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Preface

Welcome to the EMS User’s Manual. The purpose of the EMS User’s Manual is to answer
your questions and guide you through the procedures necessary to use the EM'S application
efficiently and effectively.

Using the manual

You will find the EMS User’s Manual easy to use. You can simply look up the topic that you
need in the table of contents or the index. Later, in this Preface, you will find a brief
discussion of each chapter to further assist you in locating the information that you need.

Special information about the manual

The EMSUser’s Manual has a dual purpose design. It can be distributed electronically and
then printed on an as-needed basis, or it can be viewed online initsfully interactive capacity.
If you print the document, for best results, it is recommended that you print it on a duplex
printer; however, single-sided printing will also work. If you view the document online, a
standard set of bookmarks appearsin aframe on the left side of the document window for
navigation through the document. For better viewing, decrease the size of the bookmark
frame and use the magnification box to increase the magnification of the document to your
viewing preference.

If you do print the document using a single-sided printer, you might see a single

@ blank page at the end of some chapters. This blank page has been added solely to
ensure that the next chapter begins on an odd-numbered page. This blank page in
no way indicates that your book is missing information.

Conventions used in the manual

The EMSUser’s Manual uses the following conventions:

 Thetab, field, and menu labels that are described in this User’s manual are those used in
the standard implementation of EMS. Y our EM'S administrator might have customized
some of these labelsto better suit your organization’s business needs. Therefore, the
labelsthat are referenced in this User’ s manual might be different than what you observe
for your implementation.

» Thecolorsthat are shown in this User’s manual for the windows and their components
(for example, areservation in the Reservation Book or the colorsfor the booking statuses)
are those used in the standard implementation of EMS. Y our EM S administrator might
have customized some of these colors to better suit your organization’ s business needs.
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Therefore, the colors that are shown in this User’s manua might be different than what
you observe for your implementation.

Thefields (required and optional), categories, and dropdown list valuesthat are described
in this User’s manual are those used in the standard implementation of EMS. Y our EMS
administrator might have customized some of these values to better suit your
organization’s business needs. Therefore, the fields, categories, and valuesthat are
referenced in this User’s manual might be different than what you observe for your
implementation.

The EM S application provides multiple ways of accessing the same EM S functions and
although this manual does not address all these ways, you can use whatever method best
suits your working needs.

Information that can vary in acommand—uvariable information—is indicated by
alphanumeric characters enclosed in angle brackets; for example, <Room Type>. Do not
type the angle brackets when you specify the variable information.

A new term, or term that must be emphasized for clarity of procedures, isitalicized.

Page numbering is “online friendly.” Pages are numbered from 1 to x, starting with the
cover and ending on the last page of the index.

Although numbering begins on the cover page, this number is not visible on the
cover page or front matter pages. Page numbers are visible beginning with the
first page of the table of contents.

This manual is intended for both print and online viewing.

« If information appearsin blue, it is a hyperlink. Table of Contents and Index entries
are also hyperlinks. Click the hyperlink to advance to the referenced information.
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Assumptions for the manual

The EMS User’s Manual assumes that:

Y ou are familiar with windows-based applications and basic Windows functions and
navigational elements.

Organization of the manual

In addition to this Preface, the EMS User’s Manual contains the following chapters and
appendices:

Chapter 1, “ Getting Started withEMS,” on page 27 detail sthe proceduresfor opening and
logging on to the EM S application aswell asan overview of the major functional areasin
the application, including thetitle bar, the main window, the toolbar, and the main menu.

Chapter 2, “Reservations and Bookings,” on page 41 details the two essential EMS
components for meeting and event scheduling—reservations and bookings. It explains
the structure of areservation in EMS, it explains the concept of an event timeline for a
reservation booking, and it describes the three ways to make areservationin EMS.

Chapter 3, “The Navigator,” on page 77 detailsthe Navigator, whichisawindow in EMS
that you use to view and manage all aspects of areservation including bookings and
booking details. It also provides detail ed proceduresfor using the Navigator to add one or
more bookings to a reservation, edit and copy reservations, edit and copy one or more
bookings, cancel one or more bookings, add comments to reservations and bookings, and
to manage booking details and items.

Chapter 4, “ Search Tools,” on page 195 detailsthe variety of optionsthat are availableto
you for searching for reservations and bookings in your EM S database, including the
Browser, the Calendar, the Navigator, Groups, and Web Requests.

Chapter 5, “EMS Dashboard,” on page 227 details the EM S Dashboard, whichisa
window that centralizes critical information about reservations and web requestsin a
single location. The information that is displayed on this window provides you with the
necessary input to manage your work in the EM S application.

Chapter 6, “ Groups and Contacts,” on page 253 details the procedures for adding and
editing groups and contacts in your EM S database. It also details the procedures for
sending an email to a group or a contact, deleting a group or a contact, and printing and
exporting group and contact information.

Chapter 7, “ Confirmations,” on page 307 detailsaconfirmation, which isadocument that
details the critical information for a reservation—the date, the time, the location, the
scheduled resources, and so on. The chapter describes how to specify the settings for
confirmations and how to generate a confirmation both manually and automaticaly. It
also describes the procedures for printing a confirmation and for emailing a confirmation.
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Chapter 8, “Reports and Queries,” on page 319 details the reports that are available in
EMS, including daily reports, statistical reports, and exception reports.

Chapter 9, “Billing,” on page 361 details the functions that are availablein EMS for
working with invoices and transactions for reservations and bookings and for reporting
on this information.

Chapter 10, “User Settings,” on page 401 details the preferencesthat are available to you
for customizing some of the basic functions of your EMS user account.

Chapter 11, “Other Reservation Functions,” on page 411 details several miscellaneous
standal one functionsthat are availablein EM Sto assist you in managing and maintaining
reservations and bookings in your system as well as managing your general work
requirements.

Chapter 12, “EMS Workplace,” on page 435 details the EM S Workplace module, which
isafacility scheduling system for managing hoteling requirements, aswell asthe booking
of meeting/event space and resources.

Chapter 13, “Academic Planning (EM S Campus),” on page 443 detailsthe EM S Campus
module, which is aa complete campus-wide space management package.



Chapter 1
Getting Started with EMS

EMSis user-friendly room scheduling software that is designed to manage the meetings and
events that take place in your facility. Standard features, which you use to create, manage,
and report on events, include the following:

* The Reservation Wizard room booking tool

* A graphical reservation book

» The Browser and month-at-a-glance Calendar Inquiry
* Numerous daily, sales, and statistical reports

This chapter covers the following topics:

» “Starting EMS’ on page 29.

e “The EMSWindow” on page 31.

“AnEMS Browser Window” on page 35.
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Starting EMS

After EMS has been installed on your desktop, a shortcut icon for the application is placed
on your desktop. An option for the application is also available from your Start menu. You

can double-click the desktop icon to launch the EM S application, or you can select the option
from your Start menu.

To start EMS

The following procedure is written from the perspective of EMS Enterprise;

however, it is applicable for any EMS product (EMS Professional, EMS Campus,
and so on).

1. Do one of the following:

e Onyour desktop, double-click the EMSicon @‘;S

Enterprise

*  Open the Windows start menu, in the Search field, enter EM S and then select the
EMS Enterprise option.

Figure 1-1: EMS Login dialog box

EMS Enterprise 7.0

] .
m

Event Management Sysiems

-
Enterprise
Wersion 7.0 © 1995-2012 Dean Evans & Associates, Inc.
User ID: Password:
W Cancel

2. IntheUser ID field, enter your User ID.

3. Inthe Password field, enter your password.

@ If you do not know your User ID or password, contact your EMS administrator.
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4. Click OK.
The EMS Enterprise application opens. The main menu is open in the application.

Figure 1-2: EMS Enterprise main window with main menu

File Settings Resevations Reports  Billing  C ion  System Administration  Window  Help

wme 20 L Q@ 2@ O

‘ Book Calendar Wizard Navigator Browser Web Reservations Clients Email Dashboard Manage Services

= Reservations
]
= Reservations
= Reservations
=
™= Ressrvations

= Other
™ Other
= Acadenmic Impert - Academic Import Uity
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The EMS Window

The EMS main window is your starting point for the EM S application. The window provides
quick accessto al the EMS functions (Reservations, Reports, Configuration, and so on) and
system tools. The EMS Main window has four major components:

* Thetitle bar. See “Title bar.”

e Themenu bar. See “Menu bar” on page 32.

e Thetoolbar. See “Toolbar” on page 32.

* Themain menu. See“Main menu” on page 33.

Figure 1-3: EMS main window with main menu

\Fie, Settings Reservafions, “Reporis.  Billng iCony

- WL

5 Book Calendar Wizard i Clients Email Dashboard Manage Services

Window  Help

E-8-E-E-E

Email History
Attendance Entry
Confimations
. Visitors
= Academic Import Academic Import Utilty

The following section is written from the per spective of EMS Enterprise; however,
% it isapplicable for any EMS product (EMS Professional, EMS Campus, and so
on).

Title bar

Thename“EMS Enterprise” and the version number of the application appear in thetitle bar
across the top of the EM S Enterprise main window.

Figure 1-4: Title bar
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Menu bar

Toolbar

32

The menu bar is set up in a standard Windows menu format with menu commands grouped
into menus (File, Settings, Reservations, and so on) across the menu bar. Some of these
menu commands are also available in the main menu.

Figure 1-5: Menu bar

File  Settings Reservations Reports Biling Configuration  System Administration  Window  Help

The toolbar provides quick access to the most commonly used EM S functions. The toolbar
buttons that are always displayed by default are the buttons for Book, Calendar, Wizard,
Navigator, Browser, Web Reservations, Clients, Email, Dashboard, and Manage Services.
Other buttons for other functions are also displayed by default depending on the version of
EMS that you are running, for example, EMS Campus or EM'S Workplace. Some of the
functions that are available on the toolbar are aso available from the main menu. You can
customize the appearance of this toolbar to best suit your business needs.

Figure 1-6: Toolbar
g . o ¢ [ C - .
a4 | ai;E k’? r g \) g" { U ﬁ

* o
Book Calendar Wizard Mavigator Browser Web Reservations Groups Email Dashboard Manage Services

To customize the toolbar

1. Right-click the toolbar and click Customize.
The Customize Toolbar dialog box opens.

Figure 1-7: Customize Toolbar dialog box

Customize Toolbar

Toolbar lcons

@ Large lcons Small lcons

Hide Buttons 3> Show Buttons

| Book
™ Calendar
A Wizard

@) MNavigator
<L
' Browser
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“** Email
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(»} Manage Services
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2. Do oneor more of the following:

» Todisplay thetoolbar icons aslargeicons, select Large Icons; otherwise, click Small
Icons.

» To hide anicon from the toolbar display, in the Show Buttons panel, select anicon,
or CTRL-click to select multiple icons, and then click the Hide button (<).
Conversely, to show an icon on the toolbar display, in the Hide Buttons panel, select
an icon, or CTRL-click to select multiple icons, and then click the Show button (>).

double-clicking the icon. To move all icons from one panel to another in a single
step, you do not have to select any icons. Instead, click the appropriate Hide All
button (<<) or Show All button (>>).

@ You can also move a toolbar icon between the Hide and Show panels by

» To change the order (from left to right) in which the icons are displayed on the
toolbar, select the icon, and then click Move Up or Move Down as needed.

3. Click OK.

The Customize Toolbar dialog box closes. The toolbar display is updated to reflect the
changes that you made.

Main menu

Every time you open EMS, the main menu opens in the EMS main window. You can access
the primary EM S system functions—Reservations, Reports, Billing, Configuration, and
System Administration—from the main menu.

Figure 1-8: EMS main menu

= Main Menu [E=5EoH 5

- Grouping Description

+-|4 Repors

. Billiig ™ Reservations Reservation Wizard

21|, Configuration ™ Reservations  Browser
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- | System Administration leservations roups
™ Reservations Reservation Book
™ Re ions Calendar
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™ Reservations Web Reservations
P other Dashboard
= Other Email History
= Other Attendance Ertry
P other Corfimmations
P other Visitors

= Academic Import Academic Import Utility
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The main menu is arranged in a Windows Explorer-style folder structure. The top-level
folders are the system functions of Reservations, Reports, Billing, Billing, Configuration,
and System Administration. The available tasks for each top-level folder are further
organized into subfolders. For example, to carry out a system administration task, you must
first open the top-level System Administration folder, and then open the correct subfolder to
view the list of available tasks.

Figure 1-9: Opening a System Administration subfolder

= Mein Meny (===
EI Reservations Description
+-| | Reports =
H .. Parameters
-, Billing T
-, Configuration = Regl.stlatl.on ; _ _
- | System Administration —.Conflrrnatlon Email Subject Line
i Reservation Wizard Required Fields
..... Security = Email Settings

You can always close the main menu by clicking the Close button (x) in the upper right hand
corner of the menu. To open the main menu again, on the menu bar, click File > Show Main
Menu.
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An EMS Browser Window

Many EMS functional areas use a Browser window. For example, the Groups window, the
Query Builder window, and the Service Order Management window are all EMS Browser
windows. You use an EM S Browser window to search for data, add new data, and edit and/or
delete existing data. For example, in the Groups Browser window, you can search for groups
or contacts, add new groups or contacts, and edit or delete existing groups or contacts.
Regardless of the EM S functional area, all EM S Browser windows have the following
features in common:

A click and drag feature that you can use to group data by a specific column, rearrange
the order of the data columns, or change the width of a column. See“To group data by
columnsin an EMS Browser window” on page 36, “ To rearrange the columnsinan EMS
Browser window” on page 36, and “ To change the width of the columnsinan EMS
Browser window” on page 37.

This feature is always indicated by the option to drag and group by a column
header at the top of an EMS Browser window. If a window/window pane does not
display this option, then the window/window pane is not an EMS Browser window.

