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Canceling Reservations & Bookings in Desktop Client

Double-click the EMS Icon on
your desktop, and log in by
typing in your network user
name and password and
clicking the OK button.
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From the main menu, click the _
Browser option to search for a = 1“" 3 v{* @
reservation.
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The browser window will
display on the filter tab,
allowing you the opportunity to
enter search criteria to find the
reservation you need. Note:
There are many ways to search
to find the reservation you
need. In this guide, we will
search by group name, which
is one method. Keep in mind
that search criteria can be
entered in any of the fields on
the filter tab to find the
reservation you need.

In the ‘Browse For’ field at the
top, select Reservations.

In the Group field, click the
drop down to select the desired
group. Once all search criteria
has been entered, click ‘Get
Data’ in the bottom right corner
of the screen to view the
results of your search.

Browse For: Reservations

Fiter | Resutts

Refresh | Options

Starting Date
Ending Date

Include Cancelled
Group

1st Contact
Reservation Evert Name:

Building

Category:

Booking Status:
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8
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On the Results tab, click once
in the row for the reservation
that you need to edit and click
‘Open’ at the bottom of the
screen to open the Navigator
window and make any
necessary changes.

Browse For:  Reservations

Resuts

Refresh | Options

12238 Fi
12239 Fi

inance Systems  Department
inance Systems  Department

ReservationID | Group GroupType | 1st Contact Reservation Event Name Rel
4012 Finance Systems Department  Jennifer Rogers 2P Team
9533 Registrar's Office Department  ShemekaPern  Test Meeting
12205 Finance Systems  Department  Natale il Sys Admin Mesting
12234 Finance Systems  Department  Nathan Anderson Reporting Team Status Meeting - Test CFRI & Shared Departmental Reports
12235 Finance Systems Department  Kathy Arfman  Banner & Blackbaud Testing

Jane Chapman
Jane Chapman

Reynolda House Report Testing
Cognos Repart Options for monitaring project funds
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When the Navigator window
opens to allow for editing,
make sure you are viewing the
reservation summary tab so
that you can view the
reservation level information
(who/what) as well as the
associated bookings in the
lower pane.

Open Reservation View Alerts

Print  Refresh | Settngs

- W P2P Team (Resevation No. 4012)
- ™

05

505 Finance Syster|
\M - 1505 Finance Syster]

£ @ | % UserDefined Fields 0) | (@) Transactions (@) | & Histoy | < Emais @) |
| Reservation Summary + Properties & Reminders (0) | ) Comments (1)
ol || Evert Name: P2P Team Edit
! || Group: Finance Systems Status: Confirmed
o || 1et Contact Jennifer Rogers Evert Coordin... {none)
Phone 336758 5648 Salesperson (none)
1|} Reservation No.. 4012
Hew
Date Start  End Building Room
7/31/2014Thu  8:30 AM 11:15AM University Corporate Center 1505 Finance Systems Confer ~
8/7/2014Thu 830 AM 11:15AM University Corporate Center 1505 Finance Systems Confer
8/14/2014Thu  8:30 AM 11:15AM LUniversity Corporate Center 1505 Finance Systems Confer
8/21/2014Thu  8:30 AM 11:15AM LUniversity Corporate Center 1505 Finance Systems Confer
8/28/2014Thu 8:30 AM 11:15AM University Corporate Center 1505 Finance Systems Confer
9/4/2014 Thu R:30 AM_11:15 AM_|Iniversitv Cornorate Center 1505 Finance Svstems Confer
21Records
K » Close

To cancel a single booking:

Begin by clicking once on the
booking row in the lower pane
of the navigator window and
click ‘Edit’.

