
How to Use the EMS WebApp 
 

This guide will take you through how to perform the following functions in the EMS WebApp 

• Make Reservations 

o Single Date Reservation 

o Recurring (multi-Date) Reservation 

• Manage Existing Reservations 

o See the Details Page for a Reservation 

o Cancel a Reservation (And All Related Bookings) 

o Cancel Some But Not All Bookings on a Reservation 

o Edit Reservation-Level Details 

o Edit Booking-Level Details 

o Add New Services (Resources) to an Existing Reservation 

o Edit Existing Services (Resources) on Existing Bookings 

• Browse for Other Events 

• Assign Delegates or Act as a Delegate 

  



Make Reservations 

Single Date Reservation 
 

 

Begin at either My Home or Create Reservation. 

• Click the Book Now button next to the desired Process 

Template 



 

Choose Rooms 
This is the first page of the Reservation Process Template 

 

• Click the calendar and clock icons to pick a Date and Times 
from pop-up boxes or you can type in the white boxes 

• The Time Zone field should have a default value 

• The Locations area of the page should also have a default 
value 

• Click the Search button 



 

OPTIONAL - To shorten the list of Rooms that are returned… 

• Use the Add/Remove link to choose one or more Setup 
Types 

• Type in the Number of People who will attend your event 

• Click the Search button 

 

• The right side of the page will populate with a list of rooms 
that meet your search criteria 

• The time of day goes across the top of the grid, and a list of 
Rooms goes down the left side of the page 

• Gray bars in the grid indicate other meetings scheduled for 
each room 

• The pair of red vertical bars show the time range you selected 

• The rooms available for your meeting times are any rows that 
have no gray bar between the red lines 



 

OPTIONAL – To see more information about any of the rooms on 
the list… 

• Click the Room name on the list 

• Navigate to any or all tabs across the top of the pop-up to see 
all the information available about the Room 

 

• Click the green + icon next to a Room name to add that Room 
to your reservation 

• In the pop-up window enter a Number of Attendees and 
choose a Setup Type 

• Those values may have default values, but you can edit them 
if required 

• Click the Add Room button 

• Repeat these steps to add more rooms to the reservation, if 
needed 



 

• All rooms added will move to the top of the page under 
“Selected Rooms” 

• Click the red – icon next to a selected Room to remove it 
from the reservation if you added it by mistake 

 

• Click the Next Step button after you have selected all Rooms 

• Alternatively, you can click the 2 Services link at the top of 
the page 

• If no services are available for your reservation, skip to 
Reservation Details step 

 

Choose Services 
This is the second page of the Reservation Process Template 

• Note that not all Process Templates will offer this option 

• Click on any Resource in the list to add it to the reservation 



 

• Some Categories may require that you specify Start Time, End 
Time, Service Type and Estimated Count before you can add 
the Resource 

 

• Some sub-sections may need to be opened by clicking the 
arrow icon to see the Resources 

 

• Enter a Quantity in the pop-up window by typing a number 
or using the + / - icons 

• OPTIONAL – Type in any Special Instructions that may apply 
for the Resource you chose 

• Click the OK button 



 

• On the right side of the screen a list of your selected Services 
will build as you make your choices 

• Click the red – icon next to a Selected Service to remove it 
from the reservation if you added it by mistake 

 
 

If any of the Services you added have required Terms and 
Conditions, you must agree to those before moving to the next 
page 

• Click the “terms and conditions” link to read the text 

• Click to check the box to agree to the Terms & Conditions 

 

• Click the Next Step button after you have selected all 
Services 

• Alternatively, you can click the 3 Reservation Details link at 
the top of the page 

 

IMPORTANT NOTE – If you chose more than one Room for this 
reservation, any Services you select will be added to each of the 
Rooms on the Reservation.  To avoid this, you can reserve the 
Rooms first, skipping the Add Services step, then go back and edit 
the reservation to add Services to only certain Rooms 



 

Enter Event Details 
This is the third page of the Reservation Process Template 

• Type in or choose values for all required fields 

• Required fields have an * after the field name 

• Required fields that are not already filled in are outlined in 
red 

 

• Type in an Event Name 

• Choose and Event Type from the drop-down list 



 