A column context menu that has a multitude of options for sorting data, grouping data,
sizing columns and so on. See “ To use the context menu for data columnsin an EMS
Browser window” on page 37.

A filtering feature that you can use to find and work with a subset of datain the window.
See “To filter the datain an EM S Browser window” below.

A column sorting feature that you can use to sort data by a specific column. See“To
change the sort order of datain an EMS Browser window” on page 40.

instructions are applicable for any Browser window in EMS.

@ The following examples are explained using the Groups window; however, the
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To group data by columns in an EMS Browser window

In any browser window, you can drag a column header to the indicated location and group
the data by the selected column. You can drag multiple column headersto thelocation. If you
sort data by multiple columns, then the first column is the parent column. All other columns
are placed as child columns, and the data is grouped accordingly in the browser window.

Figure 1-10: Grouping data by a column in an EMS Browser window

= Groups i@
ResetFilter * New Reservation Options
i_l-:i-lter I Results
Search:
= Open
Group <+ Z
City Select
State  Group Type illing Reference Mumber | External Reference | Email
* Group: AAA Colorado
b Group: Academic Advising Departident | New
v Group: Academic Affairs :
¢ Group: Accounting Department | Delete
¢ Group: Acme World Industries | Prirt
¢ Group: Alumni Department [

Data grouped by columns.

To rearrange the columns in an EMS Browser window

You can rearrange the column order by dragging a column to a new location using the
column heading.

Figure 1-11: Rearranging columns in an EMS Browser window

= Groups [F=5 Eol 5
Reset Filter .," Mew Reservation Options
Fiter | Resuls
Search:
Open
= p = Select
Group City State  Group Type  Biling Reference Mumber  External Reference
QQAr&n Seott | Denver co Staff 11,1111 scott P 4 Email
£5 ATLFadlitaea e GA (none)
= Groups [F=5 Eol 5
Reset Filter .," Mew Reservation Options
Fiter | Resuls
Search:
Open
) = Select
City State  Group Type  Billing Reference Number  External Referen Group
99 Denver co Staff 111111 scott ANGETEO, SCott Email
B B - . - —_— s
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To change the width of the columns in an EMS Browser window

You can change the width of a column by resting the mouse pointer on the right side of a
column heading until the pointer changes to a double-headed arrow, and then dragging the
boundary until the column is the width that you want.

Figure 1-12: Changing the width of a column in an EMS Browser window

= Groups [F=5 Eol 5
Reset Filter .,"" Mew Reservation Options
Fiter | Resuls
Search:
City State  Group Type  Billing Reference Number  External Referen@ LT
QQ Denver co Staff 1L.1111 scott Anderson, Scott
£ Atlanta GA (none) ATL Fadiities
QQ (none) Bardwell, Robert
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QQ {none) Johnston, Dean
QQ Atlanta GA Director 44,4444 ed MNowak, Edward 1.
QQ Greenwood Village CO Staff Q'shea, Mike
QQ {none) Paske, Simon
£ New York NY Partner 55.5555 kevin Raasch, Kevin
QQ Greenwood Village CO Staff Simington, Chance
QQ Mew York MY Pariner 231,4455.72 Dea'Bryan.Sorrentino  Sorrentino, Bryan
QQ Greenwood Village CO Director 324,5883.87 Dea'Rob. Thacker Thacker, Rob
QQ Greenwood Village CO Director 253.4788.50 Dea'Bryan.Wendt Wendt, Bryan
QQ Denver co Director 44,4444 mike Wimett, Mike
QQ Greenwood Village CO Director 123,4567.89 Dea\shaylene.Wright Wright, Shaylene

To use the context menu for data columns in an EMS Browser

window

Group
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Acme World Industries
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| Boys & Girls Club
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| Faculty of Arts & Scdences

GO Europe!
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IEM

Information Technolgy
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%l Sort Descending
Clear Sorting

= Group By This Column

B4 Hide Group By Box
p By

Remove This Column
Column Chooser
il Best Fit

Best Fit (all columns)
7 Filter Editor...

Show Find Panel
Show Auto Filter Row

Right-click in any column in a browser window to open a context menu that has a multitude
of options for sorting data, grouping data, sizing columns, and so on.

Figure 1-13: Context menu for a column in an EMS Browser window
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To filter the data in an EMS Browser window

1
2.

Open a browser window, for example, the Groups window.

Place your cursor in the data column by which you want to filter the data. For example,
to filter data based on the City for group records, place your cursor in the City column.

A Filter icon is displayed in the column.

Figure 1-14: Filter icon displayed in a data column

= QGroups

ResetFilter * Mew Reservation

Fiter | Results
Search:
Group A | City E— te | Group Type
59 AAA Colorado Denver /o External
i Af R Ll T T S falal Cmmaldes O EF
Filter icon

3. Click the Filter icon to open alist of filter options, and then select the appropriate option

for creating the filter.

Any filter that you create is always displayed in the bottom left corner of the
browser window.

Figure 1-15: Example of filtering options in a browser window
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Option Description

Custom Opens the Custom AutoFilter dialog box in which you can construct a
custom data filter.

Blanks Filters data based on NULL (blank) data for a field. For example, if you
click on Blanks in the City column in the Groups window, then all group
records for which the City field has a NULL (blank) value are displayed
in the Groups window.

Non blanks Filters data based on Not Null (not blank) data for a field. For example, if
you click Non blanks in the City column in the Groups window, then all
group records for which the City field does not have a NULL (blank)
value are displayed in the Groups window.

<Specific Data Value> A Filter list also displays each unique value that has been entered for
the field. Select a value on this list to filter the data by the value. For

example, select “Denver” in the City column of the Groups window to
display only those group records that have “Denver” specified as the

group’s city.

4. Optionally, click Edit Filter in the lower right corner of the browser window to open the
Filter Editor dialog box and edit the current filter.

 To add anew condition to afilter, click the Add/Insert icon.

* Toremove acondition from afilter, click the Delete icon at the end of thefilter.
» Toapply anew filter, click Apply.

» To closethe Edit Filter dialog box and return to the browser window, click OK.

Figure 1-16: Edit Filter dialog box

7 Filter Editor == _
and o <l Add/Insert icon
‘... [Group] Equals AAA Colorado < Delete icon

Cancel Apply
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To change the sort order of data in an EMS Browser window

When a browser window first opens, data are sorted in ascending order based on the datain
thefirst column of the window. For example, when the Groups window first opens, the group
records are displayed on the Results tab a phabetically by Group name. To change the sort
order of the datain a browser window:

1. Click oncein any column header to display a Sort Order icon.

The Sort Order iconisan “Up” arrow indicating that the datais sorted in ascending
order.

Figure 1-17: Sorting by columns on the Groups window, Ascending sort

= QGroups
ResetFilter * MNew Reservation

Fiter | Fesults

Search:

Group « T City State

,E:' AAA Colorado /'L\\? Denver o

Ascending sort

2. Click the Sort Order icon to sort the records in descending order by the datain the
column.

Figure 1-18: Sorting by columns on the Groups window, Descending sort

= Groups
ResetFilter * MNew Reservation
Fiter | Fesults
Search:
Group City * 7 State Group Type
g‘:: Christina Jackson Den CO Faculty [ Staff
g‘:: Chemistry Department enver co University Dept

Descending sort

3. Click the Sort Icon again to sort the records in ascending order.
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The two essential EM S components for meeting and event scheduling are reservations and
bookings. To use EMS efficiently and effectively, you must understand the structure of a
reservation in EM S, you must understand the concept of an event timeline for areservation
booking, and you must know how to make a reservation.

This chapter covers the following topics:

“Reservation Structure” on page 43.
“Event Timeline” on page 44.
“Making a Reservation Using the Reservation Wizard” on page 45.

“Viewing and Editing Reservations in the Reservation Book” on page 62.

You can also make a reservation for a group by finding the group in EMS and then

@ making a reservation for the group from the Groups window. In EMSWbrkplace,
you can make a group reservation from the Group Reservation window. See
“Working with Reservations for a Group” on page 295.
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Reservation Structure

Anevent in EMSis comprised of the following:

* A reservation
*  One or more bookings
» Booking details

These three components exist in a hierarchy—a reservation contains one or more bookings
and each booking can have one or more details associated with it.

Reservation and bookings

A reservation is the who and the what of an event. For example, Group X (the who) can
reserve some space for an Event Y (the what). A booking is the where and the when of an
event. For example, Group X can schedule the conference room (the where) for a staff
meeting on the second Monday in January (the when). Group X now has asingle reservation
with asingle booking in EMS. If, however, Group X schedules the conference room (the
where) for a staff meeting on the second Monday of each month for a calendar year (the
when), then Group X now has a single reservation with twelve bookingsin EMS.

Booking details

A booking can have one or more booking details associated with it. Booking details are the
resources or services that are needed for an event, the notes for the event, the activities for
the event, the room charges for the event, or any combination of these. For example, for
Group X's staff meeting, the resources could include the requested catering (coffee service,
bagels and muffins, and so on) and the A/V equipment (a projector, a speaker’s podium, and
SO On).
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Event Timeline

The following time designators are used for an event in EMS:
« Event Time: The time period during which the event actually takes place.

»  Setup/Teardown Hours: The hours, or fractions of hours, that you add to the event time
to allow staff to prepare aroom for the event or to clean up after the event.

* Researved Time: Thetota time for which the space (the where) isreserved. Thistimeis
the event time plus the setup/teardown time.

For example:
Variable Time

Reserved Start Time 8:00 am
Setup Hours 1 hour

Event Start Time 9:00 am

Event End Time 4:00 pm
Teardown Hours 1.5 hours
Reserved End Time 5:30 pm
Reserved Time 9.5 hours

44



Chapter 2
Reservations and Bookings

Making a Reservation Using the Reservation
Wizard

You use the Reservation Wizard to check for available space for an event and to make a
reservation for the event. You can search for roomsthat are available for a particular time on
one day (a simple reservation with one booking) or on multiple days (a series reservation
with multiple bookings). You can also create a series reservation by selecting one date and
time, but multiple rooms. To make a reservation using the wizard, you must:

»  Specify the event date and time information. See* To specify the event date” on page 46.
e  Specify the event time and status. See “ To specify the event time and status’ on page 49.
» Select the event location. See “To select the event location” on page 50.

»  Specify the event information. See “To specify the event information” on page 57.

The following procedure describes how to make a reservation by selecting values
for the required and optional fields.

* |f your EMSadministrator has configured reservation wizard templates, then a
Reservation Wizard Template dropdown list is displayed at the top of the
Reservation Wizard. You can facilitate the making of a reservation in the
Reservation Wizard by selecting the appropriate template from the list, which
automatically sets the default values for many of the fields in the Reservation
Wizard.

* |f your job entails making multiple reservations that require the same
information, and you are not using reservation wizard templates, then you can
set your own default values for many of the fieldsin the Reservation Wizard. See
“ Setting User Preferences and Default Values’ on page 403.
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To specify the event date

]\A
1. Onthetoolbar, click the Wizard icon ... -

The Reservation Wizard opens.

All required fields in the wizard are marked with a red dot. Your EMS
@ administrator configures the required fields.

Figure 2-1: Reservation Wizard

= Reservation Wizard EI@
Wizard Template:  (none) - Options
Calendar | Selected Dates (0) Location | Features
<< < March 2012 > >> ® | Seah
Method: @ Standard ) Best Fit ) Specific Room
5 M T w T F 5 .
ilding: Mew Y -
26 27 28 29 1 2 3 W e Yor

4 5 6 7 9 10

12 13 14 15 16
Room Specifications:

18 19 20 21 22 23 24 T al) -
25 26 27 28 29 30 31 Tore =) -
1 2 3 4 3 6 7 Setup Type: (&l -
Date Pattem ][ Clear Month ][ Clear All Setup Court: |0
Time Status
Start: 1:00PM  [+] End: 300PM  [5] Status: Corfimed - =
Time Zone:  Eastem Time -
Setup/Teardown

Use Default: Minutes Setup: |0 Teardown: |0

[ Cancel H Reset ]

2. If needed, use the scroll features on the top of the Calendar to open the calendar for a
different month (< or >) or for adifferent year (<< or >>).

You can also click a month at the top of the calendar to open a dropdown list from
which you can select a different month and you can also click a year at the top of
the calendar to open a dropdown list from which you can select a different year.
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3. If the event dates do not follow a pattern, use one or more of the following options for
entering a date; otherwise, go to Step 4.

Click on the dates on the calendar that the event is to take place.

To select al five daysin awork week, click in the blank space that isto the left of
the week.

To select all seven daysin aweek, double-click in the blank space that is to the | eft
of the week.

Figure 2-2: Example of selecting the days of the week

<< < March 2012
S M T w T F S

26 27 28 29 1 2
Click here to select all 4 5 6 7 8 q
five weekdays for the -
week of 3/11/2012. { 11 12 13 14 15 16 17
Double-click here to
select all seven 1q nd
weekdays for the o 19 20 21 22 23 -
week of 3/11/2012.

25 26 27 28 29 30

1 2 3 4 3 ] 7
| Date Pattem || Clear Morth || Clear Al |

To select every occurrence of a specific day of the week for the displayed month (for
example, all Tuesdaysin November, 2012), click the heading (S, M, T, and so on)
for the day.

To select every occurrence of a specific day of the week that is currently displayed
onscreen (regardless if the day falls within the same month), double-click the
heading (S, M, T, and so on) for the day.

If you need to clear a single selected date, click the date again. To clear multiple
selected datesin a single step, click Clear Month to clear all currently selected
dates for the currently displayed month or click Clear All to clear all currently
selected dates regardless of month or year.
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4. If the event dates do follow a pattern, (for example, the third Friday of every month),
click Date Pattern to open the Date Pattern dialog box and enter your event date
information.