Open Reservation  View Alerts

Print Refresh | Settings

= Test evert (Reservation No. 84578)
L User Defined Fislds (5)

b | 3/29/2016 Tue 8:30 ;\M - 1505 Finance Systems Ci

[ Machmenis(®) [ & UserDefined Fields 5) | @5 ions (0) | @ Histoy | * Emais(D) |
| Reservation Summary | 4 Properties | & Reminders (D) | €2 Commenis(0)
Ettme o vt
Group: Finance Systems Status ) Confirmed
1st Contact Jennifer Rogers Event Coordin..._(none)
Phore: 336758 5648 Salesperson:  (none)
Reservation No.. 84678
ete Strt [End  Euldng Roem

ST Saeo0 6 Tue B30 AM 11:15 AM University Corporate Center 1505 Finance Systems Confere

1Records

Tools

Close

On the edit screen, click the
Status drop-down and select
‘Cancelled’.

A Cancel Status dialog box will
display for you to indicate why
the booking was cancelled and
by whom (The ‘Reason’ and
‘Who Cancelled’ fields are
required). Click ‘OK’ to be
returned to the edit screen.

Click ‘OK’ at the bottom of the
edit screen to continue the
cancellation process.

Another dialog box will display
to be sure that you want to
cancel. Click ‘OK’.

| |
4 Booking No. 1539296 ===
Booking | Audit
Building: University Corporate Center Open All Day
—— Booking
Date: 3/29/2016 Tue =) Sahig Cancelled
Reserved: 830 AM to 1115AM  [o] Recort
Update Reservation Status: ]
Room 1505 Finance Systems Conference Room
— Event — Setup
Time: 9:00 AM [ w 100aM o) Type Corference
Count 0
Name: Test event [ — 0
Cancel Status
Reason: Cancelled by User - 5
Viho Cancelled: | J Rogers|
Motes:
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The edit screen will close and

- - . Open Reservation  View Alerts Print Refresh | Settings
the NaVIgator WIndOW WI” now =& _IE“ E‘V_Erl‘_(_Rf_sf“:ff_'"_w‘” [ﬂ" 84678) 7 tachments(0) | % UserDsfined Fields () | (0 Transactions (0) | &) Hstoy | < Emals (@) |
dISp|ay the updated bOO k|ng 6 2/25/2016 Tue 3:30 AN - 1505 Frince Systems G | Fesenolion Surmary | Propeties | O Femindes(® | €2 Commenis )
. . . Event Name: Test event _Edrt
information with a black box to e Dmme m e
indicate the cancelled booking. e o o)
To send an email
communication of this
cancellation, click on the
CanceIIEd rOW Once to hlghllght’ i@ [a)faztsamsme ;h:rutm i::dﬁ»w E:u‘jgz\tymrpuratecﬁnmr ?:s;nﬁnancesystamscunfera[ Dzd:te ]
and then click ‘Confirmation’ in ’ =
the lower pane. ||
1Records
‘ i ] V||« '
Now that you have updated the
. . Open Reservation  View Alerts Print Refresh | Settings
b00k|ng _Status! you will need to ER 7 Mtachments (1) | % User Defined Fiekis (5) | (0 Transactions () | ) Histoy™ | % Emais () |
communicate that status to the ¥ 3/11/2016 Fn £.30 AM - 1505 Finence § | Reservation Summary | 4 Fropeties | () Reminders(0) | €2 Comments(0)
end user. To do this, you will | uiern s 1505 e o | G e Syens Ses Web Reques _ﬂ
. ¢ . . 3 st Contact: Jennifer Rogers EvemCumiM
click the ‘Confirmation’ button. frove, 367565648 sef e bution | orange s |
ieservation No.:

when emailing about
the status of
multiple bookings.

If you are communicating

regarding one individual

booking, click once to highlight —

that booking and click [ 70 15 0 bt GG e

‘Confirmation’ in the lower pane iIWMF” o s e [ T
Use this button when

4/8/2016 Fri  8:30 AM 9:00 AM University
- -
to the right of the bookings. To emailing about the _ﬁ

Confere

send an email regarding the — oy an it

status of multiple bookings, use | — [« | ]
the Confirmation button in the

upper pane.

