT)
To Be Determined 5
| ¥
< ¥

Academic Book

e To view a tooltip containing information about a specific course, hover your mouse over the
block. Your tooltip content will change based on whether or not your term has been
published or is still in the planning phase (controlled in the Options area.)

e To access the Course Navigator (described below) double-click the course.

Date options are provided to navigate to a specific date or today. You can also move

back/forward one Day, Week, or Month.

To print the Academic Book, click the Print button.

The Time Zone can be changed in the Time Zone dropdown.

Click Refresh to reset your display.

The Options area on the Academic Book toolbar provides general display choices as well as

settings to control what information shows in a course tooltip.

e To group the Academic Book results by instructor, select the Instructor radio-button and
choose an instructor (similar to choosing a room.)

e A specific instructor can be located by typing a value in the Name field and clicking the Go
button. A checkbox is also available to include/exclude unassigned instructors.

The Course Navigator

The Course Navigator provides detailed information about a course including general course and
course date (i.e. meeting times/locations) information, cross listings (if applicable), history of
course changes, preferences, and final exam settings. The Course Navigator is also where
departments using the EMS Campus desktop client can request changes to specific course and/or
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course dates data. Course Navigator features will be discussed in more detail in the sections

below.

& Course Navigator - 515 E@
Courze Title: Business Statistics [Grad) Instructaor: Evans. Sefior -
Term: SPR-08 - SPRING 2008 Est. Enrcliment: 10
CRM: 10009 act. Enrallment: 10 Cancel
Course: MATH 501 01 Credit Hours: L]
Department; All Other Departments Courze State: Unchanged

Dates | User Defined Fields (0] | History (0] | Cross Listings

Course Type Start D ate End Date Days Start Time End Time Location State Mew

Discugsion Section 1/14/2008 Mon 5/3/°2008 Fi - 5 8:00 Ak 10:00 &M EWMS E102 Edit
Lecture 1/14/2008 Mon 5/3/2008 Fri - MwF 2:00 PM 2:50 PM EVMS ET01

i

Cancel

M| Histary (0]

Preference Yalue Required Copy

Paste

Cloze

Course Navigator

The Course Navigator can be accessed from various areas within EMS Campus including the
Academic Browser, Academic Book, and the Navigator (via CRN).

Access a Course by CRN
1. Click Navigator on the main EMS toolbar.
2. Choose Course in the Open dropdown.
3. Input the CRN and click OK.

“% Open Navisato E
Open: |Couse v|
Campus: [Main Campuis v|
Tem: |SPRING 2008 v|
CRM  Course Till

Close

Open Navigator
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Academic Reports

EMS Campus provides numerous reports located within the Academic Planning — Reports area.
Reports are also available in various academic functional areas (Manage Terms, Optimization,
etc.) within the application. For a complete list of reports, please see the Reports and Queries
section in this document.

Important: All Subjects must belong to a department to display on academic reports. Please see
the department configuration section (Academic Planning — Configuration — Departments) in the
EMS Setup Guide for more information.

Before viewing any report, EMS Campus requires you to specify filter criteria.

Running an Academic Report
1. Select your report within Academic Planning — Reports.
2. The report filter screen will appear. On the Date Range tab, select your Campus, Term,
Scenario (SIS by default or optimization scenario if optimization has occurred), Format
(varies by report), and optional Report Comment.
3. Select your desired report criteria on the Departments, Course Types, Buildings, and
Room Types tabs.
Go to the Options tab and select your report options. This will vary by report.
Click the Print Preview button.

o ks
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&% Course List Q@@

Setup: {user specified) ~ | Memorize (ptions

Date Range | Departments || Course Types | Buildings | Foom Types | Options

Campus: Continuing Education w
Term: SPRING 2008 o
Scenario: 515 "
Farmat: By Course v

Repart Comment:

Copies To Print: |1 Frinit l [ Frift Preview

Report Filter

About the Course Review/Modification Process
Once a term and its courses have been successfully synchronized, the next step is to give

departments access to the term. Once a term has been made available, departments can begin
reviewing their courses and requesting additions, deletions and modifications as appropriate using
the EMS Campus Web Client (typical) or the EMS Campus desktop client (if granted access).

EMS Campus flags course changes using a field named Course State. These changes can be
identified and viewed by the registrar using the Academic Browser and Course Changes report.
Approved changes must be manually re-inputted into the SIS and re-synchronized with EMS

Campus.

Enable a Term for Define & Edit Mode
1. In Academic Planning — Courses — Manage Terms, select your Campus from the

dropdown, highlight the term and click the Sync Courses button. Indicate whether
courses without start and end times should be excluded. This step ensures that the SIS

course listing is synchronized with EMS.
2. Highlight the term and click the Edit button.

3. If desired, enter information into the Phase and/or Notes fields. These fields allow the
registrar to indicate what part of the academic process is underway (“Course Review” or
“Planning”, for example) along with notes or instructions. This information can be

viewed by departments using the EMS Campus Web Client.

Check the Available to Departments checkbox.

In the Mode section, select the Define & Edit Courses radio-button.
Click the OK button.

No ok

an easy way to communicate with your departments. The To field will include all

department-level users defined in EMS Campus (System Administration > Users.)

Please see the EMS Setup Guide for more information EMS Campus users.
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& SPR-08 - SPRING 2008

Tem | Excluded Dates | Audit

Term Code:
Drescription:

Start Date:

End Drate:

Last Synchronization:
Phase:

Motes:

Available To Departments:
Active Scenario:
Post Publish Enrallment:

Made
() Read Only

[ Inactive

SFR-08

SPRING 2008
141472008
5/9/2008
1047/2008 8:07 AM
PLANMING

Please submit wour changes by nest Friday. Thanks!

515 v

Estimated v

(®) Define & Edit Courses ) Set Preferences

A:G Spelling

- B

ok ] [ Cancel

Edit Term

Modifying Course Information

Departments can modify courses using the EMS Campus desktop client or the EMS Campus Web
Client. This document focuses on making changes using the EMS Campus desktop client. For

more information on making changes using the EMS Campus Web Client, please see the EMS
Campus Web Client User Guide.

Add a New Course in EMS Campus

Open the Academic Browser.

Select your Campus and Term from the dropdowns.
Click New Course on the Academic Browser menu.
Complete the required information and click OK.

1

2.
3.
4.
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Course | User Defined Fields

Title:

Courge Mumber:
Section:

Subject;

Instructor:

Estimated Enroliment:
Credit Hours:

Mates:

Course Type:
Start D ate:

End Date:

Su Tu

O

=
[ £

Qrganic Chemistiy |
2m
m

Chemigtry W
Nelzon, Sean v
30

3.00

wie may be adding a lab section with this. 'l let you know.
Tharks!

Lecture v

1402008 (5] StatTime: 2.00 P (=]
5/9/2008  |[-] EndTime: [250PM (-]
Th F  Sa

0 0 Room Mot Required: il

Ok H Canicel ]

An optional Notes field is provided for departments to communicate miscellaneous information to
the registrar. The Room Not Required check-box should be checked if this course does not

New Course

require a room (e.g. independent study, research, etc.)

One or more User Defined Fields (UDFs) may be required. UDFs allow a registrar to solicit
additional user-defined information about a new course. You can find more information about
how to add a UDF in the EMS Setup Guide. To answer a UDF, select the UDF, click the Set

Value button, enter your answer, and click the OK button.
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=¥ Mew Course

| Course | User Defined Fields
Sequence Description Yalue Required -

Instruction Method Yes
Clear Yalue

%# Instruction Method

Walle: Traditional Lecture w |

’_ oK ] [ Cancel

New Course - User Defined Fields Tab

Cancel a Course in EMS Campus

1. Open the Academic Browser.

2. Select your Campus and Term from the dropdowns. Set other filter criteria (e.g.
Department, Subject) to provide assistance in locating the course.

3. Click the Get Data button.

4. Inthe Academic Browser Results tab, locate, highlight, and double-click the course.

5. On the Course Navigator screen, click the Cancel button located in the top section of the
screen.

6. Click Yes to confirm the course cancellation.
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% Course Navigator, - SIS E@@

Courze Title: Business Statistics [Grad) Instructar: Evans. Sefior -
Termn: SPR-0& - SPRING 2008 Est. Enrcliment: 10
CRMN: 10009 Act. Enrallment: 10 Cancel
Courze: MATH 501 01 Credit Hours: 4]
Department: All Other Departments Courze State; Unchanged
Diates | |User Defined Fields (0] | Histary [0) || Cross Listings
Courze Type Start Date End Date Days Start Time End Time Location State
Dizcuzsion Section 1/14/2008 Man 5/9/2008Fi 5 200 Ak 10:00 Ak EWMS E102
Lecture 11442008 Mon 5/9/2008 Fri MWF 200 P 250 P EWMS ET01
ance
Preferences | History (0)
Freference Walue Required Copy
Paste

Course Navigator

Cancel a Course Date in EMS Campus
1. Open the Academic Browser.

2. Select your Campus and Term from the dropdowns. Set other filter criteria (e.g.
Department, Subject) to provide assistance in locating the course.

3. Click the Get Data button.

4. Inthe Academic Browser Results tab, locate, highlight, and double-click the course.

5. On the Course Navigator screen, highlight the specific course date record you wish to

cancel and click the Cancel button located in the middle section of the screen.
6. Click Yes to confirm the course date cancellation.

Add a Course Date in EMS Campus
1. Open the Academic Browser.
2. Select your Campus and Term from the dropdowns. Set other filter criteria (e.g.
Department, Subject) to provide assistance in locating the course.
Click the Get Data button.
In the Academic Browser Results tab, locate, highlight, and double-click the course.
On the Course Navigator screen, click the New button located in the middle section of the
screen.
6. Complete the required course date information and click the OK button.

gk w
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& New Course Dates E]E]

Course |

Courze Type: |[none] w |

Start O ate: 12142008 E] Start Tirne: I:lE]
End Date: 52008 ) EndTime: | |[]

Su M Tu W Th F Sa
00O OO0 00 Room Hat Required: FI

Ok H Cancel ]

New Course Date

Edit a Course in EMS Campus

1. Open the Academic Browser.

2. Select your Campus and Term from the dropdowns. Set other filter criteria (e.g.
Department, Subject) to provide assistance in locating the course.

3. Click the Get Data button.

4. Inthe Academic Browser Results tab, locate, highlight, and double-click the course.

5. On the Course Navigator screen, click the Edit button located in the top section of the
screen.

6. Make your modifications and click the OK button.

Course | Audi
Title: |Intmducti0n to Programming |
Courze Murnber: |1D1 |
Section: |I33 |
Subject: |E0mputer Science w |
Instructor: v |
Estimated Enrallment:
Credit Hours: 300
Rezervation [D: I:l
Mates: Frofeszor Mepers will be on zabbatical this semester.
Ok ] [ Cancel
Edit Course

Edit a Course Date in EMS Campus
1. Open the Academic Browser.
2. Select your Campus and Term from the dropdowns. Set other filter criteria (e.g.
Department, Subject) to provide assistance in locating the course.
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Click the Get Data button.

