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Creating New Reservations in EMS Desktop Client

Double-click the Cisco

AnyConnect Icon on your ‘
desktop. , )
[ oJ!

Log in to WFU’s network by

clicking Connect and typing in
your network user name and 9 Cisco AnyConnect Secure Mobility Client - et
password and clicking the OK —
button. QO e

F‘.ead‘yI to connect.

The AnyConnect window will <] CoﬂﬂedD}J
disappear when you connect

successfully. AnyConnect will
display an error if it has an
ISsue connecting.

ﬂ Cisco AnyConnect | vpn.wfu.edu W

% Flease enter your username and password.

Username: | asmith |

Password: | FEEEEEEE |
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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.

B oms

Vems
¥ CAMPUS
Us:tID: ﬂI . ‘ Password: -

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

9] Window Help

Menu”. This is just a different 1 P 2] , ® O )
VleW Of the drop_down menus at { Book Calendar Wizar rowser Web Reservations Groups Email Academic Browser Academic Book Manage Terms DashhualdManag=S=wics Booking CheckIn
the top of the screen. You may

ignore this or close it out if it is e =t

distracting.

Dashboard
P Other Email History
= other
= Gther

= 0ther s
= Cther Booking Chedkc In
= Academic Import  Academic Import Utiity
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Creating a New Reservation Using Reservation Wizard

In the quick links menu, click
“Wizard”.

The following screens that
display walk you through the
process of creating a new
reservation, step-by-step.

File Settings Rese

el I [

i
Book Calendarl Wizard

rvations

avigator Browser

Reports  Billing  Configuration

Web Reservations

Groups Email Academic Browser

Academic Bock Manage Terms

o

Dashboard  Manage Services

Booking CheckIn

The first screen offers options
for selecting the date(s), time,
and room criteria — the booking
level details (where/when).

1. Date Selection:

a. Select one or more dates
simply by clicking on
them individually.

b. For recurring events,
click ‘Date Pattern’ below
the calendar.

i. The Date Pattern
dialog box will display
for you to input your
start & end date, the
frequency & day(s) of
the week. Once
entered, click “OK”.

-~ Reservation Wizard \EI@
Wizard Template {none) - Options
Calendar | Selected Dates (0) Location | Features
< March 016 > >> ¥ Search — - -
Method: @ Standard () BestFit () Specific Room
S M T w T F S T
28 20 2 3 2 5 Building: (@l -
(7] 7 8 9 10 11
13 14 15 16 17 18 19
Room Specifications:
20 21 22 23 24 25| 26 T @ -
28 29 30 31 1 2 B al) -
3 4 3 & 7 8 g Setup Type: (&l -
Date Pattem Clear Morth Clear All Setup Count: |0
Time Status
Start: BEE =) End: 830AM [+ Med Day gtatus: -
Time Zone:  Eastem Time -
Setup/Teardown
Use Default: Minutes Setup: |0 Teardown: |0
Date Pattern - ® =
Start Date: B End Date: B
(O Daity Every ! week(s) on:
@
8) Weekly [] Sunday [F] Monday [ Tuesday [F] Wednesday
() Manthly
[] Thursday [ Friday [ Saturday
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2. Time

a. Located below the
calendar, enter your start
& end time either by
typing in the time in the
field or clicking the drop-
down arrow to the right
of each field to select the
time.

b. If additional
Setup/Teardown time is
needed, uncheck the
‘Use Default’ box &
select either minutes or
hours from the dropdown
and the number of each
in the fields to the right.

Time
Start: 5.00 AM

Time Zone: Eastem Time

Setup/Teardown

IUse Default: Mirtes

(=] End:

* Setup:

11:00 AM

)

30 Teardown: 15|

3. Location/Room

Standard: displays a list of
all available rooms that
meet all the requested
dates.

Best Fit: Use this option if
no one room meets all the
requested dates. The rooms
displayed will list the
number of requested dates
that can be accommodated.

Specific Room: Use this
option if you know the room
you want to reserve.

Be sure the correct building
selected.

Use the drop-down menus in
the Room Specifications
section to provide additional
criteria to narrow your search if
necessary.

Be sure your status is set to
‘Confirmed’ and click ‘Next'.

Location | Features

Search

Method: @ Standard Best Fit

Building: University Corporate Center

Room Specifications:
Type: (all)y
Floor: (all)y

Setup Type: (&l

Setup Count; |0

Specific Room

Status
Status:

Corfimed -

Mext =
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Standard Search Results:

The search results screen
displays which rooms are
available on the available tab &
any conflicts on the conflicts
tab. To view the conflicting
date(s), click the ‘Conflict’ tab to
see the details of the current
bookings in the room.