No matter which confirmation

button you click, the wizard = el 4 s Opfiens
looks the same. The following PeteForie [t 'F_Ca‘eg"i* '_S‘Ej““ | Otors | Ened Opers

steps walk you through each .

tab. For information on how to Bocking 0: 0

save some of this information Stating Dote yis 2

Ending Date: 4/8/2016 =)
Use Specific Tmes:  []

for use over and over, see the
quick guide, “Specifying
Confirmation Settings and
Memorizing Confirmation

Reports”.

The Date Range tab will
display the date range for the
bookings associated with the

event in your spaces. CopesToPre: 1 [k
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https://docs.google.com/a/wfu.edu/viewer?a=v&pid=sites&srcid=d2Z1LmVkdXxkZWFjb25zcGFjZS1rbm93bGVkZ2UtYmFzZXxneDo5OTlhNGMxOWNkYzNhZQ
https://docs.google.com/a/wfu.edu/viewer?a=v&pid=sites&srcid=d2Z1LmVkdXxkZWFjb25zcGFjZS1rbm93bGVkZ2UtYmFzZXxneDo5OTlhNGMxOWNkYzNhZQ
https://docs.google.com/a/wfu.edu/viewer?a=v&pid=sites&srcid=d2Z1LmVkdXxkZWFjb25zcGFjZS1rbm93bGVkZ2UtYmFzZXxneDo5OTlhNGMxOWNkYzNhZQ
https://docs.google.com/a/wfu.edu/viewer?a=v&pid=sites&srcid=d2Z1LmVkdXxkZWFjb25zcGFjZS1rbm93bGVkZ2UtYmFzZXxneDo5OTlhNGMxOWNkYzNhZQ

On the buildings tab, make
sure that the building for this
reservation is listed on the right
in the Selected Buildings box. If
not, click once on the building
name on the left in the
Available Buildings column to
highlight it. Then click the
single arrow in the center to
move it to the right.

Setup:  (user spedfied) v| Save Edit Copy Setups  Options
| Date Range | Buildings | Categories | Statuses [ Options | Email Options |

Availzble (1) & Description Selected (2) . Description

Buiding Farking Lats: Reynelda Ca... = uilding Reynolda Hal

On the Statuses tab, make
sure that the ‘Confirmed’ status
is listed on the right under
‘Selected Statuses’.

NOTE: The Categories tab is
not covered in this guide as
only a small sub-section of
Space Managers uses it.

Setup: (user specified) | save Eit cop Setups  Options

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

Available (17) N Selected (3} N
Academic Bumped — |Cancelled
Academic Cancelled

Acaderic Confimed Hot Approve
Aoademic Corflict
<<
Aeaderic Crosslit/Shared =
Athletics Hold

Cancelled with Charges
Corference Request
Corfirmed-Private
Corfimed-Shared
Corflict

Hold

Rain Date

Rain Location Only
Wait

Web Corflict

Web Request

[] Show Inactive

Close
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The Options tab is where you
select any information you want
displayed on the printable
report that is attached to the
email you send. Make sure the
Confirmation Title matches the
status of the booking you are
emailing about — In this case,
Cancelled. In the header and
footer message drop-down
fields, select the appropriate
header and/or footer message
for your area that matches the
booking status. Select any of
the checkboxes that provide
information to be printed on the
attached file.

Setup: (user spedfied) - | Save

| Date Range I Buildings I Categories I Statuses | Options |Err|ai| Opﬁon5|

Setups  Options

I Corfirmation Title:

Cancelled l

Header Message:
Footer Message:

Paper Size:

Print Comments:

Prirt Reminders:

Print Cancel Reasons:
Print User Defined Fields
Print Room Phone:

Print Room Motes:

Prirt Building Motes:
Prirt Category Subtotals:
Print Room Type:

Print tem Selection Notes:

Limit Bookings To Those With Details In Selected Categories:

{none)
{none)

Letter -

Suppress Reserved Time:
Suppress Location:

Suppress Pricing:

Suppress Loga:

Suppress ltem Motes:

