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HOWTO LOG IN

1. Navigate web browser to: https://reserve.rochester.edu

¢ @Y & hitpsi//reserverochester.edu I - @ 1y

SITE HOME MY HOME

Q@ LocaTions
Sign In
Your User ID is the email address associated
VEMS Home with your account.
If you are having problems logging into Virtual
EMS, please click on the Help Icon (7 on the
right of this-pager

User Email *

Password *

4. Click “Sign In”

2. Type user email

- The email written on the
submitted VEMS Contact form

3. Type password

- First time user: Password will be sent via
CCC

- Contact WCSA (wcsa@rochester.edu) to
reset your password



4. The ability to
search for
upcoming
bookings or to
find your VEMS
ID number.

.

A HOME

1. The reservation
templates available to

you. These will change
throughout the year.

ems

CREATE A RESERVATION

2. The ability to request a

reservation

University of Rochester

MY HOME

B 3

2 MY EVENTS

My Reservation Templates

5. The ability ta
for available sp

9 LocaTioNs

Web App Home

browse
1ce

WC - 2017-2018 Event Location Request

WC - Performance Venues

WC - Self Service Rooms

WC - Supported Reservations

WC-Manager

DDuE\ass Cummumg Kitchen
My Bookings

JUNE 14,2018 SEARCH

m Month  Date ~

There are no bookings for june 14, 2018

My Infographics

'|_

book now | about
book now | about
book now | about
book now | about

book now | about

book now | about

Eastern Time [ET]

Previous  Today  Next

After logging in, you will be directed to the VEMS home page. The following are available.

3. The ability
to manage
your account

“I| settings

6. Any bookings you have the day you today
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# HOME

Y CREATE A RESERVATION

Tl
1
L

MY EVENTS

@ LOCATIONS

Wweb App Home

HOW TO CHANGE YOUR PASSWORD

MY HOME

My Reservation Templates
WC - 2017-2018 Event Location Request
WC - Performance Venues
WC - Self Service Rooms
WC - Supported Reservations
WC-Manager

Douglass Community Kitchen

My Bookings

JUNE 14, 2018 SEARCH

1. Click your name or the icon of a person.
-A drop down menu will appear

2. Click “My Account”

book now  about
book now  about
book now  about
book now about
book now  about

book now  about

Eastern Time [ET]

m Month  Date Previous Today MNext

There are no bookings for june 14, 2018




My Account © vy & v

# HOME ACCOUNT DETAILS PERSOMALIZATION MY FAVORITE ROOMS

Ti Z bl
A CREATE ARESERVATION ime Zone

Eastern Time |-

MY EVENTS

Email Address

alaid@ur.rochester.edu m|
Q LOCATIONS ] g

Name *

Lai, Audrey -2
Web App Home

m

3. Type current password

Phone 2 /b

Current Password
%)
e /- 4. Enter your preferred password information.
aanianes ®
Average
Re-enter New Password
| 9

Save Changes

5. Click “Save Changes” at the bottom of the page.



HOW TO REQUEST ROOM RESERVATIONS

To create a reservation
request select “Book Now” in

the appropriate template line

A HOME
MY HOME (2]

University of Rochester

CREATE A RESERVATION
My Reservation Templates

822 My EVENTS
Event - 30 day book now | | about

Request a Room withour services - 3 Day book now | | about
M EVENTS

Supported Reservations - 8 Day

@ LOCATIONS

& peopLe My Bookings

NOVEMBER 19, 2018 SEARCH Eastgfn Time [ET]

ASRE Registr.
ASEE Registrar ﬂ Month  Date ~

Athletics & Recreation

Next

Eastman School - Registrar

Event and Classroom Manage...

Otectakis knpel There are no bookings for November 19, 2018

NSl L e & Take me to the next day containing bookings.

River Campus Libraries

Simon Business School
5

Wilson Commons Student Activ...