In the Academic Browser Results tab, locate, highlight, and double-click the course.
On the Course Navigator screen, highlight the specific course date record you wish to
edit and click the Edit button located in the middle section of the screen.

6. Make your modifications and click the OK button.

ok w

% Course Dates - SIS

Course Dates | Final Exam Settings | dudit |

Start D ate: 42008 E] Start Time: | 2.00 PM E] Course Type: |Lecture & |
EndDate:  [5/3/2008  |(z) EndTime: [4:20FM -] SIS Room |E¥NS Edud |
Sy M Tu W Th F  Sa Room Mot Required: O
OO O O O
Seat Fil Percentage: Azzighed Room: |

Required

Required

Feature Selection

featied DoMatlUse »

Usze 515 Lacation Whiteboard | Do Mot Use  w
window(z] | DoMotlUse w

5 Spelling ak. l[ Cancel ]

Edit Course Date

The room assigned to this course in the SIS is listed in the SIS Room textbox. This field cannot
be changed in EMS Campus. The Room Not Required checkbox should be checked if this course
does not require a room (e.g. independent study, research, etc.)

The Seat Fill Percentage (in conjunction with the estimated enrollment) is used to determine the
size of the room needed for the class. For example, a Seat Fill Percentage of 50% and an
estimated enrollment of 100 would mean that the course should be held in a room that can
accommodate 200 people. In other words, the enrollees should take up only half of the seats in
the room in which the class is held.

The Preferences section on the Course Dates screen becomes enabled during the Set Preferences
mode. The Assigned Room textbox will display a room once a space has been assigned to this
course. The Final Exam Settings tab is used during the Final Exam scheduling phase. All of
these topics will be discussed later in this document.

If you are editing a course date for a course that is cross-listed with another course, you will be
provided with the option to apply your changes to the related cross-listing’s course dates. To
apply changes to the cross-listed course(s), check the appropriate course date listings located in
the bottom of the screen before clicking the OK button.
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s |

Apply Changes To Related Course Dates [Checked ltems /il Be Changed)

Course CRN Course Title Instructor Start Date End Date Start Time End Time Location Days
[J BUS 30101 10008 Business Statistics Ewvans, Sefior  1/14/2008 Mon 5/9/2008 Fri - 2:00 PM 250 PM EWVMS ET01  MwF
] MaTHEDT 01 10009 Buziness Statistics [Grad) Evans, Sefior 1/14/2008 Mon 5942008 Fri 8:00 &M 10:00 Abd [unassigned] U
[] MATHS01 01 10009 Buginess Statistics [Grad) Evans, Sefior  1/14/2008 Mon 5/9/2008 Fni - 5:00 &M 10:00 AM EVMS ET02 &
£ >

% speling [ ok l [ Cancel

Edit Course Date (Bottom Half of Screen) for Cross-Listed Courses

Identifying New/Modified/Canceled Courses

Once academic departments have made their modifications to the course schedule, the registrar
must compile a list of modifications and input the approved changes in the Student Information
System (SIS). EMS Campus flags course changes using a field named Course State. New,
modified, and cancelled courses are marked as “New”, “Edited”, and “Cancelled” respectively.
Requested course changes can be identified and viewed using the Academic Browser and/or
Course Changes report.

Using the Academic Browser to Identify Modified Courses
1. Open the Academic Browser.
2. Select your Campus and Term from the dropdowns. Check the Modified Courses Only
checkbox.
3. Click the Get Data button.
4. Use the State column to identify the change. To view more specific detail, double-click a
Course to open the Course Navigator.

The History tabs in the Course Navigator provide audit information on changes made to a course
and course date records. To view changes made to course-level information, go to the History tab
located in the middle section of the Course Navigator screen. To view changes made to course
date-level information, highlight a course date and go the History tab located in the bottom
section of the Course Navigator screen.
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& Course Navigator, - 515

Course Title: American Literature [5 atellite] Instructor: 0'Raasch, Kevin
Term: SPR-08 - SPRING 2008 Est. Enroliment: 30

CRM: 10011 act. Enrallment: 0

Course: ENGL 201 01 Credit Hours: 3

Department: English Course State: E dited

Dates | Uszer Defined Fields (01 Historw [1]

Courze Type Start Date End D ate Daps Start Time End Time Location State

EvMS E102  Edited

Lecture 1414,/2008 Mon 5/9/2008 Fri i 2:00 Pt 3:30 P

Preferences| Histary 2] |

Date Changed By Field Old Yalue Mew Value
10/9/2008 9:47 M dept End Time 10:20 &M 330 PM
10/9/2008 3:47 &AM dept Start Time 300 A 200 Pt

]

Cloze

Course Navigator — Course Date History Tab

The Course Changes report can also be used to identify and print course changes. Please see the

Academic Reports section for information on running reports.

% Course Changes

Eﬁj|Emai\ |EHDDIt |5)Print |[D|£‘|;B k= |n\ ok |IHIEB
P 2 3

- SPRING 2008

Course Changes

; Course CRN Course Titde Instructor Days StartTime End Time Est Enroll ActEnroll Location XList State
ERGL 201 01 10011 American Litersture (Satellite) O'Raasch, Kevin TR 200 Pr 330 PM 30 0 EWNSE102 Edited

B Changes: Date Changed By Field 0Old Value Hew Value

B 100902005 947 &AM cept Instructar Melson, Sean O'Raazch, Kevin

- 10/9/2005 9:47 AW dept End Time 10:20 Ahd F30PM

2

- 10/9/2005 9:.47 AWM dept Start Time 9:00 AM 200 PM

- O
<

Course Changes Report

After generating the list of course modifications, the registrar must input approved course
changes in the SIS and then executes the Sync Courses process (see the About the Term Import

Process section) to ensure that EMS Campus and the SIS are synchronized.

About the Room Preferences Process

Before rooms are assigned for courses, departments are typically given an opportunity to express
their room preferences and requirements. In order for them to do so, the registrar must first put

the term into Set Preferences mode.
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With Set Preferences mode enabled, departments can then review the course list and indicate their
room preferences/requirements using the EMS Campus desktop client (if granted access) or the
EMS Campus Web Client (typical).

Enable a Term for Set Preferences Mode
1. In Academic Planning — Courses — Manage Terms, select your Campus from the

dropdown, highlight the term and click the Sync Courses button. Indicate whether

courses without start and end times should be excluded. This step ensures that the SIS
course listing is synchronized with EMS.

Highlight the term and click the Edit button.

3. If desired, enter information into the Phase and/or Notes fields. These fields allow the
registrar to indicate what part of the academic process is underway (“Preferences”, for
example) along with notes or instructions. This information can be viewed by
departments using the EMS Campus Web Client.

4. Check the Available to Departments checkbox (Note: If you do not want departments to

set preferences, leave this checkbox un-selected.)

In the Mode section, select the Set Preferences radio-button.

Click the OK button.

7. Notify your department users to set their course room preferences and requirements.
Clicking the Email button on the Terms screen provides an easy way to communicate
with your departments. The To field will include all department-level users defined in
EMS Campus (System Administration > Users.) Please see the EMS Setup Guide for
more information EMS Campus users.

N

oo

Setting Room Preferences/Requirements

Departments can set preferences using the EMS Campus desktop client or the EMS Campus Web
Client. The registrar will typically use the EMS Campus desktop client. This document focuses
on setting preferences using the EMS Campus desktop client. For more information on setting
preferences using the EMS Campus Web Client, please see the EMS Campus Web Client User
Guide.

Room preferences can be set in a number of ways using the EMS Campus desktop client:

e Course-by-course using the Course Navigator.
e For multiple courses at once using the Academic Browser Set Course Preferences tool.
e Copied from a previous term using the Mange Terms Copy Preferences tool.

Room preferences can also be reset if necessary using the Academic Browser Clear Course
Preferences tool.

Set Room Preferences for a Specific Course

1. Open the Academic Browser.

2. Select your Campus and Term from the dropdowns. Set other filter criteria (e.g.
Department, Subject) to provide assistance in locating the course.

3. Click the Get Data button.

4. Inthe Academic Browser Results tab, locate, highlight, and double-click the course.

5. On the Course Navigator screen, highlight the specific course date record you wish to add
preferences to and click the Edit button located in the middle section of the screen.

6. Set your preferences and click the OK button.
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% Course Dates - SIS

Course Dates | Final Exam Settings | Audit |

Su M Tu W  Th F  5a Fioom Mot Required:
Seat Fill Percentage: Agzigned Room:
Preferences
Building: |Evans v| Required 1 Roam Available
Features:
Fioom: |[n0 preference] £ | Required -
Feature Selection
Fioom Type: |[Iimit by course type] E¥3 | Required DoMotUse
Notes: s SIS Location Whiteboard | Required -
A window would be great for this instructor's photogynthesiz demo, but he can do Windowlz] | Prefered w

without if this will be tough to accommaodate.

% speling [ k. l [ Cancel

Set Course Preferences

Departments can request any building or room that has been defined for the campus they are
associated with. A department can only require (by selecting the Required checkbox) for
buildings and rooms that they “own” as defined within Academic Planning — Configuration —
Departments. See the EMS Setup Guide for information on configuring departments. Registrars
can require any building or room that is part of their Campus.

The Room Type dropdown drives what kind of room (e.g. lab, classroom, etc.) this specific
course needs to be assigned to. The “(limit by course type)” selection is appropriate in most
situations and should be changed only if the room type typically assigned to this course type is
not valid. The room type — course type association is defined within Academic Planning —
Configuration — Match Course Types/Room Types. See the EMS Setup Guide for more
information.

The Use SIS Location button simply copies the information in the SIS Room textbox located in
the top section of the screen and applies it to the Building and Room dropdowns. If the
department does not “own” the room as described above, the Required checkbox will not be
selected.

Features can be set as Do Not Use, Preferred, or Required as appropriate. An optional Notes field
is provided for departments to communicate miscellaneous information to the registrar. The “#
Rooms Available” label above the Features section will recalculate based on the building, room
type, and feature(s) selected.

The Seat Fill Percentage (in conjunction with the estimated enrollment) is used to determine the

size of the room needed for the class. For example, a Seat Fill Percentage of 50% and an
estimated enrollment of 100 would mean that the course should be held in a room that can
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accommaodate 200 people. In other words, the enrollees should take up only half of the seats in
the room in which the class is held.

The room assigned to this course in the SIS is listed in the SIS Room textbox. This field cannot

be changed in EMS Campus. The Room Not Required checkbox is enabled during Define & Edit

mode. The Assigned Room textbox will display a room once a space has been assigned to this
course. The Final Exam Settings tab is used during the Final Exam scheduling phase. Both of
these topics will be discussed later in this document.

If this course is cross-listed with another course, a Requires Different Room checkbox will be
available. In most situations, cross-listed courses are taught in the same classroom. If a cross-
listed course should be taught in a unique location, select this checkbox.

Set Room Preferences for Multiple Courses

1.
2.

w

oo

Open the Academic Browser.

