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Specifying Confirmation Settings & Memorizing
Confirmation Reports

To personalize your confirmation settings:

These steps will walk
you through the process
of setting your email
communication options
up in the confirmation
screens for use over and
over.

In EMS, search for and
select any event to open
the Navigator view. In
the upper right-hand
corner, click Settings >
Confirmation Settings.

Open Reservation View Alerts

Print Refres

[ERE Y Test mesting (Reservation Mo. 84680

Attachments (1) | ® User Defined Fieids (5)

| rouatorn | sy | £ o Opticns:

& User Defined Fields (5) | Reservation Summary | 4 Propeties

< Reminders (0} | € Comments | Cenfirmation Settings...

4 3/11/2016 Fri 8:30 AM - 1505 Finance §|
-~ 4#1/2016 Fr 8:30 AM - 1505 Finance Sy||| Evert Name Test meeting
-~ 4/8/2016 Fr 8:30 AM - 1505 Finance Sy||| Group: Finance Systems Status:
Ist Contact: Jennifer Rogers

Reservation No. 84680

Phone: 336758 5648 Salesperson;

Date Start | End  Buiding

d 3/11/2016Fri
d 412016 Fri
| 4/8/2016 Fri

Room

The confirmation settings
dialog box displays. On
each tab of the
confirmation settings
dialog box, select the
specific options that will
display for you each time
you click the
Confirmation button in
the Navigator window to
send an email to a
requestor. On the date
range tab, make sure
that your department is
displaying in the drop-
down.

Date Range WBuidings | Categories | Statuses [ Options | Email Options |
D Firancial Services

N

Copies To Prirk: 1
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On the Buildings tab,

Select the bulldlng(s) for astegories | Statuses | Options | Email Optior15|
the rooms that you Available (3) « Description Selected (0) « Description

manage. Highlight them z:jz Eiﬁiiﬂif"‘“"”a Campus
in the Available Buildings e ———
list on the left and click

the > to move them to
the Selected Buildings
list on the right. To select
multiple buildings, hold
the Ctrl button down as
you click.

ategores IStatuses I Options I Email Dptions|

Available (2) ~ Description Selected (1) = Description
Building Parking Lots: Reynolda Campus N Building University Corporate Center
Building Reynolda Hal -

If there are specific
booking details that

should be included on Etatuses | Options | Email Options |
the confirmation, select Avaiable (4) N Selocted (0 "
them fl’0m the CS Resources N
Categories tab. If not, Procurement Room Equipment .
skip this tab. :‘“’m ﬁhf‘“ﬁ ‘
etup MNotes
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On the Statuses tab,

Se|eCt al‘ly Statuses that Date Range | Buildings ICategoﬁe- Dptions I Email Options

you frequ_ently use in Available {20) NE Selected (0) -
yOUI’ ema" Academic Bumped -
communications to be Academic Canceled 1==]
included in the Selected oaceme Corte .
) . ademic Corflict
Categories on the right. Academic Crossist/Shared
Athletics Hold

Cancelled with Charges

Corference Request

Corfirmed

Corfimed-Private

Confimed-Shared

Conflict

Hold

Rain Date

Rain Location Only

Wait

The Options tab is where

you Wl” format Settlngs Date Fange | Buildings | Categories I Statuses
for the prlntEd . Confirmation Title: Corfirmed
comm unlcatlon that IS Header Message: Financial & Accounting Services -
sent to the requestor. Footer Message: one) -
Paper Size: Letter -
In the Confirmation Title Print Comments: &
f|e|d’ type a title for the Print Reminders: Suppress Reserved Time: ]
type Of Communlcatlon Print Cancel Reasons: [[]  Suppress Location: ]
you Wl” Send most Print User Defined Fields: Suppress Pricing: ]
Print Room Phone: [  Suppress Logo: ]
frequently Print Room Motes: = Suppress tem Motes: ]
Print Building Notes: Suppress ftem Special Instructions:  [7]
|f your area haS a pre- Print Category Subtotals: [ Suppress ltem Selections: =
Conﬁgu red Header Print Room Type: [  Aways Display Time Zone: [
andlor Footer message’ Print kem Selection Notes: [7]  Display Messages As HTML:
select it from the drop-
down menus Limit Bookings To Those With Details In Selected Categories: |:|
Additionally, check the

boxes beside any Copies To Piint: 1
options that you want to

be sure print or do not
print on the email
response. For a
complete listing of each
of the options to print or
suppress, see the last
page of this guide.
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The Email Options tab

Offers Ch0|ces to fo r‘mat Date Range | Buildings | Categories | Statuses | Optionsl Email Options I

the SettlngS Of the bOdy Header Maszage: Financial & Accounting Services -

Of an ema" response Footer Message: {none) -
Email Format: Summary -

Attach Detailed Confimation: ]

SeleCt any necessary Add Res. D to File Mame:

Header & Footer Attach ics Fie: v

messages from the drop- Prompt For Res. Attachments:

dOWI’l menus. Email To: W] 1st Cortact V| 2nd Contact Group 7] Web User
Email CC: st Contact 2nd Contact Group Web User

Select the appropriate
email format from the
drop-down. None opens
a blank email form.
Detail displays the
confirmation in its
entirety in the email
body. Mobile Friend S \D
prm%des a condense):j [ s e —
version viewable on a
mobile device. Finally
Summary provides only
the booking information
in the email body.