My Infographics

Today This Week This Month

0 bookings

0 bookinzs 0 boc

V4
Template explanations can be found by clicking “About”

For a list of all rooms and which templates they can be found on please visit Event Planning
Resources Page on the Student Activities website. On that page you will find Reservation Templates
(Rooms By Template), Reservation Templates (Template By Rooms). (Please note not all templates

will be available to all type of organizations)




Making a single day reservation

Input the following criteria

e Date (dependent on the template)
e Start and End time of event

e Time Zone (this will always be Eastern)

e Desired location

= B8 ems Room Request o A

1 Rooms 2 Reservation Details

x WC - Self Service Rooms & My cart (0)

New BooMng for Mon jun 18, 2018 Next Step

Date & Time Selected Rooms

Date Your selected Rooms will appear here.
Mon 06182018 | B | | Recurrence | || poom Search Results

Start Time End Time Rooms matching your search criteria will appear here.
5:00 PM Q@ 6:00 PM (6]

Create booking in this time zone

Eastern Time F|
Locations Add/Remove
(all)
Click "Search"

@ Let Me Search For A Room

@ | Know What Room | Want

Room Name



Making a single day reservation

= B# ems Room Request © Lo & -
x WC - Self Service Rooms @ T My cart (0)
1 Rooms 2 Reservation Details
New Booking for Mon Jun 18, 2018 m
Date & Time Selected Rooms
Date Your selected Rooms will appear here.

Mon 06/18/2018 R
8 2imbloii Room Search Results

Start Time End Time Rooms matching your search criteria will appear here.
5:00 PM (0] 6:00 PM 0]

Create booking in this time zone

Eastern Time F|
Locations Add/Remove
@) You can further filter results by
= Click “Add/Remove” to select specific buildings

= Click “Let me search for a room” to search for room types
- Click “l know what room | want” to search by an exact

Room Name

= match of the room name



4. After selecting the desired location, click “Next Step” and
proceed to page 15 of this manual.

1. A list of available rooms will populate here

Room Request @ Lisudey & -

x WC - Self Service Rooms @ ™ My Cart (0)
N 1 Rooms 2 Reservation Details
New Booking for Mon Jun 18,018
Date & Time - NOTE: The List view will provide you a list of all rooms that
meet your search criteria, the Schedule view will provide
Date Your selected Rooms will appear htre. . ff ” th t I t d th .
Mon 06/18/2018 =] Recurrence S you a view O a. rooms on e emp ate, a.n : eir '
schedule, even if they are not available. This will help if
Start Time End Time LIST  SCHEDULE e H H
s ° e ® you need a specific room and can be flexible on the time.
~| Favorite R... - da __
Create booking in this time zone " . .
Room Location Floor TZ Cap Price Filter Match ~
Eastern Time El
Rooms You Can Request
Locations Add/Remove
Douglass Commons [+] Green Room Meeting Space Douglass Commons 3rd Floor ET 7 )
(+] Meeting Room 302 Douglass Commons 3rd Floor ET 19 _
earch
_ o Meeting Room 307 Douglass Commons 3rd Floor  ET 8 [ ]
@ Let Me Search For A Room
_ [+] Meeting Room 308 Douglass Commons 3rdFloer ET 8 ]
@ 1 Know What Room | Want
Bosaiias o Meditation Room Douglass Commons 3rd Floor ET 18 —
b Douglass Commeons 4th Floor ET 30 _

/

A Y 4
2. Select a room by clicking the @ icon

You can also get more information on each room by clicking on the name of the room

3. Once you have selected your room, a pop-up window will

appear. Input the number of attendees and click “Add Room”

Attendance & Setup Type

@ continue, please enter the number of attendedg and desired setup type for this Room.
No. of Attendees.

o

10



a recurring reservation

Room Request

x WC - Self Service Rooms @

New Booking for Mon Jun 18, 2018

Date & Time
Date

Mon 06/18/2018 =] Recurrence
Start Time End Time

5:00 PM (0] 6:00 PM o]

Create booking in this time zone
Eastern Time

N

Locations Add/Remove

(all)

@ Let Me Search For A Room

© | Know What Room | Want

Room Name

Selected Rooms
Yo

Room Search Results

Rooms matching your search criteria will appear here.

1 Rooms

Lai, Audrey ‘ At

1" TZUT0UM Create Reservation

2 Reservation Details

Next Step

_1. Click for recurrence

Rooms will appear here.