Select your Campus and Term from the dropdowns. Set other filter criteria (e.g.
Department, Subject) to provide assistance in locating the course.

Click the Get Data button.

Highlight the courses that you will be setting preferences for and click Tools on the
Academic Browser menu.

Select the Set Course Preferences option. The Set Course Preferences screen will appear.

Set your preferences. The Selected Course Dates tab lists course dates for the courses

selected in the Academic Browser. You can highlight and remove course dates if desired.

Click the OK button to finish the process.

&4 Set Course Preferences

Preferences | Selected Course Dates |

—— Preferences
Room Mot Required: o Features:
Lse SIS Location: r TELE = | SRR
Buitt in Projector Do Mot Use j
Building: I{no preference) j I~ Required
Room: I[no prefersnce) j [~ | Required
Room Type: I{Iimit by course type) j I~ Required
Notes:

= [

Set Course Preferences (for Multiple Courses)

Clear Room Preferences for Multiple Courses

1.
2.

Open the Academic Browser.
Select your Campus and Term from the dropdowns. Set other filter criteria (e.g.
Department, Subject) to provide assistance in locating the course.
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Click the Get Data button.

Highlight the courses that you will be clearing preferences for and click Tools on the
Academic Browser menu.

Select the Clear Course Preferences option. The Clear Course Preferences screen will
appear.

Verify the list results. If desired, specific course dates can be removed from the list by
highlighting records and clicking the Remove button. Click the OK button to finish the
process.

Copy Room Preferences from a Previous Term

1. In Academic Planning — Courses — Manage Terms, click the Copy Preferences button.
2. Inthe Copy Preferences From section, select your Campus and highlight the term that
you want to copy preferences from.
3. Inthe Copy Preferences To section, select your Campus and highlight the term that you
want to copy preferences to.
4. Click the OK button.
% Copy Preferences E@@
Copy Preferences From:
Campus: |Main Campus w |
Term Code [3) Dezcription Fhaze Start Date Active Scenario Last Sync

CE-03 CE-2008
SPRING 2003

141472008 SIS
1M 442008 315

5I5 10410/2008 12:58 PM
8/18/2008 515

10/12/2008 11:35 AM

FALL-03 FaLL 2003

Copy Preferences To:

Campus: |Main Campus w

Term Code [3) Dezcription Fhaze Start Date Active Scenano Last Sync
CE-08 CE-2003 nz2 515

SPR-028

SPRING 2003 0z 515
FALL 2003 0 515

[ aK l [ Cancel

Copy Room Preferences from a Previous Term

Setting the Shared Space Option for Multiple Courses

1.
2.

3.
4.

Open the Academic Browser.

Select your Campus and Term from the dropdowns. Set other filter criteria (e.g.
Department, Subject) to provide assistance in locating the course.

Click the Get Data button.

Highlight the courses that will be sharing space and click Tools on the Academic
Browser menu.

Select the Shares Space option.
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6. Click the Yes button to confirm.

Identifying Room Preferences

Various tools are available to help the registrar identify, view, and/or quantify what room
preferences have been requested by departments.

Using the Academic Browser to Identify Room Preferences

1. Open the Academic Browser.

2. Select your Campus and Term from the dropdowns. Select Yes from the Preferences
Exist dropdown.

3. Click the Get Data button.

4. Double-click a Course to open the Course Navigator.

5. Highlight a course date record. Preferences can be seen in the lower section of the screen
on the Preferences tab.

Within Academic Planning — Reports, the Course Preferences and Preferences Summary reports
can also be used to view/quantify requested course room preferences.

About Course Room Assignment and Optimization

If the room assignment process has already occurred outside of EMS within the SIS, the registrar
could simply publish the course schedule in EMS without any further effort. In most situations,
however, courses will need to be assigned a room within the EMS Campus desktop client before
the term can be published. Various options are available to support multiple course room
assignment processes within EMS Campus including:

e Manual Assignment — This option allows a registrar to manually assign rooms to all (or
some) of their courses.

e Optimization — This option allows EMS to assign rooms to courses automatically based
on room preferences and various registrar-defined weightings.

A registrar can also use a combination of the above features in creating a final room assignment
scenario. Courses offered by specific departments can be manually pre-assigned to rooms and the
optimization process can be used on the remaining course schedule. Incremental optimization by
department is also supported.

Manual assignment and optimization both occur in the Optimization Scenarios area of the EMS
Campus desktop client. The starting point for pre-assignment and/or optimization is to create a
scenario.

Creating a Scenario

1. In Academic Planning — Courses — Optimization Scenarios, select your Campus and
Term from the dropdowns and click the New button.

2. Type a name (“Pre-Assignment”, “Scenario 17, etc.) in the Description textbox.

3. On the Exclude Rooms tab, exclude any rooms that should not be assigned to a course in
this scenario. This is done by searching for rooms and moving them over to the listbox
located on the right side of the screen.

4. Click the OK button (the Preferences section will be covered in the Room Optimization
section below.)
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& Scenarios g@gl
Campus tain Camps v
Termn: SPRING 2003 w
Scenarios [3) Active Scenario
Pre-dssignment
Scenario 1
Seenario 2

Scenarios

Room Pre-Assignment

This section describes the process to manually pre-assign/assign rooms to courses. If you are
planning on using the EMS optimization process to automatically assign all of your rooms, please
skip this section and move-on to the Room Assignment Tools section.

Pre-Assigning Rooms

1. Create a scenario as described in the Creating a Scenario section.

2. On the Scenarios screen, select your Campus and Term from the dropdowns, highlight
the scenario and click the Preassign button. After clicking OK to the message box that
appears, the Preassign Rooms screen will appear. All of the courses for this term will be
listed.

3. Manually assign rooms to your courses using the Assign or Search buttons. See the
Room Assignment Tools section below for more information on the Preassign Rooms/
Room Assignments screen.

Once all of your courses have been assigned rooms, click the Close button.
To return to the Preassign Rooms screen for this pre-assignment scenario, follow the
instructions in Step 2.

ok

Important: If you are planning on optimizing a partially pre-assigned scenario, it is highly
recommended that you make a copy of this scenario and subsequently lock it. Optimizing your
original pre-assignment scenario will make it impossible to differentiate courses that were
manually assigned a room vs. those that were automatically assigned by the optimization process.
Locking a scenario disables the Optimize and Preassign buttons protecting you from accidentally
clicking those buttons.

The Locked setting can be located by highlighting a scenario and clicking the Edit button. To
copy a scenario, simply select your scenario and click the Copy button.
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Room Assignment Tools

This section describes the tools available to assign or search for rooms in the Preassign Rooms/
Room Assignments screen. This screen is used to manually assign rooms for pre-assignment
purposes and well as to resolve unassigned courses after an optimization scenario (covered in
Room Optimization section below) has been executed.

& Resolve Room fssignments g@@

Departrment: [all] 3 Suhbject: [all] v

Course [25) CRH Course Title Course Type Instructar Days Start Time: End Time Est Errall Act Enrall Lacation A
BlOL 101 01 10001 Intraduction ta Bialogy Lecture Mowak, Ed MwiF 900 Ak 550 &M 30 a [unazsigned)
BIOL 107 02 10002 Introduction to Biology Lecture O'Raasch, Kevin TR 10:00 &M 11:20 &M 30 1} [unaszighed)
BIOL 10201 10003 Introduction to Biology Lab Lab ‘warrier, Minja (] T 1:00 P 4:00 P4 a0 ] [unassigned)
BIOL 10202 10004 Intraduction ta Biology Lab Lah Yallamkonda, Sreedevi R 1:00 P 4:00 P 15 i} [unazzigned)
BIOL 10203 10005 Intraduction ta Biology Lab Lab TBD R 1:00 PM 4:00 PH 15 a [unazsigned)
BIOL 401 01 10007 Independent Biology Research Independent St..  TBD 300 PM 5:00 P an 1} [unaszighed)
BUS 301 01 10008 Buziness Statistics Lecture Ewansz, Sefior MF 2:00 P 250 P a0 ] [unassigned)
CHEM 101 M1 10016 Intraduction ta Chemistry Lah Winett, Mike R 7-00 Akd 11:00 A 30 i} [unazzigned)
CHEM 101 01 10016 Intraduction ta Chemistry Lecture “wiimett, Mike MwiF 700 Ak 7:50 AM 30 a [unazsigned)
Cs101 O 10029 Introduction to Programming Lecture Melson, Sean MwF 10:00 &M 10:50 &M 30 1} [unaszighed)
C5101 02 10030 Introduction to Programming Lecture wimett, Mike MF 10:00 &k 10:50 &M a0 ] [unassigned)
CS101 03 10031 Intraduction ta Pragramming Lecture teyers, Chriz twF 10:00 Ak 10:50 AR 30 i} [unazzigned)
EMGL 201 01 10011 American Literature [Satellite] Lecture Melson, Sean TR 900 Ak 10:20 &M 30 a [unazsigned)
ian mm 1ma Rritich | itarat ra (S aballital | aehirs wihala Stacen MaiF N PR RN P an n limassiomned] ¥

[ Exceptions Only [ Open ] [ Agzigh ] [ Search ] [ Unassigh

Close

Room Assignments (Pre-Assignment and Post Optimization)

Clicking the Search button displays the Room Search screen. This screen displays various course
information including preferences and enrollment. The bottom section of the screen provides a
list of search criteria with defaults set based on preferences originally requested. Estimated
enrollment is always taken into account during the search process. Hitting the Next button
displays a list of available rooms meeting the criteria specified on the first screen. Unavailable
rooms can also be seen in the Conflicts tab. A room is chosen by hitting the Select button. If no
rooms are available, search criteria on the first screen can be adjusted/removed until an available
room can be identified.
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% Room Search g@@

Onginal Preferences

Preferences:

Preference Walue Fequired ~
Building EVMS Yes
Feature Whiteboard ‘ez 2
r i LT M P i |

Motes:

Estimated Enrallment: | 30
Actual Enrollment: 0
Search Preferences
Building: Evans “
Room Type: (lirit by courge pe] w

Seat Fill Percentage:  |100 %

Features:
Aveailable [1] Selected [2]
Fodium ‘Whiteboard

windowz)

Search Rooms

Clicking the Assign button displays the Room Selector screen. This function lists all rooms
regardless of availability. It is intended to provide a means for the registrar to quickly assign a
room without going through the search process. If the room is not available, the system will
display a conflict message. By default, the list is limited to rooms that can accommodate the

estimated enrollment. Un-checking the Limit to Est. Enrollment checkbox overrides this
behavior and allows the registrar to assign any available room regardless of the estimated
enrollment.

As rooms are assigned to courses, they will disappear from your list. To view a list containing
assigned and unassigned courses, uncheck the Exceptions Only checkbox in the lower left-hand
corner of the screen. To view the Course Navigator for a course, double-click the course in the
Preassign Rooms/ Room Assignments screen. You can also highlight the course record and click
the Open button. To un-assign a previously assigned course, highlight the course and click the

Unassign button.