Once all settings have been selected, click ‘OK’ in the bottom right
corner of the dialog box to save your settings and return to the
Navigator window. Once configured, these settings will display

each time you click the Confirmation button on any Reservation.

Selecting Attach Detailed
Confirmation provides
the entire confirmation
as an email attachment.

Attach .ics File provides
a file that a recipient can
save to create an entry
on their calendar.

Select the appropriate
users associated with
the reservation who
should receive the email
response.
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To memorize a confirmation report setup:

After configuring your

personal confirmation Open Reservaton View Alers Print_Refech | Settnge
. & Test mesting (Reservation No. 84680)  Mtachments (0) | ® UserDefined Filds (5) | (1) Transactions (@) | &) Hstoy* | % Emais(l) |
settings, you can also P s vy | | Resonvation Snmary | 4 Propeties. | i) Remindes® | € Conmens@) |
. 1 .
47172016 Fii £:30 AM - 1505 Finance Sy||| Evert I T i Edi
Save SpeCIfIC [ : 4/8/2016 F:B3DAM-1505 p::::iz 5: G::un; - nmzm Status Web Request
Conflrmatlon re ort 1st Contact: Jennifer Rogers Event Coerdin... {none)
p Fhone: 336 758-5648 Salesperson:  (none)
Reservation No.. 84680
setups to save even
more time when
responding to space
New
requeStS' Date Start | End  Buiding Room E
! 3/11/2016 Fri 8:30 AM 9:00 AM University Corporate Center 1505 Finance Systems Conference Room T
i i 4/1/2016 Fri  8:30 AM 9:00 AM University Corporate Center 1505 Finance Systems Conference Room Te
Startlng from the i 4/8/2016 Fri 8:30AM 9:00 AM University Corporate Center 1505 Finance Systems Conference Room T
Navigator window for a
H H 3R d:
reservation, click . , - [ ome ]
. v

‘Confirmation’ in the
upper pane.

We’'ll begin by creating
and saving a confirmed
status report. Make sure

Setup: (user spedified) Copy Setups  Options

| Date Range I Buildings | Categorieg Dptions | Email Options

that the drop-down to the Avaiable (17) . Selected (3 N
right of the word Setup at Academic Bumped .| Canosled

Academic Cancelled ﬁm_
the to‘p Of the S(?r.eer,] Academic Confimed Not Approve:
says ‘user specified’. Aendemic Confict

Academic Crosslist/Shaned
On the Status tab, be Ahletics Hold

Cancelled with Charges

sure ‘Confirmed’ is the
highlighted status in the
Selected Statuses

COIumn. On the OpthI’lS Setup:  (user specified) v| Save g_ Setups  Options
tab1 be sure the | Date Range I Buildings | Categories | Statuses
Confirmation title reads
‘ . , Conrfirmation Title: Conrfirmed
Confirmed’. P
Header Message: Financial & Accounting Services -

) i Footer Message: {none) -
Once the information on Paper Size: o =
these tabs is updated,

. ‘ y Print Comments: 0
click ‘Save’ at the top of A e Fosmens T .
. fint Reminders: uppress Reserved Time:

the dialog box.
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A Saved Report Setups
dialog box will display. In Save Report Setup
the description field, give
your setup a name, such Description:
as Confirmed Email and Public (Available To All Users).
click ‘OK’. Note that if
you check the box to
make your setup public,
all space managers will

see?twhen thes click the “ ok | [ Cance
Setup drop-down.

You will be returned to

the Confirmation dialog Selup: (user specified) - | save Setups _Optons
box, and the Setup drop B Corfimed Enai Options | Emal Options
down should now dlsplay :x;ﬂgg ggg-mmd Confimd'lation
the title of the saved ReserVVFUSE Pl Conimeg
. |WFUSE FH - Mixed Confirmation
report you jUSt created. Booki WFUISB FH - Not Approved

WFUSB SES - Confimed
Startir WFUSB SES - Mixed Confirmation
WFUSE SES - Not Approved

Once your setup is Ending T vIaE T
saved, each time you Voo Specfi Trmes: ]

want to send an email
response to let a
requestor know that their
reservation is confirmed,
simply click
‘Confirmation’ from the
Navigator window. When
the dialog box displays,
select ‘Confirmed Email’
from the Setup drop- Copies To Prrt: 1 Pant__] [[Pint Preview
down and click ‘Email’ at
the bottom of the screen
to preview the email and
send.

Once you have saved a
setup, you can make S
changes to the selected
options by choosing the
appropriate setup from
the Setup drop-down
and clicking ‘Edit’. You
can also copy your setup
to create a new one.