Figure 2-3: Date Pattern dialog box

Date Pattern

Start Date: E| End Date: [=]
Daity Every 1 week(s) on:
ol =gy Sunday Monday Tuesday Wednesday
Monthly
Thursday Friday Saturday

oK || Cancel

Asyou specify the event dates, the following occurs:
» The Selected Dates tab is automatically updated with the selected dates.

» If your EMS administrator has configured any of the dates that you selected as a
holiday or as closed, then messages open indicating this.

» Datesthat are closed are displayed in red on the Calendar tab and are linked to
information about the closure. Dates that are holidays are displayed in green on the
Calendar tab and are linked to information about the holiday.

For any date, after you select the date on the Calendar tab, you can:

» Toggle between the Calendar tab and the Selected Date tab. Open the Selected Dates
tab, select the date, and then click Go To Date.

» Remove the date from the list of selected dates. Open the Selected Dates tab, select
the date, or CTRL-click to select multiple dates, and then click Remove.

remove all holidays or closed dates fromthe list of selected dates; however, be
very careful when selecting dates for removal as you are not prompted to confirm
your selection before you click Remove.

i When you make a reservation for multiple dates, the processis easier if you first

For dates that are configured as a holiday or as closed, you can click the link on the
Calendar tab to open a dialog box that displays information about the date.

Figure 2-4: Viewing information about a holiday or closed date from the Calendar tab

#u Re=ervalion Wizard Haolidays [1/1/2080 Fr)
| | Holday {1)

[ Calencr [ Socind Cetea 53]
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In addition, for dates that are configured as holidays, after you select the date on the
Calendar tab, you can:

View information about the date from the Selected Dates tab. Open the Selected
Datestab, scroll to and select the date, and then click Holidays.

5. Continueto “To specify the event time and status’ bel ow.

To specify the event time and status

1. Do one of the following to specify the start time and end time for the event:

Select atime from the dropdown list for each field.

Manually enter the timein each field.

&

When you manually enter the time, you can use a shortcut. For example, for 9:00
am, you need to enter only “ 9a” and for 2:00 pm, you need to enter only “ 2p,”
and so on. If you enter an end time that is earlier than the start time, then the

system assumes that the end time is the next day and the phrase “ Next Day” is
displayed to the right of the End time field.

2. Do one of thefollowing to specify the Setup and Teardown times.

To use the default setup and teardown times that your EM S administrator has
assigned to the rooms in your system, leave Use Default selected.

To override the default setup/teardown times, clear Use Default, select Minutes or
Hours, and then enter your own setup and teardown times.

&

Remember, setup and teardown times are the hours, or fractions of hours, that you
add to the event time to allow staff to prepare a room for the event or to clean up

after the event. For example, for a 30 minute setup time, you can enter 30 minutes
or 0.5 hours.

3. Select the status for the event.

&

Depending on the status that you select, for example, Tentative or Hold, you might
be required to enter a reconfirm date. You can monitor reservations that must be

reconfirmed on the Reconfirm Dates tab on the EMS Dashboard. See Chapter 5,
“EMS Dashboard,” on page 227.

&

Time zoneis discussed in * To select the event location” on page 50.

4. Continueto “To select the event location” on page 50.
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To select the event location

You have three options for selecting the event location, which are indicated on the first
window of the Reservation Wizard:

Search Method Description

Standard Use this option to display a list of all the available rooms that meet all the
requested dates. See “To search for a standard room” below.

Note: Standard search is required for Video Conference room assignments.

Best Fit Use this option if no one room can meet all the requested dates. The system
lists the available rooms along with the number of bookings for which you can
reserve each room. You can piece together the entire reservation using Best Fit,
or just part of it. See “To search for a best fit room” on page 53.

Specific Room Use this option to confirm the availability and reserve of one specific room for
the scheduled event. See “To search for a specific room” on page 55.

that it finds in the pre-configured Rooms list. To search more than 50 rooms,
before you begin any search, click Options > Max. Number of Rooms to Search,
and then select a different number of rooms to search.

@ By default, EMSI1ooks for an available room or rooms in only the first 50 rooms

To search for a standard room

By default, when you search for a standard room, rooms that are available all day
are marked with an asterisk (*). To set or clear this option, click Options >
Sandard Search > Show Available All Day Indicator.

1. Select Standard.

2. LeaveBuilding set to the default value of (all), or select aspecific building, area, or view
in which to search for a standard room.

3. If applicable, select the appropriate time zone for the event.

Your selection on the Building dropdown list determines the options that are

@ available on the Time Zone dropdown list. If you select (all) buildings, then you
can select atime zone. If you select a specific building, then by default, a time zone
is selected for the building, and you cannot select a different value.
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4. Do oneor more or al of the following for room specifications:

Typeisthe class or category of the room, for example a meeting room, aworkspace,
and so on. Leave Type set to the default of (all) to search for all pre-configured room
types or select a specific room type from the Type dropdown list.

Floor is optional information when you are searching for aroom. Leave Floor set to
the default value of (all) to search for al pre-configured floors or select the floor
from the Floor dropdown list.

Setup Type isthe physical layout or arrangement of aroom, for example, rounds of 6
or theater-style. Leave Setup Type set to the default value of (all) to search for al
pre-configured setup types or select the setup type from the Setup Type dropdown
list.

Setup count is the anticipated attendance for the event. If you selected a specific
setup type, then you must enter the setup count.

&

The selected setup type and setup count are applied to all the bookings that you
add to this reservation. If any of the bookings require a different setup type or
count, you can change this information after you complete the reservation. See
“To edit a booking in the Navigator” on page 110 or “ Editing Multiple Bookings
in the Navigator” on page 112.

5. Optionaly, open the Featurestab, and then select the feature, or CTRL-click to select the
multiple features that the room must have.

6. Click Next.

Up to two tabs are displayed:

The Available tab, which isthe active tab and is always displayed, lists al the rooms
that meet all your event criteria.

» If you have elected to show the Available All Day Indicator, the rooms that are
available al day are marked with an asterisk (*).

» By default, the available rooms are sorted alphabetically by room code. If your
EMS administrator has configured the rooms for your EM S implementation
with abook sequence, then under Options, select Sort Rooms by Book Sequence
to sort the rooms from lowest to highest book sequence. (If two rooms have the
same sequence, then the rooms are sorted alphabetically by name within the
sequence.)

The Conflictstab is displayed only if there are rooms that are not available for the
requested dates/times. Optionally, you can open the Conflicts tab to view the list of
rooms that were not available for scheduling as well aslist of the eventsthat are
scheduled for each room.

See Figure 2-5 on page 52.
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Figure 2-5: Example of standard room search results

= Reservation Wizard ===

Wizard Template: Options

Available | Carfiict (1)

Available (7) Room Description Building Min Capacity Max Capacity Selected (D) f
0z111 0z111 DEN
02112 02112 DEN
02113 02113 DEN
02114 02114 DEN
02.120 02.120 DEN
02.East 02.East DEN
02 West 02 West DEN

coooooa

1
1
1
1
1
1
1

<
Cancel < Previous

7. Select theroom, or CTRL-click to select the multiple rooms that you are scheduling for
the event.

If the reservation is for a video conferencing meeting, then you must select a
minimum of two rooms. You must designate one of these rooms as the Host
Location on the Video Conference tab on the last page of the Reservation Wzard.

8. Optionaly, do one or both of the following; otherwise, go to Step 9.

» Click Room Info to open the Room Info dialog box and view information about any

bookings for the room, the room properties, its pricing, and/or to view an image of
the room.

» Click Building Hours to open the Building Hours dialog box which displays the
hours that the selected room/building is open on the reserved date.

9. Click the Move button (>) to move the rooms to the Selected list.

If you select more than one room, all the selected rooms are booked for all the
event dates.

10. Click Next to continue to “To specify the event information” on page 57.
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To search for a best fit room

1. Select Best Fit.

2. LeaveBuilding set to the default value of (all), or select aspecific building, area, or view
in which to search for a standard room.

3. If applicable, select the appropriate time zone for the event.

&

Your selection on the Building dropdown list deter mines the options that are
available on the Time Zone dropdown list. If you select (all) buildings, then you
can select a time zone. If you select a specific building, then by default, a time zone
is selected for the building, and you cannot select a different value.

4. Do oneor more or al of the following for room specifications:

Typeisthe class or category of the room, for example a meeting room, a workspace,
and so on. Leave Type set to the default of (all) to search for all pre-configured room
types or select a specific room type from the Type dropdown list.

Floor isoptional information when you are searching for aroom. Leave Floor set to
the default value of (all) to search for al pre-configured floors or select the floor
from the Floor dropdown list.

Setup Type isthe physical layout or arrangement of aroom, for example, rounds of 6
or theater-style. Leave Setup Type set to the default value of (all) to search for all
pre-configured setup types or select the setup type from the Setup Type dropdown
list.

Setup count is the anticipated attendance for the event. If you selected a specific
setup type, then you must enter the setup count.

&

The selected setup type and setup count are applied to all the bookings that you
add to this reservation. If any of the bookings require a different setup type or
count, you can change this information after you complete the reservation. See
“To edit a booking in the Navigator” on page 110 or “ Editing Multiple Bookings
in the Navigator” on page 112.

5. Optionaly, open the Featurestab, and then select the feature, or CTRL-click to select the
multiple features that the room must have.
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6. Click Next.

Up to two tabs are displayed:

The Available tab, which is the active tab and is always displayed, hastwo lists. The
listinthe left paneisalist of all the roomsthat meet some or all of your event
criteria. Thelist intheright paneisalist of al the event dates that must be fulfilled.

&

By default, the available rooms are sorted alphabetically by room code. If your
EMSadministrator has configured the roomsfor your EMSimplementation with a
book sequence, then under Options, select Sort Rooms by Book Sequence to sort
the rooms from lowest to highest book sequence. (If two rooms have the same
sequence, then the rooms are sorted al phabetically by name within the sequence.)

The Conflicts tab is displayed only if there are rooms that are not available for the
requested dates. Optionally, you can open the Conflictstab to view the list of rooms
that were not available for scheduling for the event as well aslist of the events that
are scheduled for each room.

Figure 2-6: Example of best fit room search results

= Reservation Wizard E@
Wizard Template: Options
Available | Conflict (1)
Awailable {7} Room Description Building Days Available Min Capacity Max Capacity Dates (1) Rog
0z 0z DEN 1 0 1 32672012 ()
znz znz DEN 1 0 1
02113 02113 DEN 1 0 1
0z114 0z114 DEN 1 0 1
02120 02120 DEN 1 0 1
02 East 02 East DEN 1 0 10
02 West 02 West DEN 1 0 16
<« [Lm b
Cancel « Previous

7. Optionaly, do one or both of the following; otherwise, go to Step 8.
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Select aroom on the Available tab, and then click Room Info to open the Room Info
dialog box and view information about any bookings for the room, the room
properties, its pricing, and/or to view an image of the room.

Select aroom on the Available tab, and then click Building Hours to open the
Building Hours dialog box which displays the hours that the selected room/building
is open on the reserved date.
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8. Do one of the following:

» If oneisavailable, select the single room that is available for al the requested dates,
and then click the Move button (>) to move the room to the Event Dates list.

» If asingleroom isnot available, select aroom that is available for some of your
requested dates, and then click the Move button (>) to move the room to the Event
Dates list. Repeat this step as needed to fulfill all the event dates.

9. Click Next to continue to “ To specify the event information” on page 57.

To search for a specific room

You can use the specific room search to book a standard EM S room or aroom or areathat is
not managed in EMS. An override room, or “override description,” is used to book an event
in a space that has not been configured in your EMS system. For example, your EMS
administrator might have configured an override room named “ Other Ared’ in the
Engineering building. To book an event in Dr. Wilson's office, which is aroom that is not
defined in EMS, in the Engineering building, you can select the “Other Area’ room and
specify “Dr. Wilson's Office” for the location. EM S does not track availability for events
booked in override rooms; however, EM S reports on events that are scheduled in an override
room just like any other event scheduled for any other room.

1. Select Specific Room.
The Room Selector dialog box opens.

Figure 2-7: Room Selector dialog box

= Room Selector EI@
Building: (&l -
Room Code (106) Room Name Building -
1M 1M CTC £
102 102 CTC
103 103 CTC
104 104 CTC
Arena Arena AA
At Room At Room Kidd Elem.
Aud - A Auditorium A CTC
Aud-B Auditorium B CTC
Auditorium Auditorium CHS
Auditorium Auditorium CTC
Auditorium Auditorium LiB
Auditorium Auditorium PAC
Buselitevivim Buselitevivim TIdg
oK | [ Cancel
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2. Do one of thefollowing:

» Tosdectaroomfromalist of all roomsin all available buildings, select (all) on the
Building dropdown list, select aroom, and then click OK. If the room is configured
as an override room, go to Step 3; otherwise, go to Step 4.

» Tosdect aroom from alist of roomsin aspecific building, area, or view, select the
building, area, or view on the Building dropdown list, select the room, and then click
OK. If the room is configured as an override room, go to Step 3; otherwise, go to
Step 4.

3. IntheLocation field, enter the location of the override room, and then click Next to
continue to “ To specify the event information” on page 57.

4. Click Next.
Two results are possible:

» If theevent is scheduled for a single date and the room is available, then continue to
“To specify the event information” on page 57.

» Indl other cases, (for example, the event is scheduled for asingle date but the room
isnot available or it is a multiple date event), the Available tab opens. Thistab lists
all the event dates for which the specific room is available. Continue to Step 5.

You can open the Conflicts tab to view the list of dates for which the specific room
@ is not available as well aslist of the events that are scheduled for the room.

5. Optionally, before you move a date to the Selected list, do one or both of the following;
otherwise, go to Step 6.

» Click Room Info to open the Room Info dialog box and view information about any
bookings for the room, the room properties, its pricing, and/or to view an image of
the room.