Room Optimization

The EMS room optimization process allows EMS to assign rooms to courses automatically. The
registrar weights various factors (i.e. preferences) including buildings, rooms, features, instructor
importance, class size, etc. that the EMS optimization process uses to determine where courses
might be placed. The registrar can test a number of potential scenarios and compare placement
results using various tools before choosing their final scenario for publishing. EMS Campus
room optimization can support 100% optimization, incremental optimization by department,
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and/or a combination of manual pre-assignment and automated optimization. Room availability
is checked within the term as well across all terms that have been published previously.

Assigning Weights to an Optimization Scenario
1. Create a scenario as described in the Creating a Scenario section. An existing partially

pre-assigned scenario can also be copied to create a new scenario as outlined in the Room

Pre-Assignment section.

Highlight the scenario just created/copied and click the Edit button.

3. Use the Importance slider bar to specify a weight for the various Preferences listed.
Weights are arbitrary numbers that simply indicate the relative importance of one
criterion to another. They do not have to add-up to a particular “whole” (100, for
example). You may specify a weight for any or all criteria, as appropriate.

4. Click the OK button.

N

% Scenario 1

Scenario | Excluded Fooms || Audit |

Deescription: |S cenario 1| |
Locked: F
—— Preferences
Include  Preference Importance Importance lgnore Reguirements
Instructor Importance -—37 10
Enrallment —37
Courze Length -—37
Building N
Room -—37
Feature: 'Whiteboard —37
Feature: wWindow(z] =|

%" Spelling L [1]:8 ][ Cancel ]

Scenario Weightings

The optimization process assigns rooms to courses in three passes. The first optimization pass
queries the term for all courses with requirements. These courses are scored based on the
weightings (Importance) assigned and processed in order of highest to lowest score. Any course
with a requirement that cannot be accommodated will remain unassigned and will require manual
resolution.

The second optimization pass queries the term for all courses with preferences. Courses are
processed from highest to lowest score. If an available room cannot be identified for a course
with preferences, the optimization process will start to drop preferences (lowest weighted first)
from consideration in an effort to find and assign an available room. Using the Ignore
Requirements option demotes a requirement to a preference and sends any class with that
requirement to this optimization pass.
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The final optimization pass assigns rooms to all remaining courses (i.e. courses without
preferences). Un-checking the Include option demotes a class with that requirement/preference to
this optimization pass.

Courses that have been set to “Share Space” will be assigned to the same room. See the Setting
the Shared Space Option for Multiple Courses section above for more information.

If the Lock Academic Unit Room Access Parameter (within System Administration > Settings >
Parameters) is set to Yes, the optimization process will not assign a requested room to a course
unless the department actually owns the space.

Instructor Importance is assigned within Academic Planning — Configuration — Instructors.
Course Length factors in the number of meeting occurrences for a class. A Class that meets five
times per week may be given room assignment priority over a class that that only meets twice per
week.

Enrollment uses a combination of the assigned weight AND the following EMS Campus System
Parameters to determine which courses are assigned rooms first.

o Small Class Size (if less than xx students) — Determines what constitutes a “small”
class.

¢ Small Class Size Weight Adjustment — Adds/subtracts this number from the Enroliment
weighting set in the scenario.

e Large Class Size (if more than xx students) — Determines what constitutes a “large”
class.

o Large Class Size Weight Adjustment - Adds/subtracts this number from the Enroliment
weighting set in the scenario.

As an example, let’s assume that you have configured the above settings as follows (assuming all
other weightings are zero):

Weight assigned to Enrollment in scenario = 50
Small Class Size (if less than xx students) = 10
Small Class Size Weight Adjustment =-10
Large Class Size (if more than xx students) = 75
Large Class Size Weight Adjustment = +10

The following three courses would be scored and ranked for room assignment in the following
manner:

Course | Est. Enrollment Class Size Initial Score | Class Size Adjustment Final Score
#1 100 Large 50 +10 60
#2 50 Medium 50 +0 50
#3 5 Small 50 -10 40

With the following scenario, course #1 would be assigned a room first, followed by course #2 and
course #3.
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Running an Optimization Scenario

1. On the Scenarios screen, select your Campus and Term from the dropdowns, highlight
the Scenario and click the Optimize button.

2. Select the departments that you are optimizing by highlighting the department(s) and
hitting the right arrow button.

3. Click the Run button. Click Yes to the message box that appears verifying that it is OK
to continue.

4. A progress bar will appear while EMS Campus is optimizing your course schedule. This
process may take up to twenty minutes if a large number of courses are involved.

5. The Optimization Results screen will appear providing high-level optimization statistics.
Click the OK button.

6. The Room Assignments screen will appear. Unassigned courses along with their
Exception Description are displayed. These unassigned courses can be resolved by using
the tools outlined in the Room Assignment Tools section above.

& Run Scenario - Scenario 1

Select Departrents
Available [1] Dezcription Selected [2] Dezcription
OTHER All Other Departments Cs Computer Science
EMGL Englizh
Optimized [0]

Optimization (Selecting Departments)

If incremental optimization by department is being performed, simply repeat the steps outlined in
this section until all departments have been optimized. To return to the Room Assignments
screen for an optimization scenario, you can highlight the scenario on the Scenarios screen and
click the Resolve button.

Evaluating Optimization Scenarios

The registrar can test an unlimited number of potential scenarios and compare results using
various tools before choosing their final scenario for publishing. Tools include the Academic
Browser and Academic Book. Both of these include a Scenario dropdown that can be used to
display and evaluate different optimization scenarios.

The Scenarios screen itself provides access to various reports including Scenario Results,

Scenario Exceptions, Unmet Preferences, and a Preferences Summary. These can be accessed by
clicking the Print button.
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& Scenarios |Z| |E| El

Campus |Main Campusz A |

Tem: SPRING 2005 v|
Scenarios (3] Active Scenanio m
Pre-&zsignment -_E dit
Scenario 1
Scenario 2 clete

Lisk

Scenario Resulks
Scenario Exceptions
Unmet Preferences
Preferences Summaty

Scenario Reports

Additional reports within Academic Planning — Reports are also available including Classroom
Optimization, Hourly Classroom Utilization, Unmet Preferences, and Course Preferences
Reports.

% Unmet Preferences
|.—|3:| |Email |Exp0rt |§JF‘rint ||:h |§{,
I g

| En

2000 02 o0 L4 b L 0 E b L B e 0 F o g | A

- SPRING 2008

: ReportComment

; Course CRH Course Title Instructor Days Start Time End Time EstEnreoll ActEnrell Location

BICL 101 01 10001 Introduction ta Biology Movweak, Ed [ 900 A6 9050 Ak 30 0 EWMNSE102

- Unmet Preferences: Feature: Window(s)

2

- v
< ¥

Unmet Preferences Report

About Term Publication

When the assignment of courses to rooms has been decided upon — either with the help of the
EMS room optimization process or simply using the scheme pulled from the SIS — the next step is
to publish the course schedule in EMS Campus. Publishing the schedule causes the system to
actually book the space, creating reservations and bookings. The publishing process also updates
course location information in the SIS itself.
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Publishing a Term

1.

In Academic Planning — Courses — Manage Terms, select your Campus, highlight the
term and click the Edit button.

2. On the Excluded Dates tab, select dates that should be excluded during the publishing
process (e.g. spring break, holidays, etc.). Bookings for courses will not be created on
these dates.

3. If desired, input information into the Phase (e.g. “Published”’) and/or Notes fields.

4. In the Active Scenario dropdown, indicate which scenario you are publishing. Any
scenarios defined in the Optimization Scenarios area will display. The “SIS” scenario
publishes room assignments previously defined in the SIS.

5. Click the OK button.

Campug:

I ain Carnpus “

CE-0g

FALL-08

Tem Code...  Description Phaze Start D ate

Active Scenario
CE-2008 1/14/2008 515

SPRING 2008 1/14/2008
FaLL 2008 8/18/2008

Scenario &

& SPR-0B - SPRING 2008

Tem | Excluded Dates | Audit |
Term Code: [sPR-3
Descriphion: |SF‘F|ING 2002
Start Diate: [1/14/2008 |
End Date: |5/3/2008 |
Last Synchronization: [10/12/2008 9:37 PM |
Phase: |PUBLISHED
Niotes:
<
Avvalable To Departments:
Active Scenario: | Scenario & v |
Post Publish Errallment: |Estimated v |
Mode
(%) Read Orly () Define & Edit Courses () Set Preferences
[ Inactive 5 speling or. ] [ Cancel

Manage Term

6. Highlight the term and click the Publish button.
7. Select your Statuses from the dropdowns:

Status — Status that will be used to book all course reservations and bookings created
during the publishing process.

Conflict Status — If you are publishing course room placements assigned in your SIS
(i.e. SIS scenario), EMS Campus needs to protect itself from potential room booking
conflicts created in your SIS. If a double-booking is encountered during the
publishing process, the conflicting course’s reservation and booking(s) will be
booked in this status.

Cross List Status — Status that will be used to book all cross-listed course
reservations and bookings created during the publishing process.
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8.

10.

11.

12.

e Override Existing Bookings Conflict Status — If another department on campus
(e.g. Student Union) is allowed to book events in academic space before the
publishing process has occurred, there is a potential risk that the event and course
both have been assigned to the same space. If this situation is encountered during the
publishing process, the event will be “bumped” and its reservation and booking(s)
will be booked in this status.

& Publish Term =1E3
Campus: tain Campiz
Term: SPR-08
Scenario; Scenario 1
Status: Class v
Conflict Status: Bumped w
Cross List Statuz Lzt w
Override Exizting Bookings Conflict Status: | Bumped w

Campus Settings

Group: Reqistrar - Main Campuz “ D
Event Type: Clasz w
Reservation Source: 515 -
Fioom for Unazzigned Courzes: To Be Determined TED D
[ Publish || cancel |
Publish Term

Select the Group (this label may have been renamed) that should be used for course
reservations created during the publishing process. A department specific Group can be
used if one has been specified within Academic Planning — Configuration — Departments.
Instructors are written on the reservation as temporary contacts for the Group.

Select the Event Type that should be used for course reservations and bookings created
during the publishing process. A department specific Event Type can be used if one has
been specified within Academic Planning — Configuration — Departments.

Select the Reservation Source that should be used for course reservations created during
the publishing process.

Select the Room for Unassigned Courses by clicking the magnifying glass icon. Courses
that have not been assigned a room in the SIS or in an optimization scenario that you
have created will be booked in a special to-be-determined (“TBD”) room. Some
organizations create a specific TBD building and/or room to accommodate this situation.
This room must be an Override Description-type room. Please see the EMS Setup Guide
for information on how to create a building or room.

Click the Publish button. Confirm your choice by clicking Yes in the message box that
appears. A progress bar will display while EMS Campus is publishing your course
schedule. This process may take up to twenty minutes if a large number of courses are
involved. The publish process will also update your course room assignments
automatically in the SIS.

