EMS Training

If you do not have an EMS account as a student organization please feel free to apply for one. To apply
for an EMS account, please sign into your EMS account and Click on the blue EMS icon located on the
right. Then click login and from there you can create a new account if needed or login to your already
created account.

1. Create New Account/ Login

(
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All UMES employees and students should use their UMES login account, the same used for computers and myUMES.

External users should contact Student Activities at 410-651-5434 for assistance.

All UMES employees and students should use their UMES login account, the same used for computers and myUMES.
User Id:™*

Password:™

Login

Email me my password
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b

Email:*

Name:™

Phone:™

Fax:

Time Zone:™
|Eastern Time v

Notes:

Pl

Please list vour business or organization affiliation.;™

Save

2. Browse space
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e Once the dropdown appear select Browse for space.

3. Master Calendar

C% Browse “*| Reservations BMV Account Master Calendar W Admin Student Activities @ Help myUMES UMES Home

e The master calendar is another way of browsing for space, but using it to browse for space in
any building is not recommend.



4. Reservation
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Customer Service Welcome Dwayne A. Robinson
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External - Hensen Center
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External - PAC

External Pick up\Delivery iryland EaStem Shore
Hensen Center Aanagement System

Hensen Center

Hytche Gym
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PAC S = o

Pick up\Delivery\Other Academic Areas Service Only
ResLife
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View My Requests
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e Once the dropdown appear select the building
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S5C\Tawes\Cappy Anderson‘Athletic Pavilion Dep! Welcome Dwayne A. Robinsen
Location | Details

When and Where Events must be booked 5 business days in advance.

Date: *
2/2/2016 Tue |33z Recurrence

start Time: © End Time: *
7:00 AM (@ [1:30 aM (&)
Fadilities:

() ]Q

Setup Information

Attendance: ™

Find Space

BE o ole o)

On the page above please change the date and time to your event date and time

Do not change the facility from all and in the attendance only put 1

(We recommend using 1 and not the count for your event, because some of the rooms may not

show up)
Once all the fields are filled click find space.
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Welcome Dwayne A. Robinson

SSC\Tawes\Cappy Anderson\Athletic Pavilion Dept

Location RIS

When and Where Selected Locations

o rooms currently selected

Date:™
Recurrence

Start Time: * End Time: " Availability

® ® SELECT AVAILABLE LOCATION CAPACITY PRICE
Facilities: Request

@y —  vQ 1/1 Cross Country Pavilion - Pavilion 500

" Hytche Athletic Center - CAPPY ANDERSON STADIUM
Setup Information 11 (SEJCTSODRET‘;ACEIQJE' 1000
Attendance: 11 Tawes Gym - Tawes Gym Arena 500
1 Tawes Gym - Tawes Gym Classroom 25

Find Space
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o Alist of rooms will appear on the right
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Welcome Dwayne A. Robinson

ssc\Tawes\Cappy Anderson'\Athletic Pavilion Dept
Info Location Details
When and Where Selected Locations

B oare HOLIDAYS sragt + Eewp  LOCATION staTus  SETUP COUNT  CONFLICT

D:

ate:
2/2/2016 Tue Recurrence Bl 2/2/2016 Tue. 7:00AM  1:30 AM Cross Country Pavilion - Pavilion Request 1
Start Time: End Time: " 5 A
le Grid
7:00 AM (V) [1:30 AM @
Availa
Fadilities: 31
(all) v q SELECT AVAILABLE LOCATION CAPACITY PRICE
Request
Setup Information -
P 11 Hytche Athletic Center - CAPPY ANDERSON STADIUM 1000
Attendance:™ (OUTDOOR TRACK)
17 Tawes Gym - Tawes Gym Arena 500

1/1 Tawes Gym - Tawes Gym Classrcom 25

Continue
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e Once you have selected the room it will move to the top then click the continue button
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S5C\Tawes\Cappy Anderson‘Athletic Pavilion Dept Welcome Dwayne A. Robinson

Info  Location EREENS

When and Where Event Details

Date Event Name:™ Event Type:™

I ] .
Start Time: * End Time:*
o @ sean | |CE

Facilities: Customer:
Gl v, |[campus Activities Board (CAE ¥ |Q
- 1st Contact: *
Sl Q
Attendance: Phone: ™ Fax:
1 2406045840 Il

2nd Contact/Advisor:
[ —Y

Phone: Fax:

| | \

Email:

Other Information e

Event Description:

du

What is the admission cost? If not licable, enter "NA".:*

will Campus Police Be Needed?:"

[ v]
will Food Be Served?:*

Will student security be needed?: "

Will there be a D)/Band or Music Performance?:*

[ v

. S ole |
e Then fill out the detail page and click submit at the bottom of the page
5. Editing

e Under the Reservation tab select “View My Requests”
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Welcome Dwayne A. Robinson
e A

Reservation 1d: | Event Name: Quick Search ) Show Cancelled

Reservations
ID NAME CUSTOMER FIRST BOOKING LAST BOOKING STATUS | LOCATION HAS SERVICES
27900 Test Campus Activities Board 5515616 Tye 2/2/2016 Tue  Web Cross Country Pavilien - Pavilion No
(c. Request
Campus Activities Board ; w Tawes Gym - Tawes Gym
2a79eTest (S 4/1/2016 Fri 42/201653 gl Classtoom Yes

2N -N0N © i)

e Then from that list select the event you would like to edit
(You can only edit a request in web request status. Once the status of the event
changes, you will no longer be able to make changes and you will have to contact Miss
Potter at ext. 6436)
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Welcome Dwayne A. Robinsen

GESWEIRER R Additional Information | Attachments T R
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Reservation Id 27900 Add Booking

Event Name Test Cancel Bookings

Event Type Testing Cancel All Bookings

FRS Number Service Availability

Customer Name Campus Activities Board (CAB) View/Email Resarvation Summary
1st Contact Name JoAnn Holland B

Phone. 5408045840 Add booking to personal calendar
2nd Contact/Advisor Booking Tools

Name

Phone

Al WEUET  Historical

ACTIONS | SERVICES | DATE + TIME TITLE | LOCATION STATUS SETUP
[ e a 2/2/2016 Tue  10:00 AM - 4:45PM  Test Cross Country Pavilion - Pavilion Web Request  (none) (1)

Povered v, FHGR
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Under the Action tab you can edit or cancel your reservation

Under the Service tab you can add services to the request if you were unable to do so or
found out after that you need it.