Suppress tem Special Instructions:
Suppress ltem Selections:

Mways Display Time Zone:

EooocOooOoog

Display Messages As HTML:

OoOOoEOO0EOEO

|

Copies To Print: 1 Pt | [ Pint Preview

Click ‘Print Preview’ in the
bottom right corner to see what
the file will look like. Use the
‘Print’ button to print a copy for
your files if necessary, and
adjust the number of copies to
print using the field to the left.
The Email Options tab is where
you select the information that Setup:(user specifd) =| save S
will display in the body of the |ote Fovge, | ko | Cotegmea | Sobines | o | St Ortors
email you send. Be sure that Header leseage fone) -
‘Attach Detailed Confirmation’ o e o ”
is checked so that the |l #itach Detailed Confimation:
requestor can print a copy for e Ty
their records if desired. Artach ics il B

Prompt For Res. Attachments: [
Once all information has been Enai To Crtat B ddCriat [ Goup e e
populated, click ‘Email’ at the Enai CC: e i pdGed G e Leer
bottom of the screen to
generate the email preview.
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Use this screen to make a final
review of the email, and edit as
necessary. Make sure the
subject line reflects
‘Cancellation’. Click ‘Send’ in
the bottom right corner to send
the cancellation email.

'{‘/c Speling ‘ lm Attachments

From: rogersjh@wfu.edu @ User () Department
To... rogersjh @wfu edu 1st Contact [] 2nd Contact [ Group [] Web User
foo st Contact [] 2nd Contact [ Group [] Web User

Subject: Canceled Reservation 84678 for Finance Systems

Attachments:  Cancelled pdf

Message
il -1p - ¥ Ca@|B 7 U [
NoHeading - & A (@ (= i= | E E = =& R X,
Reservation Mo: 84678
Group: Finance Systems
Summary of Bookings
ate T Start  End Building Room Saws TR
: 1505 :
{200/2016 . .  University Finance _ Ve
< | I ] v

To cancel multiple bookings:

In the lower pane of the
window, click ‘Tools’ and select
‘Wizards'.

Open Reservation View Alerts

Print

|
ﬂ

Refresh | Settings

£~ 0 Test meeting (Reservation No. 84680)

&7 User Defined Fields (5)

|4 3/4/2076 Fii 8:30 AM - 1505 Finance Systems Corf|
=4 3/11/2016 Fri 8:30 AM - 1505 Finance Systems Cor|
|4 3/18/2016 Fri 8:30 AM - 1505 Finance Systems Cor|
~| .4 3/25/2016 Fri 8:30 AM - 1505 Finance Systems Cor|
|4 4/1/2076 Fii 8:30 AM - 1505 Finance Systems Corf|
-4 4/8/2076 Fri 8:30 AM - 1505 Finance Systems Corf|

3/4/2016Fri 8:30 AM
3112016 Fri 8:30 AM
3/18/2016 Fri 8:30 AM
3/25/2016 Fri 8:30 AM
12016 F 8:30 AM
S/RNTAFri__A:30 AM

9:00 AM
9:00 AM
9:00 AM
9:00 AM
9:00 AM
Q:00 aM

FEEEEE

& Records

University Corporate Center
University Corparate Center
University Corporate Center
University Corporate Center
University Corparate Center
University Cornorate Center

| 2 mtachments () | % User Defired Fields (5) | ) Transactions (0) | & Hitoy | Emaks(®) |
|} Reservation Summary | 4 Propetties & Femindes(0) | €7 Commenis@ |
Evert Name: Test meeting Edit
Group: Finance Systems Status Confirmed Canfimation
st Contact: Jennifer Rogers Event Coordin... (none)
Phane 336-758-5648 Salespersan:  (none)
Reservation No.: 84680
bae st md |sudng =

1505 Finance Systems Cgg
1505 Finance Systems Confe

1505 Finance Systems Confen
1505 Finance Systems Confen
1505 Finance Systems Confer:

1505 Finance Svetems Confer ™

Wizards...