If any errors are encountered during the publishing process or if you have your EMS Campus
System Parameter — Manually Update SIS/ERP System After Publishing — set to Yes, you can re-
access the your course list and initiate a manual update of course locations in your SIS.
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Manually Updating Course Locations in your SIS
1. In Academic Planning — Courses — Manage Terms, select your Campus, highlight the
term and click the Update SIS button.
2. The Courses Not Updated in SIS screen will appear displaying a list of courses whose
locations were not updated in the SIS.
3. Select the course records that you want to update and click the Update button (or Update
All button if all courses should be updated.)

i - Blx]
Course CRM Course Title Inztructor Daps Start Time End Time Fioom Est Enrall Act Enrall Error During Publish

Hiztomy:
Date Changed By Field 0ld Y alue MewYalue

Courses Not Updated in SIS

You have the option to un-publish a previously published term if necessary.

Important: Doing so will delete all course reservations and bookings associated with that term.

Un-publishing a Term
1. In Academic Planning — Courses — Manage Terms, select your Campus, highlight the
term and click the Unpublish button.
2. Click Yes in the message box asking you to confirm your action.

About Post-Publish Room Changes

Once a course has been published, it is managed like any EMS reservation/booking within the
EMS Navigator. Courses can continue to be located using the Academic Browser, Academic
Book, and Navigator (via CRN) as described in previous sections. The Navigator Course Info tab
displays the course and course date record(s) for this course as it exists in your SIS. If you open a
course that is cross-listed with another course, the Navigator will display both
reservations/bookings.
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Navigator

Important: Once a term has been published, room changes should be made in the EMS Campus
desktop client and NOT in the SIS.

Updating a Course Room Location - One Booking
1. Open the Navigator for the course.
2. Locate the booking in the left pane of the Navigator, right-click, and select the Edit
option.
3. Click the magnifying glass icon next to the Room textbox.
4. Use the Room Selector to select a room and click the OK button.
5. Click the OK button.

Updating a Course Room Location - All/Multiple Bookings

1. Open the Navigator for the course.

2. Inthe left pane of the Navigator, right-click on any record, and select the Tools > Change
Room Wizard option (Note: Based on your user settings, you may have to select
Wizards... first.)

3. On the first screen of the Change Room Wizard, select the Search For Rooms option.
Click the Next > button.

4. The second screen of the Change Room Wizard summarizes your course date records.
Highlight the course date record that you want to change and click the Next > button
(Note: You may need to uncheck the Hide Old Bookings checkbox.)

5. The third screen of the Change Room Wizard lists the actual bookings for the course date
record selected on the previous screen. Hit the Select All button and input any optional
search criteria on the Location/New Status tab. Click the Next > button.

6. The fourth screen of the Change Room Wizard shows a list of available rooms on the left
side of the screen and a list of booking dates on the right side of the screen. Select one
room (or multiple rooms if applicable) and click the right arrow to fill your available
booking dates. Click the Finish button.

Important: The course location in the SIS will not update automatically unless ALL bookings
within a reservation are changed to an identical alternate location. If for some reason, you want
to manually update the SIS with a new location that was not assigned to ALL bookings, highlight
the course date record on the Navigator Course Info tab and click the Update button.
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Swapping Course Room Locations Using the Reservation Book

1. Open the Book from the toolbar (or within Reservations > Reservations > Reservation
Book).
Locate your course bookings.
Right-click one booking and select the Swap Rooms With Another Course option.
Select your second booking.
Click the Yes button to confirm your change.

gagbrwn

About Post-Publishing Processing

In some cases, courses may be added, changed or cancelled in the SIS after the course schedule
has been published in EMS. In that situation, you must re-synchronize courses by highlighting the
term on the Terms window and clicking the Sync Courses button. The system then displays the
Course Updates window showing new, changed or cancelled courses from the SIS.

143

o
Change Status (2)  Course CRN Course Title Instructor Days Start Time End Time  5IS Room EMS Room Max. Capacity  Enrolment Open
BIOL 101 01 10313 Biology | Nelson, Sean MWF 9:00 AM 9:50 AM ED-B EDB101 ED-B EDB101 30 30 Bssign
Mew Course BIOL 101 02 10330 Biclogy | Wangner, Bob MWF 10:00 AM 10:50 AM ED-AEDA102 {unassigned) 30 30 _
Select All
Unselect Al
Print
Refresh
1| | i
Histary:
Date w (Changed By Field Old Value Mew Value
8/18/2009 8:04 AM  Admin Room Room 102 Room 101
Close |

Course Updates (Post Publish)

Post-Publish - New Course

1. Highlight the new course record in the Course Updates screen. If a room has already
been assigned to the course in the SIS and you wish to keep that room, go to Step 4.
Otherwise, click the Assign button to find an available room in EMS. Rooms can be
processed without a room assignment. In that case, the course will be published in the
TBD room specified when the term was published.

2. The Select A Room screen will appear. The Select A Room screen provides filtering
criteria. Select your criteria and click the Next > button. A list of available rooms will be
displayed. If no rooms are available, hit the < Previous button and adjust or remove your
search criteria.

3. When you have identified and selected an available room, click the Finish button.

4. Click the Process button to publish the new course to EMS.
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REET
Building: IBuiIding: Ed Building A j
Room Type: ICIassroDm j
Features: T=h N ;l
Built in Projector

Ignore Room Capacity: I
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Cancel | Next >

New Course (Assigning a Room)

Post-Publish - Cancelled Course
1. Highlight the modified course record in the Course Updates screen.

2. You may click the Open button to view the course in the Navigator. Otherwise, you may

click the Process button to cancel the course in EMS.

Post-Publish - Modified Course

1. Highlight the modified course record in the Course Updates screen. The bottom half of

the screen will display a History of course changes.

2. 'You may click the Open button to view the course in the Navigator. Otherwise, you may

click the Process button to publish the change to EMS.

Processing course changes overwrites any previous booking changes made in EMS. New

bookings added manually in EMS or created through the final exam scheduling process are not

impacted.

SIS changes to instructors or course names are automatically updated in EMS when

synchronizing courses post-publish. Once actual course enrollment numbers have been compiled
in your SIS, you can bring those values into the Setup Count field for your course bookings

through a final course synchronization.

Post-Publish - Updating Course Changes in Batch

Course changes (new, changed, or cancelled) can be processed one-by-one as described above or
in batch. To process changes for multiple courses, simply click the Select All button to highlight
all records or use the Ctrl key to multi-select specific records. Once you have selected your

records, click the Process button to update EMS.
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Post-Publish - Updating EMS Courses with Actual Enrollment

1. In Academic Planning — Courses — Manage Terms, select your Campus, highlight the
term and click the Edit button.

2. Change the Post Publish Enrollment dropdown to Actual. Click the OK button.

3. Highlight the term and click the Sync Courses button. If a course’s actual enrollment
violates its assigned room’s maximum capacity, the course will appear as “Room
Capacity Violation” on the Course Updates screen.

4. You may click the Open button to view the course in the Navigator. Otherwise, you may
click the Process button to acknowledge the violation.

F¥ Course Updates

Change Status (1) Course CRN Course Title  Instructor Days Statt Time  End Time SIS Room EMS Room Max. Capacity Enrollment
Room Capacity Viclation ~ BIOL 101 03 10354 Biology | MNowak, BEd TR 10:00 AM 10:50 AM  ED-A EDA102 ED-AEDAIDZ 30

Room Capacity Violation

About Final Exam Scheduling

At some point after a term has been published in EMS Campus, the registrar will schedule final
exams for the term. EMS Campus provides functionality to automate the final exam scheduling
process. The registrar will create a final exam schedule template based on all unique course
schedule patterns (e.g. MWF 9am-9:50am, TR 1pm-2:20pm, etc.). In addition to creating a
template, the registrar has the flexibility to define common exams or exclude certain courses from
the final exam scheduling process.

EMS Campus attempts to schedule a course’s final exam in the same room that the course has
been using for the term. The final exam session publishing process adds the final exam as a
separate booking in the course’s reservation.

Creating a Final Exam Schedule Template

1. In Academic Planning — Courses — Final Exam Schedule Templates, click the New
button.

2. Type a name for this template in the Description Field (e.g. “Spring 09 Final Exam
Template™.)

3. Go to the Schedule tab. Several options are available to create a list of unique course
schedule patterns:
¢ Manual — Click the New button. Enter your Day Pattern, Course Start/End Times,

Final Exam Day of Week, Final Exam Start/End Times.
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% Final Exam Schedule Days

Day Pattermn [UMTWRFS]):
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Firal Exarn End Time
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200 AM
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14 ) First

200 AM
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B

(%) Second

(2
0
(=)
(2

[ OF. |[ Cancel ]

New Final Exam Schedule Pattern

Import - Term — Click the Import button and select Term. Select your Campus and
Term in the Term Picker screen. This option allows EMS Campus to scan your term
and automatically create your unigue course schedule patterns.

Import — Excel Spreadsheet — Click the Import button and select Excel Spreadsheet.

This option will import your course schedule patterns from a Microsoft Excel
Spreadsheet that you have crated ahead of time. The Excel Spreadsheet must be
formatted in exactly the same column order listed in the Final Exam Schedule

Template screen.

To edit or delete a schedule pattern, simply highlight the record on the Final Exam
Schedule Template screen and click the Edit or Delete button.

& Final Exam Schedule Template

Days
MwiF
MwiF
MwiF
MwiF
R

TR
TR
TR
TR

Start Time
700 Ak
10:00 A6
200 P
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7:00 Ak
1:00 P4
2:00 Ak
1:00 P
5:00 &k
5:00 &k
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1:00 P

Final Exam 5chedule Template | Schedule | ,di

End Time Firal Exarm Dray OF Week,

750 &M M
10:50 AM M
250 PM M
4:50 PM M
11:00 AM R
4:00 PM R
10:00 AM =
4:00 PM T
5:50 &M T
10:20 AM T
11:20 AM T
420 PM T
4:00 PM ki

Final Exam Start Final Exam End ~
700 AM -850 AM "
E dit

10:00 Ak 10:50 Ak
200 PM 280 PM
4:00 P 4:50 P
700 Ak 11:00 A
1:00 P 4:.00 P
.00 Ak 10:00 Ak
1:.00 PM 4:.00 PM
.00 Ak 950 Ak
.00 Ak 1020 Ak
10:00 Ak 11:20 4
00 PM 4:20 PM
1:00 PM 4:00 PM “

[ QK. l [ Cancel

Final Exam Schedule Template

4. Click the OK button to save your Final Exam Schedule Template.
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Set Final Exam Settings for a Specific Course

1.

2.

3.

Courze Dates | Final Examn Settings | audit

Final Exam Mat Required: O
Fimal Exam Settings
Seat Fill Percentage: B0 %
Room Requested: EWMS EAud D
Special/Common Exam:

Special/Common Exam Settings

Date: snzame o)
Start Time: 700 PM E]
End Time: 9:00 PM (=]
Motes: &l of the Intraduction to Programming 101 claszes are going to have a comman final esam |

Open the Course Navigator for the course (via the Academic Brower, Academic Book, or
Navigator).