» Click Building Hours to open the Building Hours dialog box which displays the
hours that the selected room/building is open on the reserved date.

6. Do one of thefollowing:

» If the specific room is available for al the event dates, then click the Move All
button (>>) to schedule the room for all the event dates.

» If the specific room is not available, try another approach such as reserving a
different specific room, or using the Standard or Best Fit search method.

7. Click Next to continue to continue to “ To specify the event information” on page 57.
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After you select an event location or locations, you must specify other information for the

event. You must ent

Figure 2-8: Event |
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nformation

er information in the required fields.

nformation window

= Reservation Wizard E@
Wizard Template: Options
Event
Evert Name: Meeting WIP Event: ] Video Conference:
Event Type: Meeting - Intemal - Source: E-mail -
Group/Contacts
Group: -@ [J
(none)
(none)
Room Setup |Biling | Other | Vitual | User Defined Fields | Video Conference
Setup Type: {default) -
Setup Count: 0
Cancel < Previous Finish
8. Enter the event information.
Field | Description
Event
Event Name A name or description for the event.
Event Type The classification for the event.
VIP Event Select this option to mark the event as a Very Important event.
Source The reservation source.

Video Conference

Select this option for a video conference event.

Group/Contact

Group

Dropdown list of all groups that are available in your system for hosting/
sponsoring an event.

Note: If the pre-configured list of groups is too extensive to scroll, then click
the Search icon /_ to open the Groups window and search for a

specific group. See “To search for a group and/or contact” on page
255. If the group that you want to select for the reservation is not
available on the pre-configured list, then you can add the group. See
“To configure groups” on page 257.

Note: Optionally, after you select a group for the event, you can click Group
Info to open a dialog box that provides information (Properties, User
Defined Fields, and Comments) about the group.
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Field

Description

1st Contact
Temp Contact

When you select a group, if a default contact has been defined for the group,
then this field is automatically populated with the name of the contact;
otherwise, the field is blank. You have several options for defining the 1st
Contact for a reservation:

« If the field is blank, but contacts have been configured for the group, you
can select a contact from the pre-configured list.

 If the field is populated with a default value, but other contacts have been
configured for the group, you can select a different contact from the
pre-configured list.

« If the field is blank, and no contacts have been configured for the group, or
the contact that you want to select for the group is not available on the

pre-configured list, you can click the Contact icon E] to open the Contact

dialog box and create a permanent contact for the group. See “To configure
contacts” on page 278.

» If you want to create a temporary contact just for this event, then select
(temporary contact), and in the Temp Contact field, enter the name for the
temporary contact.

Note: If a default contact has been configured for the group, then any
modifications that you make for the contact apply to this reservation
only. The next time you or anyone else creates a reservation for this
group, the 1st Contact field is again automatically populated with the
name of the default contact.

Phone
Fax
Email Address

One more of these fields might be automatically populated depending on how
a selected contact has been configured. You can manually edit these values if
needed.

Note: The Phone and Fax fields have a dropdown list available on which you
can select a different value (Fax, Mobile, Other, or Phone) for the field
label, or you can enter a user-defined value. To enter a user-defined
value, double-click the current field label to select it, and then enter the
user-defined value over the selected label.

Note: If default values have been configured for a selected contact, then any
modifications that you make apply to this reservation only. The next
time you or anyone else creates a reservation for the same contact,
these fields are again automatically populated with the default
information.

2nd Contact
Temp Contact

Define if necessary for the event.

Room Setup tab

Setup Type

If you selected a specific value for the setup type when searching for an event
location, this value is carried forward to this field; otherwise, the field is set to
(default). You can edit this value.

Setup Count

If you selected a specific value for the setup type when searching for an event
location, this value is carried forward to this field; otherwise, the field is blank.
You can enter a value in this field.
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Field

Description

Billing tab

Note: Depending on the group that you select, one or more of these fields on this tab might be
automatically populated with default values. You can edit these default values but any
modifications that you make apply to this reservation only. The next time you or anyone else
creates a reservation for the same group, these fields are again automatically populated with
the default billing information.

Pricing Plan

Indicates what type of pricing is to be used for the event.

Billing Reference
Number

The internal alphanumeric billing code that is associated with the group. You
can manually enter a value in this field, or if a master list of billing reference
numbers has been configured for the group, you can click the Search icon

|:| to open a Billing Reference Numbers dialog box, and select the

apprbpriate value from this list.

Note: To search for a specific billing reference number, enter a search string
in the Find field, and then click Display. Your search is limited to the
exact order of the characters in the string, but the string is not
case-sensitive and it can appear anywhere in the search results. For
example, if you enter co as the search string, the search results can
include CO-123, and 123-CO.

Sales Category

How the group is sorted for purposes of tracking sales figures, for example,
local, regional, national, and so on.

Payment Type

Indicates how the group paid for the event (cash, check, charged, and so on).

PO Number

The internal alphanumeric purchase order number that is associated with the
group. You can manually enter a value in this field, or if a master list of PO
numbers has been configured for the group, you can click the Search icon

] to open a PO Number dialog box, and select the appropriate value from

this list.

Note: To search for a specific billing reference number, enter a search string
in the Find field, and then click Display. Your search is limited to the
exact order of the characters in the string, but the string is not
case-sensitive and it can appear anywhere in the search results. For

example, if you enter co as the search string, the search results can
include CO-123, and 123-CO.

Salesperson

The user who “sold” the event to the group.

Other tab

Event Coordinator

The Event Coordinator who is assigned to the event.

Estimated Event
Attendance

The estimated number of people who are expected to attend the event.

Calendar Style

Dropdown list of all the available formats for printing this event on the Event
Calendar and Event Schedule reports.

URL

The event URL.
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Field Description
Virtual tab
Web User To specify the web users who can view/manage this reservation in VEMS,

click the Searchicon [ | /| to open the Web Users dialog box and search from
a list of registered web users.
* You can search by User Name or Email Address.

» To search a list of all available web users, leave the Search field in the Web
Users dialog box blank, and then click Display.

» To search for a specific web user, enter a search string in the Search field,
and then click Display.

Note: The string is not case-sensitive, but your search is limited to the exact
order of characters in the string and it must begin with the information
for which you are searching. For example, if searching by Email
Address, a search string of bob returns bob.worth@dea.com but not
dbobbett@dea.com.

» To return this field to the (no change) value at any time, click Reset.

Web Process The web process template that defines the functions that are available for the
Template selected web user.

Note: A web user might be assigned to more than one web process
template, so make sure to select the template that is applicable for this
reservation.

User Defined Fields tab

User-defined fields are additional fields that store custom data for a
reservation. Your EMS administrator configures the types of fields that are
available as well as the allowed values for these fields.

* To enter or edit a value for a field, select the field, and then click Set Value.
» To clear a value for a field, select the field, and then click Clear Value.

Note: If a user-defined field is not required here, you can always supply a
value for it at a later date in the Navigator. See “Working with User
Defined Fields in the Navigator” on page 181.

Video Conference tab

Displayed only if you selected the Video Conference option on this window.
N/A for a Best Fit room or Specific Room meeting assignment. You identify the
host endpoint for the video conference on this tab.

Note: Not available in EMS Professional.
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9. Click Finish.

The Navigator window opens. The reservation information appears in the window. You
use this window to add booking details and to make any needed modifications to the
reservation and its bookings. See Chapter 3, “The Navigator,” on page 77.

until you click Finish. Although unlikely, it is possible for another user to select
and reserve a room during the time period after you have selected the room but
before you have finalized the reservation. If this occurs, after you click Finish, a
message opens stating that your reservation conflicts with an existing reservation.

i A reservation is not complete and rooms are not removed from the Available list

Depending on how your EMS administrator has configured your system, user
defined questions (UDFs), comments, and/or reminders might be automatically
displayed for the reservation in the Navigator. Contact your EMS administrator if
you have any questions about this.
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Viewing and Editing Reservations in the
Reservation Book

The Reservation Book provides agraphical view of all the confirmed reservations (the
reserved time as well as the room for which the reservation is scheduled) for your
organization. (Cancelled bookings are not shown.) You use the Reservation Book to the view
information for areservation, to edit an existing reservation, and to make a new reservation.
In addition, before you edit or make areservation, you can change the Reservation Book
display so that it better suits your working needs.

Reservation Book
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To open the Reservation Book, on the EM Stoolbar, click the Book icon Book . Thefirst time
that you open the Reservation Book for your EM S implementation, by default, the Room
Filter dialog box opens on top of ablank Reservation Book. You can leave the room filtering
criteriaset to their default values, or you can select different values as needed, and then click
OK. All reservations that meet the filtering criteria and that are scheduled for the current
day’s date are displayed in the book in the Daily view.

You might need to use the book’s scroll features to scroll through all the
@ reservations that are scheduled for the current day’s date.

The Reservation Book has the following appearance:

*  Minimum and maximum capacities are displayed next to room descriptions.

» Thecurrent timeisshown by avertical linein the grid, called the Current Time Indicator.

» If building hours have been configured for a building, then thisinformation is displayed
for the building.

» Thereservations are displayed with three components:
e A left bar that indicates the setup time.
* A middle bar that indicates, by default, the event name.
* Aright bar that indicates the teardown time.

See Figure 2-9 on page 63.
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Figure 2-9: Reservation Book, Daily view (default display)

No. of rooms in Min. and max. capacities Current Time Indicator
Building tr|1e building for |;d|cated room /
~ Reservation|Book - Building: Denver 2/22/2012 Wed (4 fookings) (=% B =<=|
Building: Denver ~ | view: Daiy Print e Zone:  Mountain Time ~ Refresh | Options
Date: 2/22f: Wed - Today Day 4 » eek 4 b | Month 4 B | Year 4 b
ilter lednesday. Febnuary 22, 2012
8 9 10 " 12p 1 2 3 4 5 6 7 8 9 1
Rooms (15)
Test1
Test? o0
estd 10-20
1
1
1
1
10
02714 1
02.120 1
02 West 1
Vistor
‘ ;
Reservation setup Reservation middle  Reservation
time bar w/ event name teardown time

If an event is scheduled for aroom that is a component of a combination room, then the
reservation text is displayed in black. A duplicate reservation is also shown for the
combination room; however, the reservation text is displayed in gray to indicate that a
component of the combination roomis currently booked for the indicated time and therefore,

the combination room is not available.
Figure 2-10: Components booked and combination room unavailable

Event scheduled for a combination
- .
Lab MAL MS . room component. Text is black.

Lab MAC/PC [ 1 - ——Combination room. Text is gray.
Event scheduled for a combination

Lab PC 1H5| B ~——50m component. Text is black.

Conversely, if an event is scheduled for a combination room, then the reservation text for the
combination room is displayed in black and the reservation text for each component is
displayed in gray. Thisreversed color coding indicates that the component roomis currently
booked for the selected time and that none of the components is available.

Figure 2-11: Combination room booked and components unavailable

Event scheduled for a combination

Lab MAC o ' room. Text is gray.

Combination room booked. Text is
Lab MAC/PC ﬂHSI | black.

Event scheduled for a combination
Lab PC . ! -l——oom component. Text is gray.

63



Chapter 2
Reservations and Bookings

You can carry out the following actions in the Reservation Book:

» Change the Reservation Book display. See “To change the Reservation Book display”
below.

* View reservation information. See “ To view reservation information” on page 70.
* Makeanew reservation. See “ To make a new reservation” on page 74.

» Edit an existing reservation. See “ To edit an existing reservation” on page 74.

To change the Reservation Book display

1. Onthetoolbar, click the Book icon B:Dk‘ .
The Reservation Book opensin the Daily view. See Figure 2-9 on page 63.

2. Optionally, you can do one or more of the following to change the Reservation Book
display:

» Changethelist of roomsthat are displayed in the Reservation Book based on room
properties. See “List of Rooms (Room Properties)” on page 65.

» Changethelist of roomsthat are displayed in the Reservation Book based on a
specific room or rooms. See “List of Rooms (Specific Rooms)” on page 66.

» Change the Reservation Book view. See “Reservation Book view” on page 66.

» Change multiple display options for areservation. See “Display Options’ on page
67.

»  Select which itemsto includein the tooltip that opens when you place the cursor over
an event in the Reservation Book. See “ Tooltips’ on page 69.

* Change the display date using the calendar. See “Display Date (Calendar)” on page
69.

» Change the display date using the Reservation Book scroll features. See “Display
Date (Scroll Features)” on page 70.
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List of Rooms (Room Properties)

If the Filter Rooms dialog box is not already open, then above the Rooms list, do the
following:

1. Click Filter.

The Filter Rooms dialog box opens. The room filtering criteriais set to the following
default values—Filter Type is Room Properties, Room Type is None, and Room
Availability is All Rooms.

Figure 2-12: Filter Rooms dialog box, Room Properties selected

= Filter Rooms EI@

Fitter Type

@ Room Properties Specific Rooms

Building: London -
Floor: {ally -
Foom Type: {ally -
Capacity:
Room Availability
@ All Rooms Rooms Without Bookings Rooms With Bookings

[ ok ][ Ccancel

2. Select Room Properties, and then do one or more of the following

Leave the Building dropdown list set to the default value of (all) buildings, or select
aspecific building, area, or view.

Select a specific floor.
Select a specific room type.
Select Capacity and then enter a capacity.

Select Academic to limit the search to academic rooms. (This option is available
only if you have an EMS Campus.)

@ The Academic option is available only in EMS Campus.

Select a Room Availability option.