Resource Inventory Co
Edit Charges
Edit Counts

Apply Reservation Disc

On the Wizards dialog box,
select ‘Change Booking Status’
and click ‘Next’ in the bottom
right corner.

— Bookings

(©) Copy Reservation

Copy a Resenation

Change Booking Date/Time

Change Booking date and for time infomation

Change Booking Status

Change Booking status

— Booking Details

—— Booking Detail kems

Change Rooms

©) Change Miscelansous Booking Information

Move Bookings

©) Copy Bookings

Change Rooms on Baokings
Change miscelaneous Booking information
Move Bookings to @ new or existing Reservation

Copy Baokings to a new or existing Reservation

Add Booking Details

oking Details

Copy Baoking Details to existing Bookings
Add Booking Details to existing Bookings

Delete Booking Details from existing Bookings.

Add Bool

g Detail kems to existing Booking Details

Delete Booking Detail kems from existing Booking Details.

Canceling Bookings in Desktop Client Quick Guide Update 3/2016




From the Status drop down,
select ‘Cancelled’. Leave the
‘Update Reservation Status’
box unchecked as you are
only cancelling individual
bookings. This is in the event
that a reservation has multiple
bookings in multiple locations,
so that you don’t cancel the
bookings in spaces you don’t
manage, as you can’t see
those.

Once status is selected, the
Reason, Who Cancelled, &
Notes fields display. Complete
these fields & click ‘Next’ in the
bottom right of the screen.

Status: Cancelled ~ Wurent Reservation Status: Confimed

Update Reservation Status: E

Reason: Cancelled by User -
Who Cancelled: J Riogers

MNotes:

e >

The next screen displays the
list of bookings to which this
change will apply. If you are
applying this to all bookings
listed, click ‘Select All’ and then
‘Finish’. If you are only applying
the change to a portion of
bookings, hold the Ctrl key and
click on each row to highlight.
Then click ‘Finish’. The change
booking status wizard screen
will display the updated status
and the results of the change.
Click ‘Close’ at the bottom right
of this screen to return to the
Navigator window.

Select Bookings:

Date Weekday Start End Building Room Event Status S¢
3/4/2016 Fi  Friday 8:30 AM 500 AM  University Corporate Certer 1505 Finance Systems Corference Room Test mesting Corfimed
3/11/2016 Fi Friday 830 AM  5:00 AM  University Corporate Center 1505 Finance Systems Corference Room Test meeting Corfimed
3/18/2016 Fi  Friday 8:30 AM 500 AM  University Corporate Certer 1505 Finance Systems Corference Room Test mesting Corfimed
3/25/2016 Fi Frday 8:30AM  3:00 AM  University Corporate Center 1505 Finance Systems Corference Room Test meeting Corfirmed
4/20N6F Friday 8:30 AM 500 AM  University Corporate Certer 1505 Finance Systems Corference Room Test mesting Corfimed
4/8/2016 Fi  Friday 8:30 AM  5:00 AM  University Corporate Center 1505 Finance Systems Corference Room Test meeting Corfimed

|

1

Hide Cancelled Bookings: [7]  Hide Old Bookings:

L

ey

Date Start End Time Zone Building Room Event Status Results GoTo

3/4/2016 Fi  8:30AM  S00AM ET
318/2016 F 8:30AM  9:.00AM ET
3/25/2016 Fi 8:30AM  S:00AM ET

7] Show Unchanged Only

University Corporate Certer 1505 Finance Systems Conference Room Test mestin
University Comorate Certer 1505 Finance Systems Conference Room Test meetin
University Corporate Certer 1505 Finance Systems Conference Room Test mestin

Cancelled  Change Successful
Cancelled  Change Successful
Cancelled  Change Successful

Canceling Bookings in Desktop Client Quick Guide Update 3/2016




The bookings are now updated
with the black boxes to reflect
their cancelled status.

If you need to prepare a
cancellation email, click
‘Confirmation’ in the upper
pane and following the
instructions on pages 4-6.