On the Course Navigator screen, highlight a course date record and click the Edit button
located in the middle section of the screen.

Go to the Final Exam Settings tab.

% Course Dates - Scenario 1

A;"' Speling l ak. ][ Cancel ]

6.

7.

Course Final Exam Settings

Check the Final Exam Not Required checkbox if a separate final exam booking is not
required for this course. Check the Special/Common Exam checkbox to define specific
final exam settings for this course. Enter the Date, Start/End Times, and optional Notes.
Click the magnifying glass icon next to the Room Required field to select a specific room
for the final exam to be scheduled in (Note: Only select a room if you want to schedule a
final exam in a room that is different than what the course has been using for the
semester).

Enter your Seat Fill Percentage (see the Setting Room Preferences/Requirements section
for an explanation of this setting.)

Click the OK button.

Publish a Final Exam Session

1.

2.

w

In Academic Planning — Courses — Final Exam Sessions, select your Campus and Term
from the dropdowns, and click the New button.

Type a name for this session in the Description Field (e.g. “Spring 09 Final Exam
Session”.)

Enter a Start Date for the final exam session.

Go to the Rooms tab. Indicate which rooms are available to host final exams by moving
your selection(s) to the listbox on the right-side of the screen.

Click the OK button.
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6.

Highlight the final exam session you created and click the Publish button.

7. The Final Exam Scheduling screen will appear displaying all unique course schedule

patterns for the term.

% Final Exam Scheduling - Session 1 g@@
Scheduls Templats: w
Daps Start Time Erd Tirne Fital Exam Date Firal Exam Start Fital Examn End
MW .00 Ak 750 A 541242008 Mon .00 A 750 Ak
Cl
MiF 10:00 &M 10:50 &bl 5412/2008 Mon 10:00 &M 10:50 &AM
MW 200 P 2:50 PM 541242008 Mon 200 P 250 P
MiF 4:00 P 4:50 P 5412/2008 Mon 4:00 P 4:50 Pt
R 7.00 &k 11:00 &M 541542008 Thu 7.00 &4 11:00 &AM
R 1:00 P 4:00 P 5415/2008 Thu 1:00 P 4:00 Pr
S .00 &k 10:00 &M B/1742008 54t 800 & 10:00 &AM
T 1:00 P 4:00 P 541372008 Tue 1:00 P 4:00 Pr
TR .00 &k 950 AM 541342008 Tue 9:00 &4 ERE ]
TR 3:00 A 10:20 &b 541372008 Tue 300 Ak 10:20 AM
TR 10:00 &k 11:20 &k 5413/2008 Tue 10:00 &M 11:20 &AM
TR 300 P 4:20 PM 541372008 Tue 300 P 4:20 P
i 1:00 P 4:00 P 5414/2008 Wed 1:00 P 4:00 Prd
Publishing a Final Exam Session
8. Select a Final Exam Session Template in the Schedule Template dropdown to populate
the Final Exam Date and Final Exam Start/End columns. If necessary, use the Set Date
button to modify a pattern setting or the Clear button to clear a pattern setting.
9. Click the Next > button. The next screen will summarize any special/common exams set
for specific courses.
10. Click the Finish button to publish this Final Exam Session in EMS Campus.
11. The View Bookings screen will appear. If a final exam could not be scheduled in the

same room that a course has been using for the semester, the final exam booking will be
scheduled in a TBD location (specified when publishing the term) and the course will be
listed on this screen. Toggling the Show Unassigned Only checkbox displays all course
final exams or only courses with unassigned final exams. The Navigator can be opened
for a specific course by highlighting the Course and clicking the Open button.
Optionally, the list can be exported to Microsoft Excel by clicking the Export button.

The final exam session publishing process adds a course’s final exam as a separate booking in
the course’s reservation. You can find the final exam booking by opening the Navigator for a
course and scrolling to the bottom. The final exam schedule can be reviewed using the Final
Exam Schedule report located within Academic Planning — Reports.

The View Bookings screen can be re-accessed by highlighting a session on the Final Exam
Sessions screen and clicking the View button. Only one final exam session can be published
per term. Deleting a final exam session will delete all final exam bookings associated with
the session.
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Hoteling

Viewing Check-In Status

EMS users can view employees’ check-in/check-out status and manage your organization’s “no-
show” policies using the Employee Check-In Status tool. Employees can check-in using Virtual
EMS and/or the EMS Kiosk. EMS can also be integrated with other systems to obtain security
badge-in information, IP Presence data, etc. For more information on integration options, please
see your Account Representative.

The Check-In Status tool lists all employees that have reservations containing bookings for today
(or another day you choose).

1. Inthe EMS client Main Menu, go to Reservations > Hoteling > Check In Status. The
Check-In Status window opens.

2. If you have not done so already, you should set your default building and home city.
Click the Options link in the upper right corner of the Check In Status screen. Pick your
building in the Building dropdown and type your home city (e.g. “Denver”, “Chicago”,
etc.) in the Home Cities textbox.

3. Specify the criteria for the employees and bookings you want to view, including
Building, Floor, Group Type, Room Type, Event Name, Find Name (hame of group),
and/or Date. Additional filter options include:

o Visitors Only — Lists employees based out of a city (as defined in your
employees list) not equal to the home city specified in the Options area outlined
above.

¢ Not Checked In Only — Only lists employees that do not have a check-in record.
o Multiple Bookings Only — Only lists employees that have multiple bookings.

4. Click Display to see a list of all employees that meet your search criteria. On each
employee’s row, you can see details about the employee such as check in/out status and
the source of that day’s check-in record. In addition, that employee’s bookings can be
viewed on the Bookings tab located in the lower-half of the screen.

5. To manually check-in/check-out an employee, highlight the employee record and click
the Check In/Check Out button.

6. To view this day’s information in report format, click the Print button. To view
employees that have checked-into your building, but do not have a booking, click the
Without Bookings tab.

7. Click Close when finished.

Running the No Show Wizard

The No Show Wizard allows you to send an email to employees that have not checked-in. In
addition, you have the option of changing the status of their booking(s) to a status of your choice
(e.g. cancelled, no-show, etc.) to release their workspace and/or provide additional
reporting/tracking capability. This process can also be run automatically by creating a No Show
Notification Rule. See the EMS Setup Guide for more information.
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1. Inthe EMS client Main Menu, go to Reservations > Hoteling > Check In Status.

2. Specify the criteria for the employees and bookings you want to view as outlined in the
previous section. Click Display to see a list of all employees that meet your search
criteria.

3. Select your employee(s) and click the No Show button. The No Show Wizard window
opens.

4. You can now send an email and/or change the status:
To send an email:
a. Select the Send Email box.
b. Click Next. An email form opens.
c. Fill in the email form as desired.

d. Forthe email Subject, you can include variables such as reservation ID, event
name, etc. For example, “Notice to [employee’s name] regarding [event name]
on [booking date]” would be entered as “Notice to %2% regarding %3% on
%4%.” See the Subject Legend in the window for more information.

e. Click Finish.
To change the status:
a. Select the Change Status box.
b. Select a new Status for the bookings.

c. Click Finish and the “Bookings changed successfully” message displays.

Hoteling Wizard Templates

Hoteling Wizard Templates allow you to create reservation templates to streamline the
reservation making process for common scenarios (e.g. workspace reservation, meeting, video-
conference, etc.). Templates are exposed in the Reservation Wizard and provide the capability to
default various settings including Start/End Time, Search Method (Standard or Best Fit), Status,
Room Type, Event Name/Type, Reservation Source and Setup Type. In addition, a default
number of days can be automatically selected based on a specified start date to facilitate the
creation of a long-term workspace reservation.

Defining a Hoteling Wizard Template

NOTE: The steps below describe how to configure a new Hoteling Wizard Template. However,
the steps to edit an existing template would be very similar; use the Edit button instead of the
New button.

STEPS

1. Inthe EMS client, using either the main menu window or the main menu bar, go to
Reservations > Hoteling > Hoteling Wizard Templates.
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F# Hoteling Wizard Templates

Hoteling Wizard Templates (1) -

Long Term Reservation

¥ Active
™ Inactive

Close |

2. Inthe Hoteling Wizard Templates window, click New. The Hoteling Wizard Template
window opens. Enter settings as described below.

#¥ Hoteling Wizard Template

" Hoteling Wizard Template  Defaults | Aude |

Setting Default Value
Start Time 8:00 AM

End Time 6:00 PM
Search Method Standard
Status Confirmed
Room Type Workspace - Open
Evert Name Workspace
Event Type Workspace
Reservation Source (not specified)
Setup Type {default)
Setup Count 1
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=0l x|

Edit |

QK I Cancel

3. Hoteling Wizard Template tab:
Description: Enter the template

Prompt For Date: If checked, the EMS user will be prompted with a start date for the
reservation. This setting in combination with the Number Of Days To Select described

description.

below is used to automatically pre-select dates in the Reservation Wizard.

Number Of Days to Select: Number of days that should be selected in the Reservation

Wizard after the EMS user has been prompted for the start date.

4. Defaults tab:

Specify defaults for the Start Time, End Time, Search Method, Status, Room Type,
Event Name, Event Type, Reservation Source, Setup Type, and Setup Count.
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5. Click OK.

Using a Hoteling Wizard Template

STEPS

1. Inthe EMS client, using either the main menu window or the main menu bar, go to
Reservations > Hoteling > Employee Reservation (Note:“Employee” may have
been re-labeled at your facility.)

2. Locate and highlight the employee that you are making a reservation for and click the
Reservation button.

3. Pick your Hoteling Wizard Template from the list. The Reservation Wizard will
appear. Complete your reservation.

NOTE: Hoteling Wizard Templates can also be picked directly from the Reservation Wizard
without using the Employee Reservation screen.

Hoteling Reports
A list of hoteling reports can be found in the Reports and Queries section of this document.

Setting Preferences

Preferences, like system parameters, are settings that affect the basic functioning of your EMS
system. The difference is that parameters are global settings that affect all users on the system,
whereas Preferences apply only to you (the user currently logged into the EMS client).

NOTE: All preference items are optional.

1. On the menu bar at the top of the window, choose Settings > Preferences. The
Preferences window opens.
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Preferences | Defaults

Cloze Report Setup Form After Running R eports: F

Time Drop Down Intereal: Thirty Minutes L3
Paper Size: Letter w
Review Matification When Navigator Opens: O

Ernail Format; HTML v
Use Global Email Seftings: F

Use Microsoft® Outiook: O

Use Latus Mates®: O

SMTP Emai
Mode: Unauthenticated v
Server mail. dea. com
[ 0K ] [ Cancel

2. Configure the tabs in the window as follows:

Preferences tab:

Close Report Setup Form after Running Reports: Determines whether the
window from which you launch a report stays open or closes after you run the
report.

Time Drop Down Interval: This affects the behavior of time fields.
Paper Size: This indicates the size of paper that EMS reports will print on.

Review Notification when Navigator Opens: If selected, when you go to a
notification it is automatically marked as reviewed.