3. Click OK.

The Filter Rooms dialog box closes. The room display in the Reservation Book is
changed accordingly.
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After you carry out a search, you can click Reset at the top of the Rooms list to
reset all roomfiltering criteria (Filter Type, Room Type, and Room Availability) to

their default values,

List of Rooms (Specific Rooms)

If the Filter Rooms dialog box is not already open, then above the Roomslist, click Filter to
open the dialog box and select Specific Room. Select the room, or CTRL-click to select
multiple rooms on the Available list, and then click the Move (>) button to move the selected
rooms to the Selected list. The Reservation Book is updated to show bookings only for the

selected rooms.

Figure 2-13: Filter Rooms dialog box, Specific Room selected

= Filter Rooms
Fitter Type
Room Properties @ Specific Rooms

Available (3) Foom Descri Selected (0) Foom
CHS Auditorium Auditori

CHS Base Field 1 Base Fi

CHS Gym Gymna: <L

CHS Library Library

CHS Lobky Lobky

CHS Outside Venue Outside

CHS Pool Pool

CHS Science Lab Scienc

CHS Soccer 1 Soccer

4 10 [3 4 1

Description

] | Cancel

Reservation Book view

On the View dropdown list, select Daily, Weekly, or Monthly.
Figure 2-14: View dropdown list

View: Daly - F

ol Daity "

Weeldy I

Filter Monthhy

or monthly view, you can make a new reservation only in the daily view.

@ Although you can view currently scheduled reservationsin either the daily, weekly,
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Click Options (upper right hand corner of Reservation Book) to open the Book Options
dialog box (the General tab is the active tab) and change multiple display options not only

for the Reservation Book,

but also areservation in the book.

Figure 2-15: Book Options dialog box

= Book Options [F=3 Eol 5
General | Toal Tip Display

Start Hour: 7-00 AM B
Automatically Refresh:  Never -
Display Rooms Without Bookings
@ Event Name () Setup Type () Group Highlight Rooms:

Highlight Color: =
Time Display Interval g ~oler - LJ
@ 15 Minutes O 10 Minutes ) 5 Minutes Booked Space Status Only: O
Maximum Mo. of Rooms Room Display
~ 100 @ 250 ) 500 ") Room Code @ Room Description
Booking Colors Based On Building Display
@ Status _) Evert Type ~) Building Code @ Building Description
Go To Today On Startup
[] Mways Prompt For Room Fitter On Startup
[7] Hide Cument Time Indicator
Show “(all)' in Building List
Show Capacity
[ Hide Booking Shadow

oK | [ Cancel
Option Description
Start Hour The daily start time for the Reservation Book display.

Automatically Refresh

The time interval at which the Reservation Book display is automatically
refreshed.

Display

The information that is displayed in the middle bar for a reservation.

Time Display Interval

Changes the granularity of the time display interval.

Maximum No. of Rooms

The maximum number of rooms to display in the Reservation Book.

Booking Colors Based
On

The color of the bookings in the reservation. Select one: Status, Event
Type, or Check-in Status (for EMS Workplace only.)

Rooms Without Whether to highlight rooms without bookings and if so, the highlight

Bookings color. If both Highlight Rooms and Booked Space Status Only are
selected, then only those rooms that do not have a Booked Space
status are highlighted.

Room Display Display the room code or the room name for a reservation.

Building Display

Display the building code or the building name for a reservation.
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Option

Description

Go To Today on Startup

If selected, the Reservation Book opens to the current day’s date;
otherwise, it opens to the last date viewed.

Always Prompt for
Room Filter on Startup

If Show ‘(all)’ in Building List is also selected, then when you open the
Reservation Book, the Room Filter dialog box opens on top of the
Reservation Book. You can select different options on this dialog box to
display only specific reservations in the book, for example, bookings
only for selected rooms. If you do not select any options on this dialog
box, but instead simply close it, then all reservations for all rooms in all
buildings are displayed in the book.

Hide Current Time
Indicator

Show or hide the vertical bar that indicates the current time for current

day.

Note: The Current Time indicator is displayed only if the view is the
Daily or Weekly view and the view includes the current day’s
date.

Show ‘(all)’ in Building
List

Show the “all” option on the Building dropdown list; otherwise, a user
must select a specific building. If this option is selected in conjunction
with Always Prompt for Room Filter on Startup, then when you open the
Reservation Book, then the Room Filter dialog box always opens on top
of the Reservation Book. If you are setting your Reservation Book
options, and you do not want to the Room Filter dialog box to open on
top of the Reservation Book when you open the book, then do the
following:

¢ Clear Always Prompt for Room Filter on Startup.
¢ Clear Show (‘all’) in Building List.

¢ On the Building dropdown list in the Reservation Book, select any
building, area, or view.

Note: The building, area, or view that you select is not important. This
last step just clears the “all” building option from the Reservation
Book cache and ensures that the Room Filter dialog box does
not open on top of the Reservation Book. Going forward, you can
always select all buildings, or any specific building, area, or view
as needed when you are working in the Reservation Book.

Show Capacity

Show the minimum and maximum capacities next to the room
description.

Hide Booking Shadow

Hide the vertical shadow bar that highlights the reserved and/or event
start times and end times when a user moves a booking in the
Reservation Book.
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Tooltips

Click Options (upper right hand corner of Reservation Book) to open the Book Options
dialog box, and then open the Tooltip Display tab and select which itemsto include in the
tooltip that opens when you rest the mouse pointer on an event in the Reservation Book.

Figure 2-16: Book Options dialog box, Tooltip Display tab

= Book Options EI@
Tool Tip Display
Description

Date

[ Building

Foom

Group

Event Name
Reserved Time
Event Time

Setup Information
Status

Reservation |0
Booking 1D

[ 1st Contact Name
[T 1st Contact Phone
[7] 1st Contact Fax

st Contact Email Address
[ Biling Reference

[ Service Orders Exist

[ Evert Type

[ Evert Coordinator

[ Salesperson

[ First Booking

[] Last Booking

[ Total No. Bookings

oK | [ Cancel

Display Date (Calendar)

On the Date field, click the dropdown arrow to open the Calendar. Use the scroll features (<
and >) at the top of the calendar to change the month or year. To select adifferent date for a
month, click the date.

Figure 2-17: Reservation Book calendar

Date: 1/19/2010Tue = Tt

4 January 2010 #
5 M TWTF 5
2728 29 30 31 1 2
3 4 5 58 7 8 9
10 11 12 13 14 15 156
17 18 fE] 20 21 22 23
24 25 26 27 23 29 30
31 1 2 3 4 5 6

[Tuday ] [ Close ]
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Display Date (Scroll Features)

Use the scroll features at the top of the reservation book display to scroll to a different day,
week, month, year, or any different combination of these.

Figure 2-18: Reservation Book calendar scroll features

Day 4 F Week 4 ¥ | Momth 4 » Year 4 B
Friday, January 29, 2010

To view reservation information

70

1. Onthetoolbar, click the Book icon Bk

The Reservation Book opensin the Daily view. See Figure 2-9 on page 63.

Optionally, when the Reservation Book first opens, before you view, edit or make a
reservation, you can change the Reservation Book view so that it better suits your
working needs. See “ To change the Reservation Book display” on page 64.

2. Optionaly, you can do one or more of the following to view the reservation information:

View the reservation in the Navigator by doing one of the following:
» Double-click the middle bar for the reservation entry.

» Right-click the reservation entry and on the context menu that opens, click
Open.

See Chapter 3, “The Navigator,” on page 77.

View the bookings for aroom. See “Room Bookings” on page 71.
View the properties for aroom. See “Room Properties’ on page 71.
View the pricing for a booked room. See “Room Pricing” on page 72.
View any images of the room. See “Room Images’ on page 72.

View the user defined fields (UDFs) that are associated with the room. See “Room
UDFs’ on page 73.

View the setup information, event information, or teardown information for a
reservation. See “Room Information” on page 73.

Change the time zone in which to view all your bookings. See“Time Zone” on page
73.
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Room Bookings

Click the room name or code in the Rooms list to open the Bookings tab for the Room Info
dialog box. The tab on this dialog box lists al the bookings for the selected room based on
the current view (Daily, Weekly, Monthly) and on the date that is shown in the Datefield. To
view a booking in the Navigator, select the booking, and then click Open.

Figure 2-19: Room Info dialog box, Bookings tab

= Reom1nfo [E=8 B =)
Bookings | Room | Pricing | Images | User Defined Fields
Date Reserved Stat  Reserved End  EventStat  EventEnd ~ TmeZome  Room  Event Name
3/9/2012 Fi 5:15PM 7:30PM 5:15PM 730PM uT 02111 Meeting
L3

Room Properties

Click the room name or code in the Rooms list to open the Bookings tab for the Room Info
dialog box, and then open the Room tab. The tab on this dialog box lists al the propertiesfor
the room, such as the room code, the room name, the room classification, and so on. It also
lists the setup type and capacity for the room, and any notes that have been entered for the

room.
Figure 2-20: Room Info dialog box, Room tab
= RoomInfo (=% B =<=|

Bookings | Room | Pricing | Images | User Defined Fields

Propetties
Field Value
Room o2
Room Name 02111
Classification Standard
Building Denver ll
Notes Room URL
Building URL
Setup Features
Setup Type Capacity Feature Resource
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Room Pricing

Click the room name or code in the Rooms list to open the Bookings tab for the Room Info
dialog box, and then open the Pricing tab. Thistab displays any pricing information that was
defined for the room.

Figure 2-21: Room Info dialog box, Pricing tab

= Roominfo e
Bookings | Reom | Pricing | Images | User Defined Fields |
Rale Schedue + PicngMethod  Frce  Discont  Min.Chage  Max.Chage  FatPice  Haf Day Pr
| Standard | urit [s1000 |0 [s.00 500 500 500
D

Room Images

Click the room name or code in the Rooms list to open the Bookings tab for the Room Info
dialog box, and then open the Images tab. This tab displays any uploaded images of the
room.

Figure 2-22: Room Info dialog box, Images tab

= Roomnfo [E=8 B =)

| Bookings | Room | Pricing | Images | User Defined Fields |

Description -

[

- w1

b

|
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Room UDFs

Click the room name or code in the Rooms list to open the Bookings tab for the Room Info
dialog box, and then open the User Defined Fields tab. Thistab displays any UDFsthat have
been associated with the room.

Figure 2-23: Room Info dialog box, User Defined Fields tab

= Room Info = e =]
Bookings | Room | Pricing | Images | User Defined Fields
Sequence Field Valus
0 Call-in Number for Room

Room Information

Rest the mouse pointer on the left bar, middle bar, or right bar for the reservation entry. A
tooltip showing the respective setup, event, or teardown information opens.

Figure 2-24: Viewing setup information

Date: 3/8/2010 Mon
Room: Lab MAC
Group: Computer Sciences Department
Event Name: MS] Final Exam
Contact Email Address:
Reserved: 7:00 AM to 6:30 PM
Event Time: 8:00 AM to 5:30 PM
Setup Type: Classroom (25)
Status: Corfimed
Reservation 1D: 332
= | Booking ID: 4684 ol
Services: Room Charge

Time Zone

If buildings that are located in multiple time zones are currently displayed, you can specify
the time zone in which to view all of your bookings.

Figure 2-25: Changing the time zone
~ Reservation Book - Building: City High School 3/7/2010 Sun (Empty) =n| ol <

Building: City High School - | View: Weekly = | Print Time Zone: Mountain Time ~ Refresh | Options
Date: 3/7/2010 Sun - Today Day 4 » Week 4 » | Month 4 | Year 4 » m
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To make a new reservation
1. Onthetoolbar, click the Book icon Bk .
The Reservation Book opensin the Daily view. See Figure 2-9 on page 63.
2. Change the display to show the room for which you are making the reservation.

3. Select the date for which you are making the reservation.

@ You must leave the Date view in the Daily display.

4. Inthe Time Grid next to the room, click and hold the left mouse button, drag the mouse
to schedule the room and time, and then rel ease the mouse button to open the
Reservation Wizard.

As you drag the mouse, the cursor changes to a double-headed arrow and a blue
horizontal bar is displayed.

Figure 2-26: Making a new reservation in the Reservation Book

= Reservation Book - Building: City High School 11/3/2010 Wed (Empty) =N ECR =<
Building: City High School ~ |View: Dally ~ | Print Refresh | Options
Date: 11/3/2010 Wed ~ Today Day 4 »| Week 4 »| Month 4 b | Year 4

Filter Wednesday, November 03, 2010

7 8 3 10 1 2 1 2 3 4 5 5 7 8 3 1(
Rooms (10)

Audttorium

Base Fsd

Corference Room 17
Gymnasium

Library

Outside Venue

Pool

Science Lab

5. Continueto “Making a Reservation Using the Reservation Wizard” on page 45.

To edit an existing reservation

1. Onthetoolbar, click the Book icon Bk

The Reservation Book opensin the Daily view. See Figure 2-9 on page 63.

Optionally, when the Reservation Book fir st opens, before you view, edit or make a
reservation, you can change the Reservation Book view so that it better suits your
working needs. See “ To change the Reservation Book display” on page 64.
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2. Optionaly, you can do one or more of the following to edit an existing reservation:

Step Action
Change the setup time for a « Drag the left bar horizontally to a new time.
reservation » Click Yes in the Confirm Change dialog box.
Change the event time « Drag the middle bar horizontally to a new time.

¢ Click Yes in the Confirm Change dialog box.

Change the teardown time for a « Drag the right bar horizontally to a new time.

reservation « Click Yes in the Confirm Change dialog box.

Edit the reservation building, room, | ¢ Drag and drop the reservation to a new room that is the

time, or both same building or in a different building, and/or to a new
time.

¢ Click Yes in the Confirm Change dialog box.

3. Optionally, you can right-click on areservation in the Reservation Book, and on the
context menu that opens, select one of the following:

Option Description

Open Opens a reservation in the EMS Navigator.

Add to Personal Calendar Adds the reservation to your personal calendar.

Move Forward Move the reservation date forward by one day or one week.