• Choose a Requested For value from the drop-down 

o This might be your own name, or it might be the 
name of another person if you are booking the event 
on behalf of someone else 

• Complete or change the Requested By field if the default 
value is not correct 

o If the Requested By value you would like to use does 
not appear on the list, choose the (temporary 
contact) option and type in the rest of the contact 
information 

• Make sure you have completed at least the required contact 
fields, and you may complete optional fields as well 



 

• Type in or choose a value for each of the questions in the 
Additional Information section of the page, as required 

 

• Type in a Client/Matter Number and/or GL Code if needed 

 

• Click the Create Reservation button at the top or bottom of 
the page after you have completed all the necessary fields on 
the page 

 

• You will see a confirmation that your Reservation has been 
created 

• You can click the Edit this Reservation link to see the details 
of the Reservation you just created 

 



Recurring (Multi-Date) Reservation 
 

 

Just like for booking a single date Reservation, begin at 
either My Home or Create Reservation 

• Click the Book Now button next to the desired 
Process Template 

 

• In the Date & Time section of the first step, click 
the Recurrence button 



 

• In the pop-up window choose a repeat pattern, 
duration, and event times 

o The options in this box should be familiar 
to you as they are similar to options used 
in many popular applications such as MS 
Outlook 

• Click the Apply Recurrence button 

 

• Review the summary of your Recurrence to ensure 
it is correct 

• Click the Recurrence button again to edit the 
details 

• Click the Search button to display a list of available 
rooms 



 

 

• Instead of the Schedule View you saw earlier, 
instead you will just see a List of the Rooms 
available 

• In the Available column you will see numbers like 
6/6 or 4/6 which tell you that the room is available 
for all 6 of the 6 dates in your recurrence, or only 4 
of the 6 dates in your recurrence 

• Click the green + icon next to a Room name to add 
that Room to your reservation 

• If the Room you choose is not available for all of 
the dates in your recurrence, you will then see 
another list of the Rooms that are available for the 
remaining dates (the dates that the first Room was 
not available) 

• Click the green + icon next to another Room to 
add that Room to your reservation for the 
remaining dates 

 Continue the rest of the Reservation just as you did 
above for a Single Date Reservation 

 

IMPORTANT NOTE – Any Services you select will be 
added to each booking date on the Reservation.  To 
avoid this, you can reserve the Rooms first, skipping 
the Add Services step, then go back and edit the 
reservation to add Services only to certain bookings 

 

 



Manage Existing Reservations 

See the Details page for a Reservation 
 

 

Begin at My Home or any other page that displays the 

left side navigation bar 

• Click the My Events link on the left side 

navigation bar 

 

The My Events page defaults to view upcoming 
(“current”) Reservations 

You can click links on the page to see Bookings instead 
of Reservations, or to see Reservations that are in the 
past 

• Click the Reservation Name of the reservation 
you wish to cancel 



 

This page displays the details of a single reservation, 
with the Reservation-level information at the top of 
the page and the Booking-level information at the 
bottom of the page 

 

Cancel a Reservation (And All Related Bookings) 
 

 

• Click the X Cancel Reservation link in the upper 
right portion of the page 



 

• Read the confirmation pop-up window and click 
the Yes, Cancel Reservation button to cancel all 
the bookings and the reservation 

 

Cancel Some But Not All Bookings on a Reservation 
 

 

• Click the  icon next to a booking in the bottom 
portion of the page 

 

• Read the confirmation pop-up window and click 
the Yes, Cancel Booking button to cancel just the 
one booking but not the entire reservation 

• Repeat to cancel additional Bookings as needed 

 

Edit Reservation-Level Details 
 



 

• Click the Edit Reservation Details link 

 

• Make changes to the desired fields 

o Event Name 

o Event Type 

o Requested For 

o Requested By and contact information 

o Any of the Additional Information Fields 

o Any of the Billing Information fields 

• Click the Save Reservation Details button at the 
top or bottom of the page to save your changes 

 

Edit Booking-Level Details 
 



 

• Click the  icon next to a booking in the bottom 
portion of the page 

 

