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Managing DeaconSpace Requests Using 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.

About EMS Campus ® 1995-2016 EMS Software LLC
User ID: | Password:

Once logged in, you may see a
dialog box entitled “Main

Menu”. This is just a different
view of the drop-down menus at
the top of the screen. You may
ignore this or close it out if it is
distracting.
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Upon login, a solid or flashing
red dot to the left of the
Dashboard menu indicates new
information to review. Click the
‘Dashboard’ light to review
pending requests.

Information available to view on
the dashboard screen is selected
using the tabs in the bottom left
corner of the window. Any of the
tabs that offer new information
will display an asterisk. New
requests from DeaconSpace
users can be viewed using either
the Web Reservations or
Notifications tabs.

Web Reservations Tab:
To view DeaconSpace Requests
for the spaces you manage, no
matter the status, utilize the Web
Reservations tab. You can then
select the status(es) that you
want to review. Viewing requests
using this status is helpful so that
you don’t miss reviewing a
request that doesn’t necessarily
meet the criteria of one of your
notification rules. Common
statuses to review include:
e Web Request — Requests
made using DeaconSpace
e Academic Bumped —
Requests for a space now
reserved for an academic
class
e Conference Request —
Requests from Conference
Services
Once you select the status(es)
you want to view, basic
information for requests that
meet those status criteria will
display on the right side of the
screen.

File Settings Reservations Reports  Billing  Configurstion  AcademicPlanning  Window  Help
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Notifications Tab:

This view provides information
on new user requests that match
the notification rules set up for

you by your —Stakeh()lder The 7] Show New Only Notfication Date () = Type  Group Booking Date  Start —
number & types of notification Hotfeaton e N
rules differs per space manager,
based on the number of spaces o T e i S
you manage and the notification o
rule types you need. Any Uveviowed
DeaconSpace requests that
meet the criteria for your
notification rules will generate an © Reminders
email to you so that you will G eb Resenvatons:
know to log in to EMS and take Don e
action. Click once on the T —
notifications tab to display the 23 At A Glance .
rules at the top left of the screen.
Any rule title with a number
beside it other than O indicates
new information that requires
review. Click once on the rule
title to display the related
information on the right side of
the screen.
To review a request, click once
on the information row on the — e ————
right side of the screen to S B owern  owe Gomlwe  isCred  Evre |
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Note: Any requests for a space
that do not display under the
status of ‘Academic Bumped’ or
‘Web Conflict’ are available to
be confirmed for the space
requested.
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The Navigator window opens to
allow for review of the request.

The left pane of the window

displays the event structure:

The top level folder includes the

Reservation information:

e Who is reserving the space
(contact and group)

e For what event the space is
being reserved.

A subfolder will display for each

booking:

e Where the event is being
held

e When the event is being
held (date & time).

The information displayed on
the right side depends on
whether the reservation (top
level folder) or booking
(subfolder) is highlighted.

The recommended view is the
reservation level so that you
can see details about the
reservation (top right pane) and
the booking details (bottom
right pane) on the same screen.

Open

Reserval

tion  View Alerts

Print Refresh | Settings

=]

N Test mesting (Reservation No. 84680)
W User Dfined Felds (5

& User Defined Fields (5
=\ 3/11/2016 Fri 8:30 AM - 1505 Finance Systems Cor|

4/1/2016 Fri 8:30 AM - 1505 Finance Systems Corf|

-\ | 4/8/2016 Fri 8:30 AM - 1505 Finance Systems Conf

e K]

| Mtachments @ | 7 UserDefined Fields &) | (% @ | O Hsoy | # Emais®

Reservation Summary & Reminders (1) €2 Commets (0)

& Properties

P —
Group Finance Systems Siatus: Web Request
1st Cortact Jennifer Rogers Event Coordin... {none)

Phone: 336-758 5648 Salesperson:  (none)
Reservation No: 84680

Date sart |End  Buiding
3/11/2016 Fri 8:30 AM 9:00 AM University Corporate Center 1505 Finance Systems Conferency
4/1/2016 Fri 8:30 AM 9:00 AM Uriversity Corporate Center 1505 Finance Systems Conferency
4/8/2016 Fri 8:30 AM 9:00 AM University Corporate Center 1505 Finance Systems Conferenct

Room
Delete

Toals

Details
Corfirmation

3Records

Close

To edit information related to
the reservation details
(where/when), click ‘Edit’ in the
top pane. The screen you see
to the right will display, and
each field regarding who is
reserving the space and for
what purpose will be editable.