Email Format: Choose HTML or Plain Text.

Use Global Email Settings: If this box is checked, the global email settings
provided in System Administration > Settings > Email Settings are applied to
you.

Uncheck this box if you choose to set up a personal email preference versus
using what is globally configured. For example, this can occur if one person uses
SMTP, while everyone else is supposed to use MS-Outlook.

Use Microsoft® Outlook: If this box is checked, EMS utilizes Microsoft
Outlook for email. If neither the Microsoft Outlook nor Lotus Notes box is
checked, SMTP settings specific to you can be entered in the SMTP Email area
at the bottom of the window.

Use Lotus Notes®: If this box is checked, EMS utilizes Lotus Notes for email.

If neither the Microsoft Outlook nor Lotus Notes box is checked, SMTP settings
specific to you can be entered in the SMTP Email area at the bottom of the
window.
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Defaults tab: Any defaults (Building, Status, Event Type, Event Name, Event Time,
Reservation Source, Time Zone, Drawing Application) set in this tab will be
automatically filled in when you enter data in EMS client windows.

3. Click OK to save your changes and close the Preferences window or Cancel to close the
window without saving any of the changes.

Changing Your Password

1. From the main menu bar in EMS, choose Settings > Change Password. The Change
Password window opens.

Change Password

0ld Password: |
Mew Password:

Re-enter Mew Pazsword:

2. Enter your old password and new password and then type the new password again to
confirm it.

3. Click OK.

Resetting Window Coordinates

You can reset the screen positions of EMS windows back to their defaults. This is useful when
users have too many open windows on their desktop.

If all the open windows can’t fit, they begin to be pushed off the desktop. If users leave windows
open and exit from the application, those same open windows display the next time users open
the application. The next time users open an area in the application that was open last off-screen,
it will remain open off-screen in the same position.

In order for users to see the window again, they need to reset the window coordinates.

1. Go to Settings > Reset Window Coordinates.

Window Coordinates

-
‘!f) window coordinates successFully reset,

2. If necessary, restart the EMS client.

Resetting Column Settings
You can set the column widths in EMS client windows back to default.

Go to Settings > Reset Column Settings. A message box will appear saying the settings have
been reset.
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Column Settings

1 ) Column settings successfully reset,
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Glossary

Academic Import Utility An optional module used to import academic schedules created
outside EMS and reproduce that data as EMS reservations and bookings.

Account An area within EMS used to classify and track your receivables that may match
accounts in your accounting system.

Active Users Window The Active Users window lists the users currently logged into EMS.
Users can also be logged off using this window. This feature is limited to system administrators.

Activities Agenda items for an event. Activities are considered booking details. They can be
printed on reports like the Confirmation and Setup Worksheet. As with other booking details, you
must define a category with the category type of “activities” before you can apply it. Activities
are made up of a brief description and detailed notes. Both the description and the notes are
printed.

Adjustment Modification to the amount due on an invoice, made through Payment Entry.
Generally used in situations where a group pays nearly the full amount of an invoice and the
remaining amount due is not worth pursuing (i.e., the adjustment allows you to "balance the
books").

Area Areas are groups of buildings that can be used in the Reservation Wizard, in reporting, etc.
to identify the target of the search.

Attachment A file “saved with” or attached to a reservation, booking, group, or room.
Attachments can be documents, spreadsheets, graphics, etc.

Attendees Individuals who attend an event. Attendees are considered booking details. A list of
them can be printed on reports like the Confirmation and Setup Worksheet. As with other
booking details, you must define a category with a category type of "attendee™ before you can
specify the attendees in a booking. For attendees you can indicate a name and detailed notes. Both
the name and the notes are printed.

Audit tab A tab found in many EMS windows that indicates who added a data item to the
system, the date and time it was added, and the last recorded change to the item.

Billing Reference Number by which a group refers, internally, to the event they hold at your
facility — typically an account number used to pay for the reservation. You can define a default
billing reference number for a group by noting it on their group record, or you can enter a new
one on the Reservation (Edit) window for each reservation. This number prints on confirmations
and invoices. The label for this term as used throughout EMS may be changed, using a system
Parameter, to “department billing number” or another term if it better suits your organization.

Book (See Reservation Book.)

Booking Reservations are made up of one or more bookings. A booking specifies the date,
starting and ending times, and location for an event. Examples of reservations that might include
multiple bookings are a multi-day training seminar, a one-day conference that utilizes multiple
rooms, or a weekly meeting. Each booking has its own status and its own booking details.

Booking Detail The categories assigned to a booking. These can be resources, notes, attendees,
or activities. Resources, or booking detail items, are any goods or services you define in the
system.
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Building A physical location that contains one or more reservable spaces (rooms, open areas,
etc.). A "building” can also be a logical set of rooms. Note: "Building"” and "room" are the default
terms for reservable spaces in EMS. You can, however, change those terms in Parameters to
anything you like ("Park™ and “Field,” "Facility” and “Area,” etc.). The new terms are then used
throughout the system.

Building Hours Special opening and closing hours, defined by building, for a date or date range.
If no building hours have been defined for a building for a date, the building is considered to be
open 24 hours a day.

Calendar A calendar-formatted display in EMS that lists the number of events on each day of
the month shown, or the name of the event if there is only one for the day. From the Calendar,
you can highlight one or more dates to access a list of the bookings.

Calculations The methods for arriving at the tax and gratuity items charged at your facility.

Capacity One of several characteristics entered when defining a room. Capacities are based on
setup types. You can use capacity to limit a search to only rooms that can accommodate a given
number of people.

Category Also called a booking detail. Common examples of categories are catering, equipment,
set-up notes, and personnel. However, you can define an unlimited number of categories with
names that you choose. For some types of categories, after defining the categories you will define
the items within them, referred to as resources or booking detail items. When users want to add a
resource (booking item) to a booking, they choose from the resource categories that have been
defined.

Category Type One of the standard category descriptors defined within the system: Activities,
Attendees, Catering, Notes, Resources with Service Orders, and Resources without Service
Orders. For each resource category you define, you must select a category type.

Client (see EMS client)

Combination Room A room that can be subdivided into component rooms, such as a Main
Conference Room that breaks down into Conference 1, Conference 2, and Conference 3. When
defining a combination room, you first define the "components"” (Conf. 1, 2, 3) and then the
combination room itself (Main Conference Room), indicating that the larger room is made up of
the smaller rooms.

Comment A note that can be attached to or associated with reservations, bookings, service
orders, or groups. Frequently-used comment types can be defined in configuration; you can also
create one-time-only user-specified comments on the fly. Comments should not be confused with
setup notes, a type of category that you can apply to a booking as part of the booking details.

Configuration Area within EMS where you define your "core data" (rooms, event types, rate
plans, reminders, etc.). Accessed by clicking Configuration on the EMS main menu. For
information on defining core data in Configuration, see the EMS Setup Guide.

Dashboard The Dashboard window contains items that require your attention such as reminders,
notifications, pending web requests, and reconfirm dates. When you have such items waiting for
you, the Dashboard button will flash for a moment when you first log in.
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Default An item that is displayed or a condition that occurs automatically, without input from
the user. For example, if you select a default building for a user, that building is displayed in the
Building field of the Reservation Wizard as soon as the user opens the Wizard. In most cases, you
can override defaults by simply typing over the displayed item or selecting a different item from a
list.

Delete Old Data A built-in function that allows EMS System Administrators to delete bookings
and other data older than 90 days.

Departments Functional groups within your organization that EMS users fall under. For
example: Reservations Office, Catering, Accounts Receivable. Departments should not be
confused with Groups, the people who hold events in your facility.

Display Type Used to indicate whether an item should show up on internal reports (e.g., the
Setup Worksheet), external reports (e.g., confirmations), or both.

EMS Event Management System is a software application from Dean Evans & Associates that
offers a full suite of meeting and event management, academic scheduling, and master
calendaring solutions. It handles everything from initial contact with the customer to final
settlement of the bill. The EMS family of products includes EMS Workplace, EMS Enterprise,
EMS Campus, EMS Professional, EMS Lite, and Master Calendar.

EMS Client The EMS client is installed on Windows computers. It allows schedulers, service
providers, and administrators to directly access your EMS database through your network.

Event A general term for any kind of reservation or booking. For example: meetings, weddings,
lunches, conferences, classes, banquets, workshops, etc.

Event Coordinator An individual on your event planning staff. When defining your EMS users,
you can indicate that a user's name should be displayed in the list of possible event coordinators.
This field can be relabeled in System Parameters.

Event Name A descriptive word or phrase entered when creating a new reservation or booking
to describe the event. You may have one event name for the reservation and different event
names for each booking (as in reservation: "Second Annual AACR Conference" and events:
"Board of Regents Meeting" and "Keynote Speaker"). This description prints on the Event
Schedule and other reports, and is intended to help visitors find the correct location for their
event. Event name is sometimes referred to as the "title" of the event or the "post-as" name.

Event Time The actual time during which an event is held. This may be different than reserved
time, which must be equal to or greater than event time.

Event Type User-defined labels that describe the type of event being held. EMS uses these
labels to categorize reservations and bookings for search and reporting purposes.

Features Attributes of a room that can be used as search criteria (e.g., sound system, projection
screen, etc.). Items that can be moved from room to room are generally not considered "features"
of a room and should, instead, be defined as resources.

Filter A set of criteria (reservation, booking, or booking detail information) that deter-mine
which records will be returned from a query.

Floors Areas within a building that give general information on the location of rooms (e.g., First
Floor, East Wing, etc.). When you define a room, it is optional to indicate the floor on which the
room is found.
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Group The default generic name given to people who hold reservations at your facility. Through
a Parameter, you can change this term to anything you like ("Department,” "Company,"
"Customer," “Employee,” “Ministry”, etc.).

Group Check In Status Utility Tool that displays a list of all groups that have reservations
containing bookings for today (i.e., the date on which the utility is run). The user can then mark
the group as "checked in" after they have arrived, and "checked out" after they have left. Only
available with the optional Hoteling component.

Group Notification Rule Group notification rules determine the conditions under which groups
that are holding events at your facility are reminded via email about their events. Group
notification rules can be defined based on rooms, statuses, event types, group types, categories, or
combinations of them.

Group Type A label for groups (i.e., reservation holders) with similar characteristics (e.g., Non-
Profit, Government, Internal Staff, etc.) used to filter reports and sort the Groups Rolodex.

Groupings Subsets within a category (e.g., Breakfasts, Lunches and Dinners under a category
called Food and Beverage) that help you find specific items when adding a detail to a booking.

Help Descriptive online information accessed by pressing F1 or by clicking Help on a menu bar.
Holiday A day noted as having special operational significance in EMS.

Hoteling Optional functionality for EMS Enterprise that allows for the management of shared
office space.

HR Toolkit An optional module that, can be used by administrators to keep group and web user
information within EMS in sync with a data source outside of EMS, typically a personnel
database. The HR Toolkit enables the one-way transfer of data from the outside source into EMS,
in order to update EMS data tables.