2. The following pop-up window will

appear.
3. Change Daily to Weekly
Recurrence
Repeats Daily - Remove Recurrence
@ Every day(s)
Weekdays Only
Start Date Mon 06/18/2018 ®
@ End Date Tue D6/19/2018 ==
End after occurrence(s)
Start Time End Time
11:00 AM (o] 12:00 PM @

Create booking in this time zone

Eastern Time

N

\

11



curring reservation

Recurrence

Repeats

Every

on

Start Date

® End Date

O End after

Start Time

1:30 PM

Weekly W

1 weelk(s)

Sun Mon Tue

Wed 08/31/2022

Wed 12/14/72022

1 occurrence(s)

End Time

@ 2:30 PM

Create booking in this time zone

Eastern Time

(2] Select who often you
want the reservation

Remowve Recurrence to recur select 1 for

Wed

weekly or 2 for every
other week

Thu || Fri || sat Select the day of the
week you want the
reservation to be on

Select the first and
last meeting of your
series

Select the start and
time of your meeting

Apply Recurrence : Click Apply Recurrence

12



Making a recurring reservation

LIST
I
[ Favorite Rooms ... Find A Room " . n
The "available
Room Available v oo Flaar TZ  Cap Price Filter Match

column will tell you
how many days in

Rooms You Can Request

o 212 - Hirst Lounge (Entire) 15115 Wilson Commons 2nd Floor ET 248 your SerieS each

[+) 213 - Gowen Room 15/15 Wilson Cammons 2nd Floor ET 99 room is available.

O 408 - Bridge Lounge 15/15 Wilson Commons 4th Floor ET 109

O 409 - Havens Lounge 15/15 Wilson Commons 4th Floor ET 77

O Front Porch 15/15 Wilson Commons 2nd Floor ET 75

0 200 - Feldman Ballroom - 1 Section (1/4 Ballroom) 14/15 Deouglass Commans 2nd Floor ET 220

O Wilsen Quadrangle West 14/15 Wilson Commons Ground Level ET 1000 TO Select a room to
o Wilson Quadrangle East 14115 Wilson Commons Ground Level req Uest Simply CliCk
9 Wilson Commons Ground Level ET 1000 the green "plus" Sign
O 200 - Feldman Ballroom - 2 Sections (1/2 Ballroom) 13115 Douglass Commons 2nd Floor ET 630

O 200 - Feldman Ballroom (Entire) 13115 Douglass Commons 2nd Floor ET 700

oo If you select a room
[ Favorite Rooms ... i e =il Nthat it not available

Room Available ~ Location Floor TZ Cap Price

for every day of your
request the system
will then allow you to

150ccurrence(sk @ 13 In 200 - Feldman Ballroom - 2 Sections (1/2 Ballroom) 2 Remaining | Skip 2*

Rooms You Can Request

e1)
=
o)
=
S
a
o)
o
‘ -3

©  212-Hirst Lounge (Entire) 212 wilsen Commons 2nd Floor ET 248 requ esta2nd (3 rd,
o 213 - Gowen Room 2/2 Wilson Commons 2nd Floor ET Q9 4th etc' if needed)
0 408 - Bridge Lounge 2/2 Wilson Commons 4th Floor ET 109 room for the days
o 409 - Havens Lounge 2/2 Wilson Commons ath Floor ET 77 you r prl-mary room IS
not available. You
0 Front Porch 2/2 Wilson Commons 2nd Floor ET 75
can also choose to
0 200 - Feldman Ballroom - 1 Section (1/4 Ballroom) 142 Douglass Commons 2nd Floor ET 220 Ski p those d ates,
(+] - May Room ilson Commons oor
401 - May R 12 Wil C 4th Fl ET 260 To SeleCt a room’
O Wilson Quadrangle West 142 Wilson Commons Ground Level ET 1000 you Wi ” fo”ow the
(+] wilsan Quadrangle East 142 wilson Commons Ground Level  ET 1000 same process as
0 Wilsen Quadrangle South 12 Wilson Commons Ground Level ET 1000 befo re-

13



Making a recurring reservation

1 Rooms 2 Reservation Details

Selected Rooms & Attendance & Setup Type

° 200 - Feldman Ballroom - 2 Sections (1/2 Ballroom) (13 of 15 occurrences) , ° 213 - Gowen Room (2 of 15 occurrences)

Room Search Results
LIsT
(] Favorite Rooms ... Find A Room m

Room Available v Location Floor TZ Ccap Price Filter Match

l Rooms You Can Request

I 0 212 - Hirst Lounge (Entire) 15/15 Wilson Commons 2nd Floor ET 248 _

I o 213 - Gowen Room 15/15 Wilson Commons 2nd Floor ET ag _

[+] 408 - Bridge Lounge 15415 Wilson Commons 4th Floor ET 100 [ ]
When you are done selecting rooms you After selecting your desired location(s), click “Next Step”

will be able to see the number of days
that each room you requested is going
to be added to your request.