NOTE: Editing information at
the reservation level affects
all bookings associated with
the event. This includes any
bookings that take place in
spaces managed by other
space managers.

Standard

Calendar Sty
EMS Regics® URL:

Westing + [ VIP Event

{not specified) ~ [] Video Conference

~ 336758-5648 Fax:
s rogersh@wiu.edu

v Estimated Event Attendance: 0
Actual Event Attendance o
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The preferred method for
managing space requests is to
review / confirm them at the
booking level.

Why? There are times that an
end user in DeaconSpace will

need to reserve multiple spaces

for a recurring event. Each
space manager will only see

the requests for the spaces that

they manage — not all space
requests related to a
reservation.

To edit information related to an

individual booking (date/time),

click once on the booking row in

the lower pane to highlight the
booking and then click ‘Edit’ in
the bottom pane.

Open Reservation  View Alerts

Print Refresh | Settings

(=K Test meeting (Reservation No. 84680)
L[] User Defined Fields (5]
3/11/2016 Fri 8:30 AM - 1505 Finance S|
|y 4/1/2016 Fri 8:30 AM - 1505 Finance Sy|
: | 4/8/2016 Fri 2:30 AM - 1505 Finance Sy|

? mtachments (1) | % User Defined Fields (5 | () Transactions (I} | &) Histoy” | % Emais(0) |

+ Resenvation Summary 4 Propetties | < Reminders (0} | €2 Comments (0}
Event Name Test meeting
Group Finance Systems Status Web Request
st Cortact: Jennifer Rogers Evert Coordin._. (none)

Phaone: 336-758-5648 Salespersan: {none) Change Status
Reservation No. 84680
Update Pricing
New
Date Start End Building Room

3Records

?6 Fri 8:30 AM 9:00 AM University Corporate Center 1505 Finance Systems Confers
6

Fri  3:30 AM 9:00 AM University Corporate Center 1505 Finance Systems Confere
/2016 Fri 8:30 AM 9:00 AM University Corporate Center 1505 Finance Systems Confere

!

Tools

Details
Confirmation

Close

Each field related to booking
details (date & time) is editable.
Once all booking details have

been reviewed & any necessary

edits made, update the booking
to reflect the appropriate status
by clicking the status drop-
down field and selecting the
correct status from the list.

Once your status is selected,
be sure to leave “Update
Reservation Status”
unchecked in the event that
there are other bookings that
belong to another space
manager. Click OK to return to
the main Navigator window.

For information regarding
adding new bookings, please
see the quick guide entitled,
“Creating New Reservations in
EMS Desktop Client”.

Booking | Audit

Booking
Date:

Reserved:

Room:

Event

Time:

Name
Type:
EMS Regics® URL:

Build =l
3/11/2016 Fii [=]
BWAM  [z] o 900AM  [2]
1505 Finance Systems Conference Room
BIAM o] to SO0AM  [5]
Test mesting
Meeting -

| Status:

[ Update Reservation Status: [ I

Setup
Type: Corference
Count: ]
Attendance: ]

Booking Mo. 1544555
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To update the status on
multiple bookings at once, use
the Change Status Wizard. This
wizard is found by clicking the
tools button in the lower pane
and selecting “Wizards”.

|| 4/1/2016 Fri 8:30 AM - 1505 Finance Sy|
% | 4/8/2016 Fi 8:30 AM - 1505 Finance Sy|

Print Refresh | Settings
© | T User Defined Fields @) |8 © [ O Hdoy | = Emais |
| Resenvation Summary o Propeties | 0 Remndes@ | < Commems (@)
Evert Name: Test meeting
Group. Finance Systems Status: Web Request
16t Contact Jennifer Rogers Event Coardin... {none)
Phone: 3367585648 Selesperson:  (none) Change Siatus
Reservation No.. 84680
Update Pricing
Date Start End Building Room
3f11/2016 Fri 8:30 AM 9:00 AM University Corporate Center 1505 Finance Sys
4f1/2016 Fri 8:30 AM 9:00 AM University Corporate Center 1505 Finance Systems Conf
1505 Finance Systems Conferg

4{8/2016 Fri 8:30 AM 9:00 AM University Corporate Center

When the “Pick a Wizard”
dialog box displays, Select
‘Change Booking Status
Wizard’ found in the Bookings
section.