Edit Copy

Statuses IDptiuns | Email Dptiun5|
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To create a new setup
using a setup you've
already saved, select
your saved setup from
the drop-down, and click
‘Edit’. Notice that once
you click ‘Edit’, that

button will be grayed out.

Make any necessary
changes to the selected
options on the tabs for
your new setup.

Setup: Confirmed Email

- | Sa\.'e::m-I

——

Setups  Options

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

epartment Financial Services

For example, to create a
“Cancelled Email” setup,
after clicking ‘Edit’,
change the highlighted
status on the Statuses
tab to ‘Cancelled’, and
change the Confirmation
Title on the Options tab
to Cancelled.

——

Setup: Confirmed Email v| Sawve Edit  Copy

e —

Setups  Options

| Date Range I Buildings I Categorie- Dptions | Email Options

Availzble (17) N Selected (3)
Arcademic Bumped

Academic Cancelled

Acadsmic Corfimed Nt Approved

Setup:  Confirmed Email -| Save Edit  Copy

Cancelled
Corfirmed

Fs

Setups  Options

Date Range | Buildings | Categories I Statuses] ail Options

Confimation Tile: Canceled #fj
Header Message: linone)) -
Footer Message: {none) -

Paper Size: Letter

Once the necessary
changes are made, click
‘Copy’. The description
dialog box will display
with the title ‘Copy of

’. Change the
Setup description, this
case, to read ‘Cancelled
Email’ and click ‘OK’.

Setup:  Confirmed Email

v| Save Edit

| Date Range | Buildings | Cateqories I Statuses | Options | Email Options

Save Report Setup
Description: opy of Confimed Email
Public (Available To Al Users): A
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The dialog box will close
and you’ll be returned to
the Confirmation dialog
box. You'll see that you
have an additional setup
in the drop-down now
that you can use each
time you need to send a
cancellation response.
Repeat this process
each time you need a
new setup.

Setup: Cancelled Email -

Edit

Copy

Date

Confimmed Email
Corfir WFUSB BRC - Confirmed

WFUSB BRC - Mixed Confimation
Head YWFUSE BRC - Not Approved
WFUSB FH - Confirmed

[user specified
Eanc:elled Email

Email Options

To manage your setups,
click ‘Setups’ at the top
of the Confirmation
dialog box. A dialog box
will display, listing all of
your Saved Report
Setups. Highlight the row
that you would like to
edit or delete.

Clicking the Edit button
allows you to change the
description (title) and
make it available to other
users, if desired.

If you click the Delete
button, the system will
ask you if you’re sure
you want to delete. Click
‘OK’ to delete and
Cancel if you do not
want to delete.

Note: If you see setups
listed in this view that
have been shared with
others that you did not
create, do not edit or
delete them.

Setup:  (user specified) - | Save

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

=

Crwner Awailable To All Users

ancelled Email Jennifer Rogers
orfirmed Email Jennifer Rogers

‘e, =Lormimed E55/C3 Motz 1E5

Saved Report Setups (11)

WFUSEB BRC - Mixed Corfimation Jessica Motz Yes
WFUSE BRC - Not Approved Jessica Motz Yes
WFUSB FH - Corfirmed Angie Sink Yes
WFUSE FH - Mxed Confimation  Angie Sink Yes
WFUSE FH - Mot Approved Angie Sink Yes
WFUSE SES - Confirmed Denise Kelly Yes
WFUSB 5SES - Mixed Confirmation Denise Kelly Yes
WFUSE SES - Not Approved Denise Kelly Yes
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Print Comments

' Description of Options for the Printed Communication
Include the comments for the reservation.

Print Reminders

Include the reminders for the reservation.

Print Cancel Reasons

Include the reasons for the cancellation.

Print User Defined Fields

Include user defined fields and their values.

Print Room Phone

Include the phone number for the room in which the event is
being held.

Print Room Notes

Include any notes for the room in which the event is being
held.

Print Building Notes

Include any notes about the building.

Print Category Subtotals

Include the subtotal charges by category.

Print Room Type

Include the room type for the event.

Print Item Selection Notes

Include the notes for each resource selection item for the
event.

Print Internal Budget Code
Allocation

Include the budget code for the event as well as the
percentage of charges allocated to each code.

Print PO Number Allocation

Include the PO numbers for the event as well as the
percentage of charges allocated to each number.

Suppress Reserved Time

Do not show the reserved time for the event.

Suppress Location

Do not show the location for the reservation.

Suppress Pricing

Do not show the reservation’s room charges or resource
charges.

Suppress Logo

Do not show the organization’s logo.

Suppress Item Notes

Do not show notes for any booking items.

Suppress Item Special Instructions

Do not show special instructions for any booking items.

Suppress Item Selections

Do not show any resources items selections.

Always Display Time Zone

Always show the time zone for the event.

Display Messages as HTML

If HTML messages have been defined, select this option to
display the HTML version. Otherwise, the message is
displayed in plain text.

Limit Bookings to those with
Details in Selected Categories

Show only those bookings that contain details for the
categories selected on the Categories tab.
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