Move Backward Move the reservation date backward by one day or one week.

Move to Specific Date Move the reservation to a specific date.

Change Status Change the status of the reservation.

Copy Bookings Opens the Copy Bookings wizard. See “Copying Multiple
Bookings in the Navigator” on page 129.

Swap Rooms With Another Swap the room assignments of two events. The swap option

Booking (EMS) is applicable only for two events that have identical meeting
patterns.

To swap rooms:

« Right-click on one of the two reservations that you are
swapping, and on the context menu that opens, click Swap
Rooms.

« Click on the other of the two reservations that you are
swapping.
¢ Click Yes in the Confirm Change dialog box.

Note: If the rooms that you are swapping have been
configured with a default setup type, and the setup
count is not within the capacity of one or both rooms,
a message opens indicating this, but you are not
prevented from swapping rooms.

Swap Rooms With Another Swaps only the two bookings selected for the indicated day.
Booking (EMS Campus) (Just like Swap Rooms With Another Booking in EMS.)
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Option Description

Swap Rooms With Another Course | If the meeting patterns of two courses are identical, then the
(EMS Campus) swap is allowed and all bookings between the two courses for
the entire term are swapped.

Highlight Related Bookings Highlights the bookings that belong to the same reservation.
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The Navigator isawindow in EMS that you use to view and manage all aspects of a

reservation including bookings and booking details.

This chapter covers the following topics:

“Navigator Overview” on page 79.

“Adding Bookingsto a Reservation in the Navigator” on page 97.
“Editing a Reservation in the Navigator” on page 98.

“Repricing Categories and Room Charges for a Reservation” on page 100.

“Changing the Status for a Reservation from the Reservation Summary tab” on page 102.

“Copying a Reservation in the Navigator” on page 106.

“Editing a Booking in the Navigator” on page 109.

“Editing Multiple Bookings in the Navigator” on page 112.

“Moving Bookings to a Different Reservation” on page 127.

“Copying Multiple Bookingsin the Navigator” on page 129.

“Booking Details and Items Overview” on page 133.

“Adding Booking Details and Itemsto Individual Bookings’ on page 138.
“Adding Booking Details and Items to Multiple Bookings’ on page 148.
“Adding Booking Detail Itemsto Multiple Bookings’ on page 155.
“Editing Booking Detail Items for Individual Bookings’ on page 157.
“Editing Booking Detail Item Charges for Multiple Items’ on page 161.
“Editing Count Information for a Booking” on page 163.

“Applying a Reservation Discount” on page 165.

“Copying Booking Details Between Bookings’ on page 167.

“Deleting Booking Detail Items from Multiple Bookings’” on page 170.
“Deleting Booking Details from Multiple Bookings’™ on page 173.

“Working with Comments and Reminders in the Navigator” on page 175.

“Adding Multiple Comments and Reminders to a Reservation” on page 179.
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*  “Working with User Defined Fields in the Navigator” on page 181.
«  “Working with Attachmentsin the Navigator” on page 184.

*  “Working with Drawings in the Navigator” on page 188.

* “Running the Resource Utility Conflicts Tool” on page 192.
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Navigator Overview

This section provides an overview of opening areservation in the Navigator, the Navigator’'s
layout and folder structure, and the commands that are available in the Navigator.

Opening a reservation in the Navigator
After you create a new reservation using the Reservation Wizard, the reservation opens
automatically in the Navigator. You can also manually open the Navigator by:

» Selecting areservation, booking, or service order to open directly in the Navigator. See
“Opening areservation directly in the Navigator” below.

*  Opening areservation through the Reservation Book. See* Opening areservation through
the Reservation Book™” on page 80.

»  Opening areservation through a group. See “ Opening a reservation through a group” on
page 80.

»  Opening areservation through a search. See* Opening areservation through asearch” on
page 80.

Opening a reservation directly in the Navigator

1. Onthetoolbar, click the Navigator icon '? to open the Open Navigator dialog box.

MNavigator

Figure 3-1: Open Navigator dialog box

= Open Navigator EI@
Open: Reservation -
Reservation No.: 1]—
Reservation |0 Event Name Browse
1453 Qual/Quant Recitation
—

2.  Onthe Open dropdown list, select the item that you are opening—reservation, booking,
or service order.
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3. Do one of thefollowing:

* Inthe No. field, enter the number for the reservation, service order, or booking, and
then click OK.

» Toenter thelast reservation, booking, or service order that you made during your
current or last EM S session, double-click in the field, and then click OK.

If you do not know the reservation number, you can search for the reservation. On

@ the Open Navigator dialog box, click Browse to open the Browser, and then
continue to “ Searching with the Browser or with the WWeb Reservation Tool” on
page 197.

Opening a reservation through the Reservation Book

On the toolbar, click the Book iCoN e tO open the Reservation Book, and then in the
Reservation Book, double-click a booking for the reservation to open the reservation in the
Navigator. See “Viewing and Editing Reservations in the Reservation Book” on page 62.

Opening a reservation through a group

You can search for areservation for a group and open the reservation in the Navigator from
the group-specific window. See “Working with Reservations for a Group” on page 295.

Opening a reservation through a search

You can search for areservation using the Browser, the Web Reservation Tool, and/or the
Calendar, and then double-clicking the search result entry to open the reservation in the
Navigator. See Chapter 4, “ Search Tools,” on page 195.

You can also click Browse on the Open Navigator dialog box to open the Browser
search tool.



Chapter 3
The Navigator

Layout and folder structure

The Navigator has three panes—aleft pane, atop right pane, and a bottom left pane. The left
pane displays a selected reservation, all the bookings for the reservation, and the details for
each booking in a Windows Explorer-style folder structure. The top-level folder isthe
reservation folder. The foldersthat are located beneath areservation folder are the booking
folders. The folders that are located beneath a booking folder are the booking detail folders.
The top right pane of the Navigator displays different tabs and options depending on the
folder or item that is selected in the |eft pane of the Navigator. The bottom right pane of the
Navigator functions just like a browser window (see “ Getting Started with EMS’ on page
27), and it also displays different information and options depending on the folder or item
that is selected in the left pane.

Figure 3-2: Navigator window with a reservation folder selected

= Navigator - Tour of California Stage Preview (Reservation No. 21263) =N ECR =<
Open Reservation View Alerts Print Refresh | Settings

P Tour of Califomia Stage Freview (Reservation No. 21263) | @ PO Number Alocation | 3 Reminders @ | € Comments®) | 7 Attachments (©)

Ui /2672012 Mon 530 PM - 2. West [* % UserDefined Fiekds (1) | @) Transactions (@) _ | &) Hstoy__ | % Emais (D)
5\ /2772012 Tue 530 PM - 02 West Resotion Sy | Srm———r—rr———
5\ /2872012 Wed 5.30 PM - 02 West L

5\ 3/29/2012 Thu 530 PM - 2. West
5\ 3/30/2012 Fr 5:30 PM - D2 West

Event Name: Tour of Califomia Stage Preview Edit

Group: Denver Cycling Club Status Confirmed " Confrmation |
1st Contact {none) Evert Coordin... {none)

Phone: Salesperson: (none) Change Status
Reservation Mo: 21263 ———
Update Pricing

Date Start  End Time Zone  Building Room  Event \&I

3/25/2012Mon 5:30 PM 9:30PM MT DEN 02.West Tour of Califor Delete

3/27/2012Tue 5:30PM 9:30 PM MT DEN 02.West Tour of Califor Tools

3/28/2012 Wed 5:30 PM 9:30 PM MT DEN 02.We: ‘our of Califor|
3/28/2012Thu  5:30PM 9:30 PM MT DEN 02.We: ‘our of Califor|

3/30/2012Fri  5:30PM 9:30 PM MT DEN 02.West Tour of Califor| [ confimation

EEEEE

Reservation folder

A reservation folder contains the who and the what information for the reservation. When
you select areservation folder in the left pane of the Navigator, the reservation number is
displayed in the title bar of the Navigator, and the following tabs are displayed in the upper
right pane of the Navigator:

* Reservation Summary tab—The Reservation Summary displays information about the
selected reservation, including the event name, the group for which the reservation was
made, the group contact name, the group contact phone number, and the reservation
number.

»  Properties tab—The Properties tab displays not only the same information as the
Reservation Summary tab, but also information such as the event type, the second group
contact, the date that the reservation was added, the date that the reservation was changed,
and so on.
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Billing Reference Allocation tab—BY default, the charge for areservation is alocated to
asingle billing reference number. On the Billing Reference Allocation tab, you can
allocate the charge for areservation to multiple billing reference numbers by percentage.
See “To alocate charges to multiple billing reference numbers and/or PO numbers’ on

page 83.

Your EMS administrator must enable the Use Billing Reference Allocation
parameter for thistab to be displayed. See EMS System Parametersin the EMS
Setup Guide.

PO Number Allocation tab—By default, the charge for areservation is allocated to a
single purchase order (PO) number. On the PO Number Allocation tab, you can allocate
the charge for areservation to multiple billing PO numbers by percentage. See“To
alocate charges to multiple billing reference numbers and/or PO numbers’ on page 83.

Your EMS administrator must enable the Use PO Number Allocation parameter
for thistab to be displayed. See EMS System Parameters in the EMS Setup Guide.

Reminders tab—The Reminders tab displays any reminders that were created for the
selected reservation. See“Working with Comments and Remindersin the Navigator” on
page 175.

Comments—The Comments tab displays any text entries that were made for the selected
reservation. See“Working with Comments and Remindersin the Navigator” on page 175.

Attachments tabb—The Attachments tab displays any attachments (files) that have been
saved with the reservation. See “Working with Attachments in the Navigator” on page
184.

User Defined Fields—The User Defined Fieldstab displaysthe additional fieldsthat store
custom datafor areservation. Y our EM S administrator configures the types of fields that
are available as well as the allowed values for these fields. See “Working with User
Defined Fieldsin the Navigator” on page 181.

Transactions—The Transactions tab displays any invoices that were generated for the
selected reservation or any payments that were applied to the selected reservation. See
Chapter 9, “Billing,” on page 361 for detailed information about invoices and other
financial transactionsin EMS.

History tab—The History tab displays the history for the reservation—the date that a
changewas madeto thereservation, the ID of the user who madethe change, thefield that
was changed, the old field value, and the new field value.

Emails tab—The Emails tab displays any summarizing information for any emails that
were sent via SMTP to the group for whom the reservation was made. See “ Sending
Email from EMS’ on page 414.
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Also, when you select areservation folder:

All the tabs in the upper pane of the window have some of the basic features of an EMS
browser window. Y ou can change the width of the data columns, you can sort the data
columns on atab in either ascending or descending sort order, and you can rearrange the
column order by dragging a column to anew location using the column heading. See”An
EMS Browser Window” on page 35.

The bookings for the selected reservation are displayed in the Bookings pane (the lower
right pane) of the Navigator. The colored rectangle to the left of a booking indicates the
booking' s status. If abooking has been canceled, aCanceledicon 4 isdisplayed onthe
booking folder in both the Reservation (Ieft) pane and the Bookings pane.

Y ou can right-click in the upper pane and open a context menu with optionsfor emailing
the group for which the reservation was made, or the first contact for the group.

To allocate charges to multiple billing reference numbers and/or PO numbers

The following procedure details how to allocate a reservation charge to multiple
billing reference numbers; however, by analogy, you can follow this procedure to
allocate booking charges or booking detail charges to multiple billing reference
numbers and/or PO numbers.

For a selected reservation, open the Billing Reference Allocation tab, and then click
Edit.

The Billing Reference Allocation dialog box opens. By default, when this dialog box
first opens, it displays the charge for the reservation allocated 100% to a single billing
reference number placeholder.

Figure 3-3: Billing Reference Allocation dialog box

= Billing Reference Allocation EI@
HApplies To: Tour of California Stage Previews (Reservation No. 21267)
Biling Reference Percent MNew
100% Edit
Delete
oK | [ Cancel
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2. Select the billing reference number placeholder, and then click Edit.
The Split Billing Add dialog box opens.
Figure 3-4: Split Billing Add dialog box
= Split Billing Add =] =@ |3

Biling Feference: Ll

0K || Cancel |

3. Do oneof thefollowing:

» Enter the billing reference number to which you are allocating the reservation
charges, and then click OK.

The Split Billing Add dialog box closes. You return to the Billing Reference
Allocation dialog box with the newly added billing reference number alocated at
100%. Continue to Step 5.

e Click the Searchiicon |:| to open a Billing References dial og box, and then do one
of the following:

» Select ahilling reference number from the list, click Select, and then click OK.

* IntheFind field, enter a search string, and then click Display to display alist of
all billing reference numbers that meet your search criteria. Select the
appropriate billing reference number from the search results, click Select, and
then click OK.

Your search islimited to the exact order of the charactersin the string, but the
@ string is not case-sensitive, and it can appear anywhere in the search results. For
example, a search string of 445 returns both 123.445.678 and 445.678.123.

The Billing References dialog box closes. You return to the Split Billing Add dialog
box with the selected billing reference number displayed in the dialog box. Continue
to Step 4.

4. Click OK.

The Split Billing Add dialog box closes. You return to the Billing Reference Allocation
dialog box with the selected billing reference number allocated at 100%.
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5. Do one of the following:

To alocate the reservation charges to only this single billing reference number, click
OK.

The Billing Reference Allocation dialog box closes and you return to the Navigator.
The newly added billing reference number, alocated at 100%, is displayed on the
Billing Reference Allocation tab.

To allocate the reservation charges to multiple billing reference numbers, continue to
Step 6.

6. Click New.
The Split Billing Add dialog box opens.
Figure 3-5: Split Billing Add dialog box

= Split Billing Add =N R ==

Billing Reference: Ll

0K || Cancel |

7. Do one of the following:

In the Billing Reference field, enter a billing reference number., and then click OK.