Kiosk The optional EMS Hoteling Kiosk module allows reservation holders to access
information about their reservations from touch-screen units throughout a facility. The kiosks can
also be used by others to determine the location of an event or a person’s workspace. Check
infout entries made through the kiosk can be viewed using the Check In Status utility within the
EMS client.

Main Menu Bar A primary method for accessing EMS features and settings. The main menu
bar runs along the top of the main EMS client window. It allows access to EMS client features.
For example, to open the Reservation Book, you can choose the following from the main menu
bar: Reservations > Reservations > Reservations Book.

Main Menu Window A primary method for accessing EMS features and settings. The main
menu window is a window that opens when you start EMS. It contains folders for Reservations,
Reports, Billing, Configuration, etc. and subfolders that help you access information. If the main
menu window is ever closed, you can open it again by choosing File > Show Main Menu.

Main Toolbar The main toolbar runs along the top of the EMS client main window. It contains
buttons for frequently-used features such as the Reservation Wizard, the (Reservation) Book, and
the Groups window.

Messages Blocks of text used to determine headers and footers that print on your confirmations,
invoices, email, group notifications, and virtual summaries. For example, you might create a
"Thank you for your business" message or a signature block to be printed at the bottom of the
Confirmation document. You define your messages in Configuration and then select the
appropriate message from a list.
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Navigator Window The Navigator window is displayed when you open a reservation and when
you create a new reservation. In the Navigator, you can view and change reservations, bookings,
or booking details. To open a reservation in the Navigator, double-click a booking in the
Reservation Book, or click the Navigator button in the main toolbar and enter the reservation
number. Multiple Navigator windows can be open at the same time, and multiple reservations can
be open in the Navigator at the same time.

Notes Free-form text that can be entered when defining an item in Configuration. Most notes do
not print on reports; the primary exception is the Notes field on a resource item (e.g., an
equipment item such as an overhead projector). This type of field does print on reports, and can
be used to provide your staff or the group holding the event with information about the item. The
term "notes" should not be confused with either "setup notes" or "comments."

Notification Notifications are an internal function for reservationists and service providers.
Notifications keep EMS users aware of new bookings and service orders as well as changes to
existing bookings and service orders. If Notification rules that include you are defined in the
system, a Notifications tab will appear in the Dash-board window.

Notification Rule Notification rules determine who is notified when certain additions or changes
are made in the EMS database. For example, you might define notification rules for the creation
of a new booking, the changing of a service order, or the creation of a new Web User.

Parameters Global settings in the System Administration area that determine how the EMS
system will run. You must be an EMS administrator to edit system Parameters.

Payment Type A method of payment used at your facility (e.g., cash, check, credit card, etc.).
Groups can have default payment types that are automatically assigned to reservations they make.
The default payment type can be changed on a reservation if appropriate.

Preferences Like Parameters, these settings affect the basic functioning of EMS. The difference
is that while Parameter settings affect all users in the system, Preferences affect only the
computer on which they are set.

Pricing Plan A group of rate schedules used to indicate, at the reservation level, what type of
pricing will be used for the different resource categories in all the bookings for a reservation.

Processes When defining users or user templates, you can specify the EMS processes that the
user has permission to use or access.

Query Builder Used to generate custom reports based on user-specified criteria. The results can
be viewed, printed, or exported to a spreadsheet.

Rate Schedule A label used in pricing billable items. Typically defined to coincide with the
types of groups with which you do business.

Reconfirm Date When defining a status, there is an option to make the status require a
reconfirm date. This requires that users later reconfirm that the reservation is still valid. When the
user attempts to give a booking a status that requires a reconfirm date, the system displays an
additional field, prompting the user to enter the date.

Registration The licensing information that governs your use of the EMS software. The first
time someone logs in to EMS at your facility, they must enter the registration information that is
sent with the software. You should not modify the registration information unless we send you an
updated registration.

Reminders Date-sensitive entries about tasks that must be completed. Reminders can be
"attached to" or associated with reservations, bookings, service orders, or groups. They can also
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be "unattached" reminders about your business in general, such as a reminder to prepare for the
yearly fire code inspection. Frequently-used reminders can be defined in Configuration, and you
can also create one-time-only user-specified reminders on the fly. In addition to their descriptive
names, reminders can also include detailed information in a Notes field.

Reservation The "file folder" in the Navigator window that contains one or more bookings. A
reservation includes general information about an event, such as event name, event type, the
name of the group holding the event, and the contact person and phone number for that group.
The bookings within a reservation contain more specific details. Reservations can be made
several ways: through the Groups window, the Reservation Book, and the Reservation Wizard.

Reservation Book A graphical representation of the bookings scheduled in your facility on a
daily, weekly, or monthly basis (depending on View). Colored bars represent each booking on a
timeline, with different colors represented by status or event type.

Reservation Number A unigue, system-generated, non-modifiable number given to each
reservation. Reservation numbers are generated sequentially starting with 1, and are never reused.

Reservation Wizard Provides a series of steps to search for available space and make a
reservation.

Reserved Time The period for which a room has been reserved, including any set-up and tear-
down time for an event. Reserved time may be different from event time, the time during which
the group's event takes place. Event time must fall within reserved time.

Resource An item or service requested for a booking. For example, a VCR, an AV Technician, a
six-foot table, or a spaghetti dinner. Text entries such as setup notes are also considered resources
(although there is no inventory for that type of resource). See also: Category.

Room A physical location that can be reserved. Any area (athletic fields, picnic areas, etc.) can
be defined as a "room." Note: "Building" and "room" are the default terms for reservable spaces
in EMS. You can, however, change those terms in Parameters to anything you like ("Park” and
“Field,” "Facility” and “Area,” etc.). The new terms are then used throughout the system.

Room Type A designator that can be applied to a room to aid in searching for available space.
Can be defined based on room use, room location, or another criteria. Room groupings are for
searching purposes only; the linking of rooms for availability purposes is done by creating a
""combination room."

Sales Category A category used to break down sales based on user-defined criteria (e.g., Local,
Regional, National, Type 1, Type 2, Type 3, etc.). The sales category is optional; if it is used, it is
noted in the billing information for a group. Note: Sales category is the default term, but can be
relabeled in the System Parameters.

Salesperson A person on your staff who is considered to have sold the space for an event. When
defining an EMS user, you indicate on their record that they are a sales-person, thereby making
their name appear in a list of salespeople who can be applied to a reservation. This field can be
relabeled in the System Parameters.

Select (Mouse Action) Often when working in EMS you need to select items. To select an item,
click on it using the left mouse button. To make a selection of multiple, continuous items (such as
in a list) hold down the Shift key and then click with the mouse. To select discontinuous items,
hold down the Ctrl key and then click each item (if you ever need to deselect an item, hold down
the Ctrl key and click on the item).
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Sequence Fields Many configuration windows have a Sequence field, which determines the
order in which items are listed (or printed, etc.). Lower numbers are listed first, with “1” being
the very first. If all items are set to a sequence number of zero, the items will be listed in
alphabetical order.

Service Order A request for resources that specifies a starting and ending time for use of the
resource (as opposed to simply saying the resource is needed for the booking).

Service Type General information on how a resource is presented to a group (e.g. Buffet
Breakfast, Served Breakfast, Buffet Lunch, etc. for a catering-type category). You define service
types when defining resource categories.

Setup Hours Time that is added to the beginning of a booking to allow for the room to be set up
for an event. Default setup hours can be configured for each room.

Setup Note Setup notes are used with a resource category to describe the physical layout of a
room.

Setup Type A type of room layout used at your facility. For example, conference style, round
tables of eight, or empty space.

Status An indication of the likelihood that a booking will take place. Status names are user-
defined, but all statuses are one of four EMS pre-defined types: Cancel, Book Space, Information
Only, and Wait. Status is also used at the reservation level to indicate the likelihood that the
whole event will take place. However, only the booking-level status affects room availability.

Status Type Status Type should not be confused with Status. Status is a user-defined name.
When defining a status, you indicate which status type you want it to have. Four pre-defined
types are statuses available in EMS:

e Book Space - Prevents other users from reserving the space.

e Cancel - Maintained by the system but doesn't prevent others from reserving space; not
shown in Reservation Book.

¢ Info Only - Maintained by the system but doesn't prevent others from reserving space;
typically used for sales quotes or shared space.

e Wait - Associated with a booking whose status type is "Book Space" and can take the
place of that booking if it is later cancelled.

System Administrator A person responsible for setting up (i.e., the definition of rooms, codes
and parameters) and maintaining EMS. System administrators have access to all areas of the
system and are the only users with access to the System Administration folder.

Teardown Hours Time added to the end of a booking to allow staff to clean the room after an
event. Default teardown hours can be configured for each room.

Time Zone Time zones in EMS are tied to the building where the event takes place.

User-Defined Fields Custom fields used to store miscellaneous data, such as within a
reservation or on a group record. They can be defined to accommodate text, date, numeric, or list-
type data.

Users People who log into EMS and are given a set of permissions to access features and
settings. People who are in the system in a "view only" capacity are also considered users.
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User Template User templates contain user security settings. Such a template can be used to
quickly assign the same settings to multiple users, to give them all the same security profile.

VEMS (see Virtual EMS)

View A user-defined group of rooms that can be used in the Reservation Wizard, the Reservation
Book, and reports.

Virtual EMS Virtual EMS (VEMS) is an optional component installed on your web server. It
creates a connection between your website and your EMS database, allowing customers, meeting
attendees, and the general public to use a standard Internet browser to view real-time calendars
and event schedules. Virtual EMS users can also, when authorized, submit online requests or
book space themselves.

Visitors (Web) Unauthenticated users or guests.

Web Request Web requests are created by registered Virtual EMS Web Users. Web requests
generally have less specific information about the event than web reservations do. If the Web
User is attached to a Web Process template that does not allow making reservations, the user must
create a web request rather than a web reservation in VEMS. Web requests do not become actual
reservations until a reservationist processes them, which can be done in the Dashboard using the
Web Requests tab.

Web Reservation Web reservations are created by registered Virtual EMS Web Users. If the
Web User is attached to a Web Process template that allows it, the user can make web reservation
in VEMS (rather than merely web requests). Web reservations are often reviewed by a
reservation in order to become a confirmed event.

Web Users People who have a registered Virtual EMS account. If you have purchased the
VEMS module, Web Users may be registered either through the EMS client or (if you allow it)
through VEMS. Web users should not be confused with anonymous VEMS guests, who can view
information online in VEMS but cannot make reservations.

Wizard (See Reservation Wizard.)

Wizards Wizards are utilities that allow you to do things such as change multiple events, delete
booking items, apply a discount to a reservation, etc. Some wizards are accessed by clicking the
Wizard button in a window. Many event-related Wizards are accessed by clicking the Tools
button on the lower right side of the Navigator window, and then choosing Wizards. (Under the
Options button in the Navigator window, there is also a setting to Show Wizards in ‘Tools’
Menu, which eliminates the need to choose Tools > Wizards each time.)
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