Resenvation

) Copy Reservation

Backings

) Change Miscsllaneous Booking Information
©) Move Bockings
©) Copy Bookings
Baoking Details
) Copy Booking Details
) Add Booking Detals

Booking Detail tems

Copy a Reservation.

ortime information

<Ings

king infomnation
Move Bookings to a new or exsting Reservation

Copy Bookings to a new or existing Ressrvation

Copy Booking Details to existing Baokings

Add Booking Details to existing Baokings

her-
In the Status drop-down, select
the appropriate status for the e ) et Fasaton St i st
bookings you want to update. Uit e S ]
The current reservation status
is displayed in blue to the right.
Again, be sure that ‘Update
Reservation Status’ is left
unchecked. Click ‘Next’ to
select the bookings that you
wish to apply this status.
her>

Managing DeaconSpace Requests in Web Client Quick Guide Updated 03/2016




By default, all bookings for the
space that you manage will be
highlighted. If you want to apply
the selected status to all
bookings listed, simply click
‘Finish’. If you do not wish to
apply the status to all bookings,
click ‘Unselect All' hold the
control button down and click
the bookings to which the
selected status should be
applied. Click ‘Finish’ to apply
the status change.

Select Bookings:

Date o Weekday Start End

31172016 i Friday 230AM 9.00AM Universty Corporate Center 1505 Finance Systems Conference Room Test meeting Web Request
41/2016Fi  Frday 830AM 900AM Universty Corporate Center 1505 Finance Systems Corference Room Test mesting Web Request

4/8/2016Fi  Friday 230AM 9.00 AM Universty Corporate Center 1505 Finance Systems Conference Room Test meeting Web Request

Buiding Room

Hide Cancelled Bookings: 7] Hide Old Bookings:

Evertt Status Service Orders

Coan {(Umiesn]

Cancel

) e

The final screen in the wizard
process confirms whether or
not the change was successful,
and for which bookings. Simply
click ‘Close’ to return to the
main Navigator screen.

Building Foom

University Corporate Center 1505 Finance Systems Corference Room Test meetin
University Corporate Center 1505 Finance Systems Conference Room  Test meeting
University Corporate Center 1505 Finance Systems Conference Room  Test meeting

Event

Status Results Go To

Corfimed  Change Successful

Corfirmed  Change Successful
Corfirmed  Change Successful

4

I

[] Show Unchanged Cinly

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.

Open Reservation  View Alerts

Print Refresh | Settings

=n
r User Defined Fields (5)

-~} 3/11/2016 Fi 8:20 AM - 1505 Finance 5

-4 4/1/2016 Fri 8:30 AM - 1505 Finance Sy,

, 4/8/2016 Fii 8:30 AM - 1505 Finance Sy|

 Mtachments (1) | % User Defined Fields (5)

[Lap © | O Hsoy* | % Emais() |

| Reservation Summary | & Propeties | <0 Reminders®@) [ €2 Comments(@®) |

Evert Name Test mesting
Group: Finance Systems
1t Cortact Jennifer Rogers

Phone: 3367585648
Reservation No.: 84680

Edit

o Wb P
Event Coordin .. m‘
Sale: Change Status

Use this button
when emailing about
the status of

multiple bookings.

Date Start End Building
" 3/11/2016 Fri 8:30 AM 9:00 AM University
" 4/1/2016 Fri  8:30 AM 9:00 AM University

l 4/8/2016Fri  8:30 AM S:00 AM University

3Records

z
Hg

Room 3

Corporate Center 1505 Finance Systems Confer

Corporate Center 1505 Finance Systems Confer: Tools
Confers

Use this button when
emailing about the
status of an individual
booking.
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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

Setup: (user specified) ~| Save Setups  Options

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

Financial Services

Resenvation ID 84680
Booking D 0

Starting Date: e 5]
Ending Date: 4/8/2016 [

Use Speciic Tmes: [

associated with the event in
your spaces.
On the buildings tab, make sure
Setup:  (user spedfied) - | Save Setups  Options

that the building for this

Date Range | Buidings | Categories [ Sigtuses | Options | Email Options |

reservation is listed on the right T, (r— T ——r—
in the Selected Buildings box. If Fukdns Forera o Renaia e 4 1| s it
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 — 5

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.