To select an available room,
click once on the room listing to
highlight it and use the > in the
middle of the window to move it
to the selected list on the right.
Click ‘Next’ at the bottom right
of the screen.

‘Wizard Template:

Available
Available (3)
2003

2087

2537

Cancel

Options

Room Description Building Min Cq Selected (1)
2003 Shared Conference Room University Corporate Certer 0 1505
2087 WOW Room University Corporate Center 0

2537 FAS Corference Room University Corporate Center 0

Room Description Building

1505 Finance Systems Corference Room  University Col

E

< Previous Next >

Best Fit Results:

These results are similar to the
Standard search results, but
display the rooms that are
available along with a column
for the number of days of those
selected that they are available.
On the right side of the screen,
the selected dates will display.
As with the standard search,
any conflicts can be viewed on
the conflicts tab.

Select an available room by
clicking once on the room listing
to highlight it and use the > to
move it to the selected list on
the right. If the room is only
available for some of the
selected dates, the web client
will add that room to the dates it
is available. Use the other
rooms to complete the space
reservation for any outstanding
dates.

After adding rooms to all
selected dates, click ‘Next’ to
continue.

Wizard Template:

Options

Avalable | Corfict (2

Available (2)
2003
2087

2003 Shared Corference Room University Corporate Center 2 0
2087 WOW Room

Room Descrption Buiding Days Avaiiable = Min Capac Dates(3)  Rooms (1)
3152016 ()
Y2206 ()

3/29/2016  (UCCT - 1505 Financ:

Universty Corporate Center 2 0
2 Systems Corference Room)

7

< Previous Next >
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Specific Room Results:
% Room Selector ol
Upon selecting the Specific B ersty Corporate Cene .
Room search method, the e —
Room Selector dialog box w1505 Fnance Systems Conferenoe Room
displays. Be sure the o 2003 Shared orfrence Foom
appropriate bU”dmg is 2537 2537 FAS Conference Room
displayed on the Building drop-
down, and then Click once on
the desired room number or
name to select it. Click OK to
continue.
4 L 3

If there are any conflicts, a
dialog box will indicate that one oK ] . Canes
or more dates are not available.
Click OK to continue.

‘Wizard Template: Options
The results will now look similar E’T’P ;};:r;:esznzﬂzn . UBU_“d'"iY — DM‘"CE ;E[)‘:mﬁd 0} 12;;1 DESD"D;::‘ T UBU“d‘"iy .
to the Standard & Best fit o e ety oo o 0 e Sy s oo T
results, with the available date T mROmemin SemGmmeine?
for the room displaying on the
right side of the screen &
conflicts on the conflict tab.
Select the available date(s) and
click ‘Next’ to continue.

F, D
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4. Event/ Group Information

Wizard Template Options
Event

This screen is where the BvortNome: | ® Wee @

reservation level details are BT e e e ;

entered (who/what). == - -2 .

Begin by entering the event

name & selecting the event

type. Each field with a red P

dot beside it is required. Smpcart 0
In the Group/Contacts section,
select the group name by
clicking the drop down arrow
and picking it from the list. To
look up a group or contact
name, click the magnifying —
glass icon.
A dialog box will display. On the Gao B s
Resuls tab, ype the name or a .
portion of the desired group in % ™ R i
the search field and the list will et ot e s
be filtered based on your -
results. Double click on the sannsaion
desired group name to add it to F- Yo i NI Sl
the reservation details. To learn & B i
more about a particular group, §§E§? T e
click once to highlight the group '
name and click “Open” to view
group details.
Use the filter tab to search by
groups or contacts, as well as
search by a WFU ID number or Group/Cortacts

Group: B |

email address. Once you’ve
added your search criteria, click
‘Get Data’ in the bottom right
corner to return your results.
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request space for an event.
You will need to select ‘Yes’,
‘No’, or ‘Maybe’.