View Alerts

= | Test- Stretch Break (Reser
+ B/1/2014 Fri 4:15 PM 4
4 B/8/2014 Fri 4:15PM 4
+ B/15/2014 Fri 4:15 PM
| BJ22/2014 Fri 4:15 PM

Reservation Summary

User Defined Fields (2)

Event Name: Test - Stretch Break
Group: Finance Systems

1st Contact: Jennifer Rogers

+ B/29/2014 Fri 4:15 PM

Phone: 336-758-5648
Reservation: 1451

Properties

Transactions (0)

Reminders (0)

History*

Status: Cancelled

Event Coordinator: (none)
Salesperson: (none)
Web User: Rogers, Jennifer H.

Comments (0)

Print

Attachments (0)

Emails (0)

Refresh | Settings

Edit
Confirmation
Change Status
Update Pricing

Drag a column header here to group by that column New
Date Time Booking Sta Time Booking Enc Time Zone Building Room L=

@ M 512014 Fi 4:15PM 5:15 PM ET University Corpor: 1505 Fin TZ‘E
@ M ss/2014 Fri 4:15PM 5:15PM ET University Corpori 1505 Fin s
@ M 5152014 Fi 4:15PM 5:15 PM ET University Corpor: 1505 Fin mﬁfmn
@ . 8/22/2014 Fri 4:15PM 5:15PM ET University Corpori 1505 Fin,

@ M 52002014 Fi  a15PM 5:15 PM ET University Corpor: 1505 Fin

To delete cancelled bookings,

Open Reservation View Alerts Print Refresh | Settings
hOId dOWn th e Ctl’| b Utton al"ld ER le_sl meeing (Reservation No. 84581) [ machments(®) | & User Defined Fields 5) | @ | O rstoy | * Emals@) |
click on each cancelled - 472016 Fr 8:30 AW - 1505 Finance Systems Cort ¢ Reservaion Summary Dilimcic @ sfiminicn0) S Commerta @

|y 3/11/2016 Fri 8:30 AM - 1505 Finance Systems Cor| || Event Name Test meeting
1 : 3/18/2016 Fii 8:30 AM - 1505 Finance Systems Cor| || Group: Finance S Status: Confirmed
boo kl n g yO u Want to d e I ete . 8 3/25/2016 Fri 8:30 AM - 1505 Finance Systems Cor 1: E’:mm Jennifer noys:.sm Event Coorin um;) Conkmation
. . iy 47172016 Fri 8:30 AM - 1505 Finance Systems Cort| || Prone: 336-758-5648 Sal {none)
N Ote th at bOO k| n gs mu St be N : L/8/2016 Fa 220 A1 1505 Frarce Syst::z Cont p;zzzd.m, No:. 84680 Zespen Tzr:a :'afus
jpdate Pricing
a cancelled status before they
can be deleted.
Date Start End Building Room

Once highlighted, click the
Delete button to the right of the
bookings list.

3/4/2016Fri 8:30 AM 9:00 AM University Corporate Center 1505 Finance Systems Confer, +
3/11/2016 Fri 8:30 AM 9:00 AM University Corporate Center 1505 Finance Systems Confen
3/18/2016 Fri 8:30 AM 9:00 AM University Corporate Center 1505 Finance Systems Confen

Delete

3/25/2016 Fri_8:30 AM 9:00 AM Uiniversity Corporate Center 1505 Finance Systems Confer!

6 Records

4/1/2016Fri  8:30 AM 9:00 AM University Corporate Center 1505 Finance Systems Confen
4IR/2016 Fri R:30AM 900 AM University Cornorate Center

1505 Finance Svstems Confer ~

Close

A pop-up box will ask to be
sure you want to delete the
selected bookings. Click OK.

You will be returned to the
Navigator window, and the
bookings you deleted will be
gone. If you haven't already,
send the cancellation email to
requestor.

I Is it OK to delete the selected Booking(s)?

Yes

l

| Ne
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