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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. 
 
 
 
 
 

 

 

From the main menu, click the 
Browser option to search for a 
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. 

 

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.   
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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. 
 
 
 
  

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

 
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’. 
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The edit screen will close and 
the Navigator window will now 
display the updated booking 
information with a black box to 
indicate the cancelled booking. 
To send an email 
communication of this 
cancellation, click on the 
cancelled row once to highlight, 
and then click ‘Confirmation’ in 
the lower pane. 

 
Now that you have updated the 
booking status, you will need to 
communicate that status to the 
end user. To do this, you will 
click the ‘Confirmation’ button.  
 
If you are communicating 
regarding one individual 
booking, click once to highlight 
that booking and click 
‘Confirmation’ in the lower pane 
to the right of the bookings. To 
send an email regarding the 
status of multiple bookings, use 
the Confirmation button in the 
upper pane.  
No matter which confirmation 
button you click, the wizard 
looks the same. The following 
steps walk you through each 
tab. For information on how to 
save some of this information 
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. 
 
 

 
 
 
 
 
 
 
 
 
 
 
 

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
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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. 
 
 
 
 

 
 

 

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. 
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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.  
 
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 
will display in the body of the 
email you send. Be sure that 
‘Attach Detailed Confirmation’ 
is checked so that the 
requestor can print a copy for 
their records if desired. 

Once all information has been 
populated, click ‘Email’ at the 
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. 

 

To cancel multiple bookings:  
 
In the lower pane of the 
window, click ‘Tools’ and select 
‘Wizards’. 

 

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

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.   

 



Canceling Bookings in Desktop Client Quick Guide Update 3/2016   9 

 

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. 
 

 
To delete cancelled bookings, 
hold down the Ctrl button and 
click on each cancelled 
booking you want to delete. 
Note that bookings must be in 
a cancelled status before they 
can be deleted.  
 
Once highlighted, click the 
Delete button to the right of the 
bookings list. 

 
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.  

 