• Make changes to the desired fields on the left side 
of the page 

o Event Name 

o Event Type 

o Booking Date 

o Booking Times 

• To change the Number of Attendees or the Setup 
Type… 

o Click the Attendance & Setup link at the 
top of the page 

o Make changes to the desired fields in the 
pop-up 

o Click the Update button 

• To change the room… 

o Click the Search button on the left to see a 
list of Rooms 

o Click the  icon next to the new room 

o When requested, enter the Number of 
Attendees and the Setup Type 



o Click the Add Room button 

• Click the Update Booking button at the top or 
bottom of the page to save your changes 

 

Add New Services (Resources) to an Existing Reservation 
 

 

• Click the Add Services link in the upper right 
portion of the page 

 

• If the Category Requires it, enter Start Time, End 
Time, Service Type and Estimated Count 

• If the Category requires it, Click the Terms and 
Conditions link to read the Terms and Conditions, 
and check the box indicating you have read them 

• Open Groupings as necessary to see the lists of 
available resources 

• Click the Resource you wish to add 

• In the pop-up enter a quantity and any Special 
Instructions if necessary, then click the OK button 

• Repeat to add any additional Resources 

• Click the Next Step button at the top of the page 



 

• Check the box next to any of the Bookings to 
which your selected list of Resources should be 
added 

• Click the Add Services button 

 

Edit Existing Services (Resources) on Existing Bookings 
 

 

• Click the Manage Services link below one of 
the bookings in the lower portion of the page 

 

• Scroll to the bottom of the page to see the 
Summary of existing Services 

• Click the  icon next to a Resource to change 
the Quantity or Special Instructions 



• Click the  icon next to a Resource to 
remove it from the Booking 

 

• At the top of the page you can also add 
additional Resources to this specific Booking 
by selecting the resource, and filling in any 
required fields, much as you did in the Add 
Services instructions above 

 

• When you have finished making all changes, 
additions, and deletions, click the Reservation 
Details button at the top of the page to save 
all changes 

 

Browse for Other Events 
 

 

• Click the Browse Events link on the left 
Navigation Bar 



 

• Click a gray bar in the calendar to see the 
details of that Event 

• Click a date box on the Calendar to see a list of 
all the Events for that day 

• Click the Add Filter button at the top of the 
page to see options to filter the items in the 
calendar based on Location, Requested For, 
Event Type or Event Name 

 

• Click the Browse Locations link on the left 
Navigation Bar 



 

Rooms are the labels on the rows that go down 
the left side of the page 

Times of day are the column headers that go 
across the top of the page 

• Click a gray bar in the calendar to see the 
details of that Event 

• Click a Room Name/Number to see all the 
details about that room (like Setup Types, 
Features and any Images that may have been 
uploaded) 

• Click the Add Filter button at the top of the 
page to see options to filter the Rooms in the 
list based on things like Capacity, Features, 
Room Types or Setup Types 

• Click the < and > buttons on either side of the 
date to scroll to the following day or previous 
day, or click the Date field in the Filters section 
at the top of the page to select a specific date 
to jump to 

 

Assign Delegates or Act as a Delegate 
 

 

• Click your Name in the top right corner of any 
page 

• Choose the My Account option from the drop-
down list 



 

• Make sure the Delegates tab is underlined in 
green at the top of the page 

• In the Add New Delegate field start typing the 
first few characters of the name of another 
user you wish to be able to manage your 
existing reservations or make new 
reservations as if they were you 

• When you see the person’s full name appear 
in the drop down, click it to add the new 
person as your delegate 

• At the bottom of the page see your current list 
of delegates (Angela is currently Jane’s 
Delegate in this screen shot) 

• Click the  icon next to an existing Delegate 
to remove the rights of that person to act as 
your Delegate 

•  

 

To act as a Delegate for someone else… 

• Click your Name in the top right corner of any 
page 

• Choose the Act As option from the drop-down 
list (this only works if another user has set you 
up as their Delegate) 



 

• Highlight the Name on the list of the 
person for whom you wish to act as 
Delegate 

• Click the OK button 

 

• While you are acting as a Delegate for 
another user, the top right corner of your 
screen will remind you of that 

• You will only see and edit the other user’s 
Reservations on the My Events page 

• Any new Reservations you create while 
acting as another user will be attached to 
that other user, and you will only be able 
to see them when you are logged in Acting 
as that other user 



• To see and edit your own events, use the 
Act As option at the top right of the page 
to return your view to yourself 

 


