
Events Management System Webapp (EMS/MyRooms) 
 

Making a New Reservation (with new features) 
 

 

 
Reservation Tiles 
 
The different types of Reservations will now appear as tiles rather than a list, and you should see the 
same options to “book now” or “about” (which will explain the different types of reservations). 
 
Click “book now” to begin creating a reservation after selecting the type of reservation that is 
appropriate for your event. 
 
 

 
 
New Service Window 

To make a new reservation, after signing into Events 

Management System Webapp (EMS/MyRooms), you can 

click either ‘Create a Reservation’ on the left nav bar or 

click on ‘My Bookings and Reservation Forms’ on the 

Homepage. 



 
On the next screen there is some important information to check and update as you are creating a 
reservation. First, update the date (which will default to 4 business days out), and the time.  
 
Services can be added and edited up to 4 days before your event, until 5:00 pm. 

 
New: Update Default Attendance 
 
Next, update the Number of People field. This field will default to 1 and must be updated to include 
your anticipated number of attendees. Once updated, searching will return rooms that will 
accommodate the number of expected attendees for your event.  
 

 
 
After entering 25 people and clicking Search in this example, you can see several event spaces in the 
results. You can scroll through these to pick a space. 
 



 
 
Alternatively, if you have a specific space in mind, you can enter it under, I Know What Room I Want 
directly 

 
 
If you would like to learn more about a space before reserving it, you can click on the name of the room 
in the results. This will pop up a new window with features and images of the space. 
 
 
 



 
 

Click on the + icon to add a room to your reservation. You can add multiple bookings at the same 
time and date or update the details to add additional bookings. Click Add Room to add a booking to your 
reservation.  
 
After selecting a room or rooms, you will move to the next step (Step 2). For some reservations you may 
be prompted to review and select any setup resources you need, for others you will move right to 
answer any questions.  
 
 
 
 
 
First enter the name of your event and the type of event it is (if applicable). 
 



 
After entering your Event Name, you will be asked for your Event Sponsor.  
 
New: Event Sponsor and Primary Event Contact 
 
Next is a BIG change. Event Sponsor Details includes the Event Sponsor and the Primary Event Contact 
fields. Previously these fields only showed your name as a static option in both, but now you have the 
option to select a name or group in both. 

 
 
Think of the fields this way: 

- Event Sponsor: the faculty member, department, clinic, SPO, or student org/journal that will be 
funding the event 

- Primary Event Contact: you! Or the event organizer. The primary contact for the event. 
 
In the Event Sponsor field, you will see your name by default, but you can add another individual or 
group by clicking on the magnifying glass. 
 



 
 
 
 
New: Search for faculty, departments, clinics, SPOs, and student organizations/ journals as Event 

Sponsors 

 
In the window that pops up when searching, you may see some pre-populated options, but you can 
search for another option in the search field here. Search for an individual using their last name, or a 
group by the first word of the group's name. 
 

 
 
You can also use % to search for users or groups you are having trouble finding. For example, if you are 
looking for a student org but you are having trouble finding the one you are thinking of. Typing ‘ %society 
‘ will bring up any group with Society in their title.  



 
Click on the option you want in the results to add it as an option in this drop-down menu. 

 
Let’s say we select Food Law Society here; it now appears under Event Sponsor.  
 

 
 
New: Adding a Primary Event Contact to an Event Sponsor 
 
If this is your first time selecting an Event Sponsor that is a group, you will see the Primary Event Sponsor 
field is blank.  



 
 
You can search for an appropriate contact in the same way that you searched for an Event Sponsor, by 
clicking on the magnifying glass icon. 
 

 
 
New: Adding a default Primary Event Contact 
 
After searching for and selecting a contact, you will see a button to select a default contact. You do not 
have to select this, but if there is a contact who will often be the appropriate contact for events for a 
group, you may select them as the default here. 
 
 



 
You will be prompted to enter an appropriate phone number, though the contact’s email address will be 
populated when you select them. 
 

 
New: Reduced Reservation Questions 
As you are now selecting your event sponsor before answering any questions, those questions have been 

removed. You may see that other questions have been removed as well. For those questions, language 

has been added as a link into Events Management System Webapp (EMS/MyRooms) 
and is hosted on the Office of Event Scheduling and Support website as well. There are also new 

reminders in your event Confirmation email. 



 
 
After completing the questions, you will be asked for your billing information (if you are faculty or staff). 
This information is used to bill for services provided during your event, such as catering or AV support.  
 
New: Billing Code Field 
 
Rather than entering each individual segment of your bill code in a unique field, you will now be 
prompted to enter the full string in one field (excluding the object code). As you begin to type, you will 
see a count of the entered characters and appropriate formatting. 
 



 
After entering your entire bill code, you will see the result. If your bill code is valid, you will see each 
segment written out and a message indicating success. If your bill code is not valid, you will see a 
message indicating why that is. You must enter a bill code to submit your event. 
 

 
 
After entering your bill code and agreeing to the Terms and Conditions, you can click Create Reservation 
to submit your reservation request. You will see Reservation Created on the following page. 



 
You will also have the option to download an ics file or to edit your reservation. If you click Edit this 
reservation, you will have the option to add services, add additional bookings, edit details about the 
event, or cancel the event if you need to do so.  
 

 
 
PLEASE NOTE: Your reservation bookings and services can be edited any time prior to 5:00pm, four (4) 
business days before the event. If you attempt to edit either the event or services within this window, 
you will be unable to do so. 