Reservation Details

For room reservation request without services

2. Choose event type from

1. Input name of the event the drop down menu

Room Request QO Liade & v

1 Hooms 2 Reservation Details

Reservation [Jetails

Event Details
Event Name * Event Type *
Meeting* E‘
Client Details
Client * 3. confirm “Client” is the name of your organization

-RC Wilson Commaons Student Activitie E|

1st Contact

Lai, Audrey E|

1st Contact Phone * 1st Contact Fax

4. Choose contact from drop-down menu
52330

1st Contact Email Address *

alaid@ur.rochester.edu

Additional Information (2]

ipgm o e 5. Answer any questions under the additional
information section (you will always be asked
about second and third options and be allowed

to leave notes for the reservation team.

I have read and agree to the terms and conditions

6. Check the checkbox to confirm you

read the terms and agreements
7. Click “Create Reservation”

15



Reservations request submitted

1. A pop-up will appear to
Hel
confirmed the request has been R

submitted.

4. Clicking “Home” returns you to the VEMS home page

Room Request

Your Reservation Request has been submitted. The reservation's

status will remain a request until you receive a confirmation.

2. Click “OK”

(7]

Lai, Audrey 6 e

A HOME

Reservation Created

m CREATE A RESERVATION

— what would you like to do now?
222 MY EVENTS

> Add to my calendar.
BROWSE

> Edit this reservation.

Q@ LOCATIONS

LINKS

Web App Home

585-275-2330 / 585-273-5306

Confirmation
Client Reservation: 533457
Lai, Audrey Suert Name Confirmation Example
-RC Wiison Commons Student Activities Fhone: 52130
201 Wiison Commons, Box 270281
University of Rochester
Rochester, NY 14827
UsA
Bocaingt | Detane Quantty mrize Azt

Helio,
Here is your confirmation letter. Please see attached PDF for confirmationdetais. Here are some things to know

1. To recewe access to conferencercoms in Wilson Commens. please o to the front desk at Comman
Connection 10 check out 2 key - you will need your Universigy 1D

conferencercoms in Douglass Commans and Geneses Hall. f you do
Gereses/ Spurner Buiding Manager a1 (555) 622-5596 orthe
585) 325-5053

University |.D. allows flor e

I you encounter any difficulty enteding into a Student Life Space, please contact the Geneses/ Spurrier
Buiking Manager a1 (S85) 622-8536 or the € ampus Center Suiding Manager at (555) 325-8093.

-

I you encounter défizuly sutside of Student Life Spaces, please contact ECM frontdesi ar(385) 275-5014

5. For questions about your reservation please contaa (585) 275-2330

If additional services are nesded:

1 Rl‘; ster eventn CCC ot least 14 daysn advance of event 1o avoid late fees
Contact ECM peanisucooneochester ey
Eichard Feldman Ballreonr

1. Cunging cannctbe moved manualy

If reserving the

Tape is not allowed

[

3. LIFT fumiture- do not drag. Any damage or sorall to floor will ingur fees
4. A parson from student group must be prasent  an outside vender is being used
STUTON AT PM AL Page 1 of3

3. You have the option to add the
tentative reservation to your calendar. A
reservation is not confirmed until you
receive a confirmation email.

533457
Gy

Wisen Commans Student Activities Ofice

Bogaings / Databe Frice amaut

5. Foradditional assistanceor service click the jink to see Building specific policies. contact building manager
{585) 328-5053 or ECM gyentsupponi@rochestar sy

If reserving Hirst(flag) Lounge:
1. Ifyou need tabies or furniure 1o be moved. you MUST contac ECM using the additional services ksted
sbove

This is 3n open ares Fiesse be prepared for nome bleed from cther Bress Bnd make sure 1o Bdust
volumes 1o minimize Roise bieed from your event

1
ZASPM - 245PMC
Conmrence Stle

122

Example (WC - - Self Service)

NOTE:

A submitted room reservation request
through VEMS does not indicate a confirmed
room reservation request.

The Reservation Team will send the

listed contact a confirmation or cancellation
email when the submitted room reservation
request has been processed.