:J;ay - ‘ Groups o Contacts
Group: Salesperson fal) -
Email Address: Event Coordinator: fal) v
WFUID: Show Active:
Group Type: al) Show Inactive: B
City:
CL:D::;E:\ Name: Show Active:
Email Address Show Inactive: 0
City:
The group and contact now
. Wizard Template ons
display on the Event/Group —— -
screen. Use the tabs at the BvortName:  Testovent VPt [
bottom to add any additional E"”; T"”j; » — M ek st
- . - roup/Lontacts
information. Click the User Group: Frince Sysers -
Defined Field (U DF) tab to 1st Contact: Jennifer Rogers - = Phone: ~ 336-758-5648 Fax:
provide the required response _ ool Mrme: [
to the question, “Will persons Gortact: ) '
17 years old and younger (that Room Setup | Biing | Other |wtua|| User Defined Fields I
are not Wake Forest Students) e T k)
attend this event?” Setup Count 0
This is the same question that
is required for end users as
they use DeaconSpace to
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The Title IX UDF displays first
in the list. Click once to
highlight that UDF and click ‘Set
Value’.

| Room Setup | Billing I Other I Virtual | User Defined Fields

Sequence (22)  Field

Department or Chartered Group
1D Number

Parking - # attendees

Paricing - § vehicles

Value  Reg

Group Info

A pop-up box will display with a
drop-down to select the
appropriate response — Yes,
No, or Maybe. Select the
appropriate value from the
drop-down and click ‘OK’.

Value:

Your selected value will now
display in the Title IX row on the
User Defined Fields tab. Once
all other fields are complete on
this screen, click the finish
button to complete your
reservation.

Room Setup | Billing IOther | Virtual | User Defined Fields |

Sequence (22) Field Value Required ol
o Title X No Yes |E

Clear Value
0 Advisor Contact Info
0 Department or Chartered Group
] 1D Number
] Parking - # attendees 0
0 Parkng - # vehicles 0

The Navigator window displays
the event details as well as to
send the emalil to the requestor
regarding their event status.
The left side pane displays the
event folder structure. The top
folder is the reservation
information and the subfolders
are each associated booking.

With the top level folder
highlighted, the upper right
pane displays a reservation
summary. The lower pane
offers information on each
booking.

-~ Navigator - Test event (Reservation No. 84678)
Open Reservation  View Alerts

=& Test event (Reservation No. 84678) JH]

- User Defined Fislds (5)
| 3/29/2016 Tue £:30 AM - 1505 Finance System

==
Print  Refresh | Settings
£ @ | UserDefed Felds(s) | @ O | Otsoy | = Emaism |
| Reservation Summary 4 Properties & Reminders (0) | ) Comments () |
Evertt Name: Test event Edit
Group Finance Systems Status: Confirmed
st Contact Jennifer Rogers Event Coordin... {none)
Phone 336-758-5648 Salespersan:  fnone)
Reservation No© 84678
New
oere Serc End  euldng Roon vt

o [ 312972015 Tue 8:30AM 11:15AM University Corporate Center 1505 F

inance Systems Conference Room Test &

Delete
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To communicate the booking
status to the end user, you'll
use 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.

[SRP | Test meeting (Reservation No. 84680)

Open Reservation View Alerts

Print Refresh | Settings

# tachments (0) | % UserDefined Fields (5) | ) Transactions (0) | &) Hstoy~ | % Emais(0) |

...... ¥ User Defined Fields
1@ User Defined Fields (5

i | 3/11/2016 Fri 8:30 AM - 1505 Finance §
[ 4/1/2016 Fri 8:30 AM - 1505 Finance Sy
i |, 4/8/2016 Fri B:30 AM - 1505 Finance Sy,

| Reservation Summary | 4 Properties « Reminders (0) €2 Comments (D)
Event Name: Test mecting
Group: Finance Systems Status: Web Request
Tst Cortact Jennifer Rogers Evert Coordin._._{none
Phone 3367535648 Saled . Change Status
Reservation No.. 84680 Use this button

when emailing about
the status of
multiple bookings.

Update Pricing

Date Start End Building Room

4f1/2016 Fri  8:30 AM 9:00 AM University Corporate Center 1505 Finance Systems Conferg

Cea
Tools

I I 3/11/2016 Fri 8:30 AM 9:00 AM University Corporate Center 1505 Finance Systems Conferd

') 4/8/2016 Fri  8:30 AM 9:00 AM University

Conferg

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

3 Records

3 Close

The confirmation report window
will now display for you to
create a communication email
to send to the requestor.

Setup: (user specified)

- Save Setups  Options

Date Range | Buildings | Categaries | Statuses | Options | Email Options |

Financial S
Reservation ID 84680
Booking 1D 0
Starting Date: 31172016
Ending Date 4/8/2016

Use Speciic Tmes: [

ervices

5]
=

Close
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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 to highlight it.
Then click the single arrow in
the center to move it to the
right.