Click the Search icon |:| to open a Billing References dialog box, and then do one
of the following:

»  Sdlect ahilling reference number from the list, click Select, and then click OK.

* IntheFind field, enter a search string, and then click Display to display alist of
al billing reference numbers that meet your search criteria. Select the
appropriate billing reference number from the search results, click Select, and
then click OK.

Your search islimited to the exact order of the charactersin the string, but the
string is not case-sensitive, and it can appear anywhere in the search results. For
example, a search string of 445 returns both 123.445.678 and 445.678.123.

The Split Billing Add dialog box closes. You return to the Billing Reference Allocation
dialog box with each of the newly added billing reference numbers displayed with a 0%
alocation.

8. Repeat Step 6 and Step 7 until you have added all the needed billing reference numbers.
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9. For each new hilling reference number, double-click in the Percent field to select the
percent, and then change the percent to the appropriate value.

@ The percentages must add up to 100%.

10. Click OK to close the Billing Reference Allocation dialog box and return to the Billing
Reference Allocation tab.

All the billing reference numbers and their percent allocations are displayed on the tab.

Booking folder

Booking folders contain the where and when information for the reservation. If you can
expand a booking folder, thisindicates that details have been added to the booking. The
booking details for the selected booking are displayed in the Booking Details pane (the lower
right pane) of the Navigator. A green background for a booking detail folder indicates that
one or more booking detail items have been invoiced for the booking.

Figure 3-6: Navigator window with a booking folder selected

= Navigator - Tour of California Stage Preview (Reservation No. 21263) (Bocking No. 57163) =] ==
Open Reservation View Alerts Print Refresh | Settings
4 Tour of Calfomia Stage Preview (Reservation No. 21263) [ = Biling Reference Alocation | & PO Number Alocation | %5 Reminders () | €2 Comments (0)
2 ‘2 ""' 02 West | mtachmerts(@) | % Dmwings(@ | ¥ UserDefredFields @ | & Histary
H ering - 7
Booking S
Catering - 5:30 PM Wi Booking Summary + Propetties I
Mutimedia & Equipment Date 3/26/2012 Mon Evert Name: Tour of Califonia Stage Previe Edi
l-p 3/27/2012 Tue 5:30 PM - 02.West Reseved: 530 PM-930 PM  locaton:  DEN - 02 West —
)y 3/28/2012 Wed 5:30 PM - 02 West Event 6:00 PM-9:00 PM  Evert Type: Team Meseting oo dliogy
- 3/29/2012 Thu 5:30 PM - 02 West Setup Typs:  Conference Status: Confirmed R
& Wi 3/30/2012 Fri 5:30 PM - 02 West Booking No.: 57163 Setup Count: 0
New
N Edit
Category Service Start |End  Reviewed State
Catering Delivery Service 5:30PM 6:00 PM Yes Approved Delete
Catering Delivery Service 5:30PM 5:00 PM Yes Approved Tools
Multimedia & Equipment {none) Yes Requested
kems
Print
3Records Close

When you select a booking folder in the left pane of the Navigator, the booking number is
displayed in the title bar of the Navigator, and the following tabs are displayed in the upper
right pane of the Navigator:

»  Booking Summary tab—The Booking Summary displaysinformation about the selected
booking, including the event date, the reserved time, the event time, and so on. If you use
Outlook as your email program, you can do the following from this tab:

» To add the selected booking to your personal calendar, click Outlook > Add to
Personal Calendar.

» Tosendinvitations for the meeting to one or more contactsin your Outlook Address
Book, click Outlook > Send Invitation.



Chapter 3
The Navigator

Propertiestab—The Propertiestab displays not only the sameinformation asthe Booking
Summary tab, but also information such as the event type, the setup count, the date that
the booking was added, the date that the booking was changed, and so on.

Billing Reference Allocation tab—BY default, the charge for abooking is allocated to a
single billing reference number. On the Billing Reference Allocation tab, you can allocate
the charge for a booking to multiple billing reference numbers by percentage. See “To
allocate charges to multiple billing reference numbers and/or PO numbers’ on page 83.

Your EMS administrator must enable the Use Billing Reference Allocation
parameter for thistab to be displayed. See EMS System Parameters in the EMS
Setup Guide.

PO Number Allocation tabb—BY default, the charge for abooking islocated to asingle
purchase order (PO) number. On the PO Number Allocation tab, you can allocate the
charge for areservation to multiple billing PO numbers by percentage. See “To alocate
charges to multiple billing reference numbers and/or PO numbers’ on page 83.

Your EMS administrator must enable the Use PO Number Allocation parameter
for this tab to be displayed. See EMS System Parameters in the EMS Setup Guide.

Reminders tab—The Reminders tab displays any reminders that were created for the
selected booking. See “Working with Comments and Reminders in the Navigator” on
page 175.

Attachments—The Attachments tab displays any attachments that were saved with the
booking. See “Working with Attachmentsin the Navigator” on page 184.

Comments—The Comments tab displays any comments that were made for the selected
booking. See “Working with Comments and Reminders in the Navigator” on page 175.

Drawings—The Drawings tab displays alist of files that were attached to the selected
booking. See “Working with Drawings in the Navigator” on page 188.

History—The History tab displays alist of changes made for the selected booking—the
date the change was made to the booking, the user who made the change to the booking,
and information (field) that was changed for the booking.

Also, when you select a booking folder, al the tabs in the upper pane of the window have
some of the same basic features of an EM S browser window. You can change the width of
the data columns, you can sort the data columns on atab in either ascending or descending
sort order, and you can rearrange the column order by dragging a column to a new location
using the column heading. See “ To group data by columnsin an EM S Browser window” on

page 36 and

wn

on page 39.
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Booking detail folder

If you can expand a booking folder, this indicates that details have been added to the
booking. Booking details, which are also called categories, are the services (catering, A/V
eguipment, and so on), notes, attendees, activities, and room charges that you can add to a
booking.

Figure 3-7: Navigator window with a booking detail folder selected

= Navigator - Tour of California Stage Preview (Reservation No. 21263) (Booking No. 57163) (Service Order No. 38391) ===
Open Reservation  View Alerts Print Refresh | Settings
|y Tourof Caiifomia Stage Preview (Reservation No. 21263) [ PO Number Alocation | €3 Reminders (0) | . Comments (0) | & User Defined Fields (1) | &) History* |
i 3/2672012 Mon 5:30 M - 02 West | Catering Summary & Propetties | & Bilng Reference Alocation |
B § Catering - 5:30 P
. Assorted Soda - Services 10 (2) Date: 3/26/2012 Mon Category: Catering

Catering - 5:30 PM Location: DEN - 02 West Service:  Delivery Service
Muttimedia & Equipmert Status: Confirmed Time: 5:30 PM - 6:00 PM
/2742012 Tue 5:30 PM - 02 West SOMNo: 38391 Reviewed: Yes

Wi 3/28/2012 Wed 5:30 PM - D2 West State: Approved

Wi 3/29/2012 Thu 5:30 PM - 02 West
Wi 3/30/2012 Fri 5:30 PM - 02 West

it

Sequence  Resource Quantity  Price  Notes  Specal Instructior
Delete

Tools

100 Assorted Soda - Services 10 2 §17.00

1Records

Close

Booking detail folders and booking detail items are discussed in “ Booking Details
and Items Overview” on page 133.
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Navigator commands

The Navigator has two constant commands in the upper left hand corner—Open Reservation
and View Alerts and three constant commands in the upper right hand corner—Print,
Refresh, and Settings.

Command Description
Open Reservation Allows you to open and work with multiple reservations in the same
Navigator session. See “Opening a reservation directly in the Navigator”
on page 79.
View Alerts Open and view any alerts that have been generated for the selected

reservation, booking, or a booking detail that is a service order or
catering category.

Print « Printing an invoice or a confirmation at the reservation level. See
Chapter 7, “Confirmations,” on page 307.

« Printing the Setup Worksheet for Reservation report, the Service
Orders report, and the Banquet Event Order report. See Chapter 8,
“Reports and Queries,” on page 319.

¢ Printing the Transaction report. See “Generating an EMS Billing
Report” on page 394.

« Printing the history of a reservation, all its bookings, and all its
booking detail items.

Refresh For refreshing the Navigator display based on the settings that you have
specified in the Navigator Options dialog box. See “Navigator Options
dialog box” on page 90.

Settings » Options—Opens the Navigator Options dialog box in which you can
specify such things as what is to be displayed in the Navigator,
mouse actions in the Navigator, and so on. See “Navigator Options
dialog box” on page 90.

* Confirmation Settings—Opens the Confirmation Settings dialog box
which provides a variety of options that you can specify for manual
and automatic generation of a confirmation for a reservation or a
booking. See Chapter 7, “Confirmations,” on page 307.

All other navigator commands are available as buttons in the upper right pane and lower
right pane of the Navigator.
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Navigator Options dialog box

The Navigator Options dialog box has three tabbs—General, At A Glance, and Highlight
Categories.

General tab

General tab—On the General tab, you select the options for such things as which types of
bookings to show in the Navigator (old bookings and/or canceled bookings), the result of
double-clicking alisted folder (opens the item or expands the folder), the booking time that
isdisplayed (reserved time or event time), and the highlight color for invoiced items.

Figure 3-8: Navigator Options dialog box, General tab

= Mavigator Options
General | A A Glance | Highlight Categories |

Show Old Bookings Show Deleted tems
Show Cancelled Bookings [] Hide Empty Tabs
Show Wizards In Tools' Menu

Double-Clicking A Listed Folder

@ Opens The tem _) Expands Folder
Wizard Results

@ Always Show ) Show Unchanged Only
Corfimation

@ Always Prompt ) Email

) Prirt Preview ) Print

Booking Display Time

@ Reserved Time ) Event Time

Invoiced tems

Highlight Color: - D

Service Orders

[ Show Pricing Highlight Changes Made Within: (days) 0

[ Show ltem Notes Footer Message:  (none) -
[ Show ttem Special Instructions

Booking Edit
Auto Adjust Reserved Time When Event Time |s Changed

oK | [ Cancel
Field Description

General

Show Old Bookings Show bookings in the Navigator that occurred before the current
day’s date.

Show Cancelled Bookings Selected, show bookings in the Navigator with a canceled status.

Show Wizards in Tools menu Show all on the Tools menu in the Bookings pane. If cleared,
show only the “Wizards” option, which you must click to open a
form from which you can select a tool.

Show Deleted Items Show all deleted items (bookings, deleted resource items, and so
on) for a reservation in the Navigator.
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Field

Description

Hide Empty Tabs

Hide the tabs that do not have any data displayed on them for a
selected reservation, booking, or booking detail.

Double-Clicking a Listed Folde

r

Opens the item

Opens the item for editing.

Expands folder

Opens the next level of folders.

Wizard Results

Always Show

Show a confirmation of all changes, regardless if they were
successful, on a Wizard Results page.

Show Unchanged Only

Show only those changes that were not successful on a Wizard
Results page.

Confirmation

Always prompt

When you click Confirmation, opens a Confirmation filter which
you can use to change the default filter options for a confirmation
before generating it.

Print Preview

When you click Confirmation, opens an onscreen preview of the
confirmation.

Email

When you click Confirmation, opens an email of the confirmation.

Print

When you click Confirmation, prints an immediate confirmation.

Booking Display Time

Reserved Time

Show the total time for which the space is reserved. This time is
the event time plus the setup/teardown times.

Event Time

Show only the event time for which the space is reserved.

Invoiced ltems

Highlight Color

The color with which invoiced items are highlighted in the
Navigator window.

Service Orders

Show Pricing

Show pricing on a service order.

Show Item Notes

Show item notes on a service order.

Show Item Special Instructions

Show special instructions for items on a service order.

Highlight Changes Made Within
(days)

Highlight any changes that have been made to a service order
within the specified number of days.

Footer Message

Show reconfigured blocks of text that appear in footer of a
service order (for example, a Cancellation policy).

Booking Edit

Auto Adjust Reserved Time
When Event Time is Changed

If the reservation includes setup and/or teardown times, then
automatically adjust the total time for the reservation (the event
time plus the setup/teardown time) when the event time is
changed.
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At A Glance tab

On the At A Glance tab, you specify whether reminders, comments, attachments, and so on
are to be displayed in the |eft pane of the Navigator when a reservation folder, booking
folder, booking detail folder, and/or booking detail item is opened.

Figure 3-9: Navigator Options dialog box, At A Glance tab

= Mavigator Options @
A AGlance | Highlight Categori
Reservations
[ Show Reminders [ Show Transactions
[ Show Comments [] Show History
[T Show Attachments [ Show Emails
[ Show User Defined Fields

Bookings

[ Show Reminders [7] Show Drawings

[ Show Comments [ Show User Defined Fields
[T Show Attachments [ Show History

Booking Details

[ Show Reminders [ Show User Defined Fields
[ Show Comments [ Show History

ltems

[ Show History

oK | [ Cancel
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On the Highlight Categories tab, you indicate whether a checkmark is to be displayed on all
booking detail item folders for the selected booking detail. The default isto Highlight All,
which means every booking detail item folder for every booking detail is denoted with a

checkmark.

Figure 3-10: Navigator Options dialog box, Highlight Categories tab

= Mavigator Options

A A Glance | Highlight Categories

Highlight All

==l

Description

[] ACME Production Comparty
7] Agenda

[] Attendees

[ Audio Visual
[ Food Service
[ Fumiture

[ New York Deli
[C] Ny vTC

[ Parker Catering
[ Personnel

[ Room Charge
[ Setup Notes

oK | [ Cancel
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Other Navigator commands

All other Navigator commands are available as buttons in the upper right pane and lower

right pane of the Navigator. The buttonsthat are available are dynamically updated based not
only on the folder or item that is currently selected in the left pane of the Navigator, but also

on the tab that is open in the upper right pane of the Navigator.