BT TATAM AL

16



TO VIEW YOUR RESERVATIONS

1. Click “My Events” ems

# HOME

B CREATE A RESERVATION

EE My EVENTS

Q LOCATIONS

3. Your VEMS ID will be require for activity registration

6. Toggle between “Reservations” and “Bookings” view

# HOME

RESERVATIONS BOOKINGS

CREATE A RESERVATION
Search Reservations O include cancelled reservations
33 MY EVENTS

CURRENT PAST

Q LOCATIONS Name First/Last Bookin... Location Client Servi... ID Status
test Sun jun 24, 2018/ Douglass -RC ... 478696 WC-Web Self Serv...
Sun Jun 24, 2018 Commons -

Meeting Room 302
Web App Home
test2 Sun Jun 24, 2018/ Douglass -RC... 478697 WC-Web Self Serv...
Sun jun 24, 2018 Commons -
Meeting Room 302

4. Status will be listed here.

WC—Web Self-Service: Submitted request; will not receive services.

2. Reservations will appear here

WC—Web Service: Submitted request; and is expected to need
services.

WC—Confirmed Self-Service: Confirmed reservation assuming
activity registration is completed; no services available.

WC—Confirmed: Confirmed reservation assuming activity registration is
completed; and is expected to have services.

WC—Denied: Reservation request was denied, there is possibility to

resubmit by editing the location, time or date

W(C- Special Review or WC-Tentative: Your reservation request has been
sent for additional review.

17



TO EDIT YOUR RESERVATIONS

CURRENT PAST

1- CIICk name Of Name First/Last Bookin... Location Client Servi... ID Status
reservatlon tO edlt or test Sun Jun 24, 2018/ Douglass -RC ... 478696 WC-Web Self Serv...
. » Sun Jun 24, 2018 Commons -
Ca ncel reservat|0n. Meeting Room 302
test2 Sun jun 24, 2018/ Douglass -RC ... 478697 WC-Web Self Serv...
Sun jun 24, 2018 Commons -

Meeting Room 302

= P8 ems My Events Gl Al
< My Events/ test beginning Jun 24, 2018 (4 2. Click to edit reservation information
gt - Event Name Reservation Tasks
# Edit Reservation Details < _ Event Type - Booking Tools
% Cancel Reservation
Event Name test | f .
- Client Information - View Reservation Summary
Ecent Type MESUIE 5 q Send Invitation
- Contact Information
Client -RC Wilson Commons Student Activities & Add to My Calendar
1st Contact Name Lai, Audrey

4. Click to add additional bookings

Bookings
CURRENT PAST O Include ¢ scelled bookings
Cancel Bookings Booking Tools
Date ~ Start Time End Time Time Zone Location Status
j O 5un jun 24, 2018 11:00 AM 12:00 PM ET Douglass Commons - Meeting Room 302 WC-Web Self Service

3. Click to open a new web page for you to edit

-Date
-Location NOTE:
Time Editing a RESERVATION (step 2) changes or

cancels all booking in a recurring set.
This can be done for all WC status. This

CANNOT be done when a reservation has a To edit ONE SPECIFIC BOOKING, please go to

“ ”n t
status of “Cancelled step 3

18



TO CANCEL YOUR RESERVATION

My Events

e Lai, Audrey ‘ ~

< My Events/ test beginning Jun 24, 2018 (478696) 1. Click to Cancel reservation
N

RESERVATION DETAILS

# Edit Reservation Details

Event Name test
Event Type Meeting*
Client -RC Wilson Commaons Student Activities
1st Contact Name Lai, Audrey
Bookings

CURRENT PAST
2. Click to cancel specific booking

Booking Tool

Cancel Bookings

Start Time End Time Time Zone Location

\ Reservation Tasks

Booking Tools

% Cancel Reservation

View Reservation Summary

Send Invitation

& Add to My Calendar

O Include cancelled bookings

New Booking

Status

#| @ | sunjun2a 2018 11:00 AM 12:00 PM ET Douglass Commons - Meeting Room 302 WC-Web Self Service

3. A pop-up will appear, select the reason for cancelling from the drop-down menu

Cancel Booking?
sunday. June 24, 2018, | rom 11:00 AM to 12:00 PM
test

Douglass Commons - Méeting Room 302

Cancel Reason

Cancel Notes

Yes, Cancel Booking No, Keep Booking

5. Confirm booking or reservation cancellation

4. Input any notes

NOTE:

Cancelling a RESERVATION (step 1)
changes or cancels all booking in a
recurring set.

To cancel ONE SPECIFIC BOOKING, please
go to step 2

19
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