Setup: (user spedfied) ~ | Save

| Date Range ‘ Buildings |Dategnn55 | Statuses IOptlnns | Email Opt\onsl

Setups  Options

Available (1) Description
Building Parking Lots: Reynolda Ca

Selected (2) Description

Reynolda Hal

Frint

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

| Date Range | Buidings | Categories | Statuses | Options | Emil Options |

Setups  Options

Availzble (17) Selected (3)

Academic Bumped N Cancelled
Academic Cancelled Corfimed

Academic Confimed Naot Approved
Academic Conflict

Academic Crosslist/Shared
Athletics Hold

Cancelled with Charges

Corference Request

Confimed-Private

Confimed-Shared

Conflict

Hold

Rain Date

Rain Location Only

Wait

Web Conflict

Web Reguest

[] Show Inactive

Frint
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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 Range | Buildings I Categories | Statuses ‘ Options | Email Opt\uns‘

Setups  Options

Confimmation Title
Header Message

Focter Message:

Confimed

Financial & Accounting Services

'aper size

Print Comments:

Print Reminders:

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

Print Room Notes

Print Building Motes:

Print Category Subtotals
Print Room Type:

Print ltem Selection Notes:

OOOoCEOO0EOEDO %ig

v

Suppress Reserved Time:
Suppress Location
Suppress Pricing:
Suppress Logo:

Suppress ftem Motes:

Suppress ftem Special Instructions

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

Limit Bookings To Those With Details In Selected Categories

v

O

Email Copies To Prirt: 1

Print
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The Email Options tab is where
you select the information that

Setup: (user specified)

~| Sawe

Setups  Options

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

will display in the body of the
email you are sending. Be sure e et X
that ‘Attach Detailed v Fomst: Summany .
Confirmation’ and ‘Attach .ics Atach Detalled Confimation:
File’ boxes are checked so that ——— |
the requestor can add the .
confirmed bookings to his/her —_— @ itCotot [ 2dCotadt [ Gouw 9] Web User
calendar. —— [F] st Cortact ] 2nd Contact ] Group [F] Web User
Once all information has been
populated, click ‘Email’ at the
bottom of the screen to
generate the email preview.
The email preview will display.
You can add additional _sttachmerts
recipients to what is displayed . P e
on this screen, as well as type 0 e Cotac
additional information into the U ——
body of the email. Once you'’re P ——
ready, Click ‘Send’ to send the Vesose:
confirmation to the requestor. ﬁmg &;f‘_‘“ . "‘E — ::fﬁ?
A pop-up box will display to
confirm that the email was sent. Ressmation No: 84680
Click ‘OK’ to close the window. z" Fm i“’““
ummary of Bookings
13/11/2016 Fri BI0AM  9.00 AM Corporate C‘ﬂ’ﬁ};gﬁce Confirmed i
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@ Message has been sent.

Viewing Your Reservation

Book

In the quick links menu, click
“Book”.

Book Qplendar Wizard MNavigator Browser Web Reservations Groups

=
=

)

AcadamicBrowsar Academic Book Manage Terms Dashboard Manage Services Eooking CheckIn

The screen will display an
appointment “book” view of the
rooms that you manage.

University Corporate Center

- |view: palty | print Time Zone:  Esstern Time

Date: 3/1/2016Tue  « Today | Day 4 | Wesk ¢ b Month 4 b Yexr ¢ |
Fiter Tussday, March 01, 2016
. 8 ] 0 "o 1 2 3 [ 5
Gty ) b e e b e e
ueeT
1505 Finance Systems Conference Room 7
2003 Shared Conference Room 18
2087 WOW Roam 18 |
2537 FAS Conferencs Room
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You can change the settings
above the “book” to view by
day, week, or month.

The view display begins on the
date selected in the Date field,
found under building.

Double-clicking on any booking
will open the Navigator window
for that event for editing
purposes.

~ Refresh | Options

University Corporate Center |Vew Daily
Date: 2/29/2016Mon - Tﬂday‘
Filter

Rooms (4} Capacity
uccT

= | View: ‘ Time Zone:  Eastern Time
Day 4 b | Week 1 Daily View | v
Mond
n

3 4 5
||H||\||\||\||\||\||H|M||\||\I|\|I\

1505 Finance Systems Conference Room

[hew ]
Event P

2003 Shared Conference Room 18
2087 WOW Room 18 [Management |
2537 FAS Corference Room 12 = =]

University Corporate Center ~ | View: Weekty

~ Refresh | Options

ime Zone: Eastern Time
Day 4 b | week 4 Weekly view ¢ »]