Figure 3-11: Buttons available in the Navigator window with a reservation folder selected

= Navigator - Tour of California Stage Preview (Reservation No. 21263)
Open Reservation View Alerts

[E=8 Mo

Print Refresh | Settings

=
_,A 3/26/2012 Mon 5:30 PM - 02 West

_,A 3/27/2012 Tue 5:30 PM - 02.West

_,A 3/28/2012 Wed 5:30 PM - 02 West

_,A 3/29/2012 Thu 5:30 PM - 02.West

_,A 3/30/2012 Fri 5:30 PM - 02 West

A

| PO Number Alocation | 3 Reminders () | . Comments(l) | < Atachments(l) |
| UserDefined Fields (1) | &0 Transactions (0) O Htoy | Emas@) |
| Reservation Summary | + Properties | “& Biling Referen
Evert Name: Tour of Califomia Stage Preview Edi
Group: Denver Cycling Club Status Confirmed —
1st Contact {none) Event Coordin. (none)
Phone: Salesperson:  {none) Change Status

Reservation No.: 21263
Update Pricing

|
o |

Date Start End  TmeZome |Buldng Room  Event
7 3/25/2012Mon 5:30 PM 9:30 PM MT DEN 02.West Tour of Califo Delete
W 3/27/2012Tue 5:30PM 9:30PM MT DEN 02.West Tour of Califo Tools
W 3/28/2012Wed 5:30PM 9:30PM MT DEN 02.West Tour of Califo
W 3/29/2012Thu  5:30PM 9:30PM MT DEN 02.West Tour of Califo Details
W 3/30/2012Fri  5:30PM 9:30PM MT DEN 02.West Tour of Califoll confimation

5 Records

: :

Figure 3-12: Buttons available in the Navigator window with a booking folder selected

Open Reservation  View Alerts

= Navigator - Tour of California Stage Preview (Reservation No. 21263) (Booking No. 57163)

]
i

Print Refresh | Settings

-4 Tour of Calfomia Stage Freview (Reservation No. 21263)

B
 Caterng - 5:30 FM
, Catering - 5:30 PM
. Mukimedia & Equipment

M 3/27/2012 Tue 5:30 PM - 02 West

i 3/28/2012 Wed 5:30 PM - 02West

Wi 3/23/2012 Thu 5:30 PM - 02 West

Wil 3/30/2012 Fri 5:30 PM - 02 West

| Biling Reference Alocation | & PO Number Alocation | ¢ Reminders (0) | € Comments (@)
7 Machments () | % Drawings(D) | % UserDefined Fields (1) | &) History
\d Booking Summary & Propest
Date: 3/26/2012 Mon Event Name: Tour of Califomia Stage Previ Edt
Reserved: 530 PM-9:30PM  Locaon:  DEN - 02 West
Evert 6-00PM-9:00 PM  Evert Type: Team Meeting Confimation
Setup Typs:  Conference Status Confirmed =
Booking Mo.: 57163 Setup Count: 0
New
Edit
Category Service Stat End  Reviewed State
| Catering Delivery Service 5:30PM 6:00PM Yes Approved Delete
| Catering Delivery Service 5:30PM 6:00PM Yes Approved =
| Multimedia & Equipment {none) Yes Requested
iems
Prnt
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Figure 3-13: Buttons available in the Navigator window with a booking detail folder selected

= Navigator - Tour of Califernia Stage Preview (Reservation No. 21263) (Booking Ne. 57163) (Service Order No. 38391) ===
Open Reservation  View Alerts Print Refresh | Settings
|, Tour of Calfomia Stage Preview (Reservation No. 21263) [ % PO Number Mlocation | € Reminders (0) [ €2 Comments (0) | & User Defined Fields (0) | & Histoy™ |
- 342672012 Mon 5:30 PM - 02 West . Catering Summary & Properties | & Biling Reference Alocation
=8 N Catering - 5:30 PM
/., Assorted Soda - Services 10(2) Date: 3/26/2012 Mon Category: Catering Edit
| Catering - 5:30 PM Location: DEN - 02 West Service:  Delivery Service
| Muttimedia & Equipmert Status:  Confirmed Time:  5:30 PM - 6:00 PM Pt |
Ml 3/27/2012 Tue 5:30 PM - 02 West S0 No.: 38391 Reviewed: Yes
\dl 3/28/2012 Wed 5:30 PM - 02 West State:  Approved
W 3/29/2012 Thu 5:30 PM - 02 West
W 3/3072012 Fri 5:30 PM - 02 West
New
; ; Edit
Sequence  Resource Quantity Price  Motes  Special Instructi
Delete
Tools
¥ 100 Assorted Soda - Services 10 2 §17.00 —
1Records
‘ v Close

Many of these same commands are also available on a context menu, which is a menu that
opens when you right-click on afolder or item in the Navigator. All the context menus that
are available in the Navigator offer alimited set of choices based on thefolder or item that is
selected in the Navigator. See Figure 3-14 below and Figure 3-15 on page 96.

Figure 3-14: Comparing context menus

il 2/27/2012 Mon 5

£ Agenda

Room Charge
Setup MNotes
..... X Agenda
..... X Agenda
JX Catering - 5:
JX Catering - &:
JX Catering -
JX Catering - 9:
----- e Visitors

t
t
. Multimedia & E
t
t

New 3
Tools 3

Confirmation

Add Reminders And Comments
Expand
Collapse

Add to Personal Calendar

Send Invitation

Booking context menu

Reservation context menu

.} Mesting (Reservation No. 21230)

I YR
S §l 12/31/2010 Fri 12:30 PM - Conference Room 1 | 1]

B Catennf
= Multime
. Fig

Edit

Add To Personal Calendar

New

Tools

Confirmation

Banquet Event Order

Add Reminders And
Go To Book

Expand
Collapse

Comments
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Figure 3-15: Comparing context menus

=g Tour of Calfomnia - Stage Preview (Reservation No. 21243)
EIJ 2/27/2012 Mon 5:00 PM - Test2_Auditorium_30_50

. l. Cateﬂl"lg - E.2n DR
Wy, Edit )
MNew 3
Delete Booking Detail context menu
: Copy
- 2/28/2012 Tu n_30_50
E]---J 2/29/2012 Wi Tools * m_30_50
-y 3/1/2012 Thu : 3050
- 3/2/2012 Fi § Print 3050
Expand
Collapse

=~ Tour of Califomia - Stage Preview (Reservation No. 21245)

BJ 2/27/2012 Mon 5:00 PM - Test2_Auditorium_30_50
E--| | Agenda

. 7| 5:30 PM - Radioshack Nissan Leaf VIPs

Booking Detail Iltem context menu
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Adding Bookings to a Reservation in the
Navigator

You can use the Navigator to add one or more bookings to an existing reservation.

To add bookings to a reservation

1

2.

Open the reservation in the Navigator. See:

*  “Opening areservation directly in the Navigator” on page 79.

» “Opening areservation through the Reservation Book” on page 80.
e “Opening areservation through a group” on page 80.

»  Chapter 4, “Search Tools,” on page 195.

In the left pane of the Navigator, select the reservation to which you are adding the
bookings, and then in the Bookings pane, click New.

The Reservation Wizard opens. See “Making a Reservation Using the Reservation
Wizard” on page 45.
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Editing a Reservation in the Navigator

When you edit areservation in the Navigator, you are working with the who and the what
information for the event—the event name, the group name, and so on. When you edit a
reservation, you can edit the reservation information (event name, event coordinator, and so
on), and you can edit the billing information (pricing plan, payment type, and so on).

When you edit a reservation, if you select a different pricing plan, then the pricing
planisapplied at the reservation level only. Categories and room charges are not
automatically repriced. To reprice your categories or room charges based on a
new pricing plan, you must use the Update Pricing Plan wizard. See “ Repricing
Categories and Room Charges for a Reservation” on page 100.

To edit a reservation in the Navigator

1. Openthereservation in the Navigator. See:
* “Opening areservation directly in the Navigator” on page 79.
*  “Opening areservation through the Reservation Book” on page 80.
*  “Opening areservation through a group” on page 80.
e Chapter 4, “ Search Tools,” on page 195.

2. Inleft pane the Navigator, select the reservation that you are editing, and then on the
Reservation Summary tab or on the Properties tab, click Edit.

The Reservation window opens. The Reservation tab is the active tab.

Figure 3-16: Reservation window, Reservation tab

= Reservation No. 21249 = B ==
Ressrvation | Biling Information | Audit |
Event
Event Name: our of Califomia - Event Typs Training - VIP Event
Event Coordina (one) - Source Email ~  [[] Video Corference
Status: Confirmed - URL:
Group/Contact:
Group: Denver Cycling Club - D M
Tst Contact ) + [&] Phone: Fax:
Email Address
2nd Contact ) -
Virtual
Web U fnone) [ [Reset
Other
Calendar Style: Standard - Estimated Event Atendance: ]
EMS Regics® URL Actual Event Attendance: 0
Reservation No. 21249 4 Speling Cancel
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* Onthe Reservation tab, edit any and all the reservation information as needed.

»  Open the Billing tab, and then edit any and al the billing information as needed.

Figure 3-17: Reservation window, Billing tab

= Reservation No. 21249

=[O /=)

Billing

Pricing Plan: Standard -

Biling Reference Number:

Srbex Catngory fone) -

Bill A Completion:

Bill To

Group {none) - \:‘
||||||| z

Discour nt

Discount: [}

Paymert Type:
PO Number:

Salespersan:

E

Reservation No. 21249

¢ Speling Cancel

&

If you select a different pricing plan, then the pricing plan is applied at the
reservation level only. Categories and room charges are not automatically

repriced. To reprice your categoriesor room charges based on a new pricing plan,
you must use the Update Pricing Plan Wizard. See “ Repricing Categories and

Room Charges for a Reservation” on page 100.

4. Click OK.

The Reservation window closes and you return to the Navigator, which now shows the

updated information for the reservation.
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Repricing Categories and Room Charges for a
Reservation

When you edit areservation, if you select adifferent pricing plan, then the pricing planis
applied at the reservation level only. Categories and room charges are not automatically
repriced. To reprice your categories or room charges based on a new pricing plan, then you
must use the Update Pricing Plan Wizard.

To reprice categories and room charges for a reservation

1. Openthereservation in the Navigator. See:
*  “Opening areservation directly in the Navigator” on page 79.
*  “Opening areservation through the Reservation Book” on page 80.
e “Opening areservation through a group” on page 80.
e Chapter 4, “ Search Tools,” on page 195.

2. Inleft pane of the Navigator, select the reservation that you are repricing, and then on the
Reservation Summary tab, click Update Pricing.

The Update Pricing Plan Wizard opens. The current pricing plan for the reservation is
displayed in the Pricing Plan field. The window displays al the categories, including
room charges, that can be repriced in one or more of the reservation bookings.

Figure 3-18: Update Pricing Plan Wizard

Update Pricing Plan Wizard
Pricing Flan: Intemal] h

Categories (4)
Food Service
Fumiture
Personnel
Room Charge

[ SelectAl | [ Unselect Al

Cancel
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3. Select the category, or CTRL-click to select the multiple categoriesthat you are repricing
for the reservation.
4. Click Next.

The Select Bookings window opens. Thiswindow lists all the bookings with one or
more of the selected categories that can be repriced.

Figure 3-19: Update Pricing Plan Wizard, Select Bookings window

Update Pricing Plan Wizard

Date Weekday Start End Building Room Event

10/11/2010 Mon - Monday 5:00 AM 4:00 PM HC HCE North Audit.  30th Annual Er
10/13/2010 Wed  Wednesday 5:00 AM 4:00 PM HC HCE North Audit.  30th Annual Er
10/15/2010 Fi Friday 5:00 AM 4:00 PM HC HCE North Audit.  30th Annual Er

] 1 2

[ SelectAl | [ Unselect Al

« Previous

You can reprice a room charge for a booking only if the room charge has not been
invoiced. To reprice a room charge that has been invoiced, you must first void the
invoice. See “ To void an invoice” on page 372.

5. Select the booking, or CTRL-click to select the multiple bookings for which you are
repricing the categories and/or room charges, or click Select All to select all the
displayed bookings in asingle step, and then click Finish.

A message opens indicating that the changes were made successfully.
6. Click OK to close the message and return to the Navigator.
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Changing the Status for a Reservation from the
Reservation Summary tab

Even though the Change Booking Status Wizard is available for changing the status of
multiple bookings in a reservation, most reservationists who approve reservations that are
submitted from VEMS do so by using the Change Status function that is available on the
Reservation Summary tab in the Navigator. Thisis because unlike the Change Booking
Status Wizard, when you use the Change Status function in the Navigator to change the
status of areservation, an option is available for automatically generating and sending a
confirmation to the group for whom the reservation was made.

the status of a booking, which includes canceling a booking. If you want to change
the status of a booking using the Change Booking Satus W zard, see “ Editing
Multiple Bookings in the Navigator” on page 112.

@ Your EMSadministrator must grant you the appropriate security accessto change

An email can be automatically generated and sent only if Email is selected for the

@ Confirmation setting on the General tab of the Navigator Options dialog box, and
if the group for which the reservation was made has an email addressin itsrecord.
See “ Navigator Options dialog box” on page 90 and “ Searching for and
Configuring Groups’ on page 255.

To change the status for a reservation

1. Open the reservation in the Navigator. See:
*  “Opening areservation directly in the Navigator” on page 79.
* “Opening areservation through the Reservation Book” on page 80.
e “Opening areservation through a group” on page 80.
e Chapter 4, “Search Tools,” on page 195.

2. Inleft pane the Navigator, select the reservation that you are editing, and then on the
Reservation Summary tab, click Change Status