Date Range [ Buldings | Categories | Statuses | Options | Email Options |

Avaizbls (17) Selected (3)
Academic Bumped — | canceled
Academic Canceled Corfimed
Acaderic Cortimed Nol Appraved
Acadsmic Corflict

<L
Academic Crosslist/Shared -
Ahletics Hold

Cancelled with Charges
Conference Request
Conrfimed-Private
Confimed-Shared
Conflict

Hold

Rain Date

Rain Location Only
Wait

Web Corflict

Web Request

[7] Show Inactive
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The Options tab is where you
select any information you want
displayed on the printable
confirmation report that is
attached to the email you send.
Make sure the Confirmation
Title matches the status of the
bookings you are emailing
about. In the header and footer
message drop-down fields,
select the appropriate header
and/or footer message for your
area.

Use the Print Preview and/or
Print buttons in the bottom right
corner to preview what the
document will look like or print a
copy for your records if
necessary. Use the Copies to
Print field to the right of the print
button to print the correct
number.

Setup: (user specified)

- | Save

‘ Date Rangs | Buildings |Categenes |Statusesl Options |Ema\| Opﬂonsl

Setups  Options

Corfirmation Title
Header Message

Footer Message:

Corfimed

Financial & Accounting Services

=iy

‘aper oize:

Print Comments:

Print Reminders:

Print Cancel Reasons
Frirt User Defined Fields:
Print Room Phone

Frint Room Notes

Print Building Notes
Prirt Category Subtotals:
Prirt Room Type:

Prirt ftem Selection Notes

OOODEO0O0EOEDO

Suppress Reserved Time
Suppress Location:
Suppress Pricing:
Suppress Loga:

Suppress fem Notes:

Suppress tem Special Instructions

Suppress kem Selections
Always Display Time Zone:
Display Messages As HTML:

Limit Bookings To Those With Details In Selected Categories:

[ o o

O

Close

[ Emal _[fCopies To Pit: 1

Print

The Email Options tab is where
you select the information that
will display in the body of the
email you are sending. You will
also want to select your header
and/or footer message on this
tab as well, so that it prints in
the body of your email.

Be sure that ‘Attach Detailed
Confirmation’ and ‘Attach .ics
File’ boxes are checked so that
the requestor can add the
confirmed bookings to his/her
calendar.

Once all information has been
populated, click ‘Email’ at the
bottom of the screen to
generate the email preview.

Setup:  (user specified)

| Save

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

Setups  Options

Header Msssage., Financial & Accounting Services

{none)

Footer Message:
Email Format:

Attach Detailed Confirmation

Summary

Attach ics File:

Email To.

Email CC:

1st Contact

[ st Contact

2nd Contact

[7] 2nd Cortact

[ Group
[ Group

Web User
[] Web User

Close

Copies To Print: 1

Print
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The email preview will display.
You can add additional
recipients to what is displayed
on this screen, as well as type
additional information into the
body of the email. Once you’re
ready, Click ‘Send’ to send the
confirmation to the requestor.

A pop-up box will display to
confirm that the email was sent.
Click ‘OK’ to close the window.

Il Attachments

From rogersh@wfu.edu @ User () Department
rogersih@&wiu edu 1st Contact
[ st Contact
Subject: Reservation 84680 for Finance Systems
Atachments:  Confimed pdf
Message:

Jaial] - 12pt - 4EB@AB U

MNoHeading =~ & A @ = =

m

Reservation No: 84680
Group: Finance Systems

Summary of Bookings

| Date Start End Building Room Status

: 1505 Finance

Systems Confirmed B
Conference T
4 | m »

University
1311172016 Fri 8:30 AM 9:00 AM Corporate
' o~

.....
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