Date: 2/29/2016 Mon = Tudayl
Filter | 16Tue | W/2/2016Wed | 3/3/2016 Th
22 6 1 6 12a 6 1 6 122 6 1 6 12a 6 1%
Rooms (4 Ca
=t eyl L1 | L1 | [ L |
uecT
1505 Finance Systems Conference Foom 1] 1 H
2003 Shared Corference Room 12 ]
Event
2087 WOW Room 18 [M] L 1]
2537 FAS Corference Roam 12 L[]
University Corporate Center - |\ﬂew: Month! Time Zone: Eastern Time ~ Refresh | Options
Date: 2/20/2016Mon - Today | Day 4 » | week - «
= Monthly view
! [ 29 78 [8 1011 [12[13[14[15[16 |1
) Capacity| N M| T W |T|F|S|S|M|T|[W|T|F|[S|S[M T|[wW|T
ueeT
1505 Finance Systems Corference Room | 1111 IR 111
2003 Shared Corference Room 18 Event | ]
2087 WOW Room 12 | | | {1
2537 FAS Corference Foom 12 | ‘ | ‘ | | 1] [l

Click the ‘Today’ button to
display events for today’s date
within the view you've selected.

Use the forward and back
arrows beside to the right of the
‘Today’ button to navigate
through the book either by day,
week, month, or year within the
view you’ve selected.

@ Reservation Book - University Corporate Center 3/1/2016 Tue (1 Booking)

University Corporate Center

- | View: Daily

v| Frint Time Zone: Ea

Date: 3/1/2016 Tue

Day 4

'lr"'lomh 1 P| Year 4 ¥

>| Week 4

| Fi

Using Bowser to Search for Events

To begin your search, click
‘Browser’ in the quick links
menu.

0He o

Book Calendar Wizard MNavigatol Browser Web Reservations G

roups Email Academic Browser Academic

= I ¥

Book Manage Terms Dashboard Manage Services

Booking CheckIn
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On the search screen that
displays, choose the type of
information you want to search
from the ‘Browse For’ drop-
down.

Euwse For: Reservations

. Service Orders
Starting Dz Resources
. Web Reservations

Include Cancelled: (]
Group [EL]
1st Contact:

Reservation Event Name:

Building: (&l
Category: (all)
Booking Status: (@l

Refresh

Options

W Bookings

Reset

Close
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On the ‘Filter tab, enter any
information that you will help
you narrow down your search.
Any of the drop-down menus
can be used to filter your
search.

For this example, we are
filtering for reservations by
room. To do this, the building
must be selected first; then the
Room can be selected.

After entering filters, click ‘Get
Data’ in the lower left portion of
the screen to return results.

Your results will display on the
results tab. Results returned will
depend on the information type
you are browsing for, as well as
the criteria you entered.

After locating the reservation
you need, simply click once in
the row to highlight it and then
click ‘Open’ in the lower right
corner of the screen.

This will open the Navigator
window for you to be able to
review and edit information
about your selected
reservation.

Fiter | Resuts
Starting Date: E] Reset
Ending Date: B
Include Cancelled: [}
Group: (ally -
1st Cortact:
Reservation Event Name
Building University Corporate Center -
Room -
Category: ally -
Booking Status: =l -

Browse For:  Reservations *  Print Export Refresh | Options
Fitsr | Resuks
Reservation ID Group Group Type 1st Contact Reservation Event Name Rey
H 4012 Finance Systems Department  Jennifer Rogers  P2P Team
9583 Registrar's Office Department  Shemeka Penn Test Mesting
12205 Finance Systems Department  Natalie Hill Sys Admin Meeting
12234 Finance Systems Department  Nathan Anderson Reporting Team Status Meeting - Test CFRI & Shared Departmental Reports
12235 Finance Systems Department  Kathy Arfman Banner & Blackbaud Testing
12238 Finance Systems Department  Jane Chapman Reynolda House Report Testing
12239 Finance Systems Department  Jane Chapman Cognos Report Options for monitoring project funds
12241 Finance Systems Department  Nathan Anderson Price Bounce/Contract Manager Discussion
12243 Finance Systems Department  Kathy Arfmann  ScQuest/Deacon Depot Briefing
12245 Finance Systems Department  Nathan Anderson Reporting Team Status Meeting
12247 Finance Systems Department  Jane Chapman Discuss Updates for Finance EDW Class
12249 Finance Systems Department  Jane Chapman Enhancements for Effort Certification reports for ORSP
12256 Finance Systems Department  Nathan Anderson Review Banner Finance Security
12275 Finance Systems Department  Nathan Anderson Business Systems Analyst Interview
17781 Finance Sustems  Denartment  Natalie Hil PP Rearouninn Session

]

100 Records

Getting Help

e |If you are unable to log in to EMS, please contact your Wake Health Help Desk.
e If you are working within EMS and need assistance, please email DeaconSpaceHelp@wfu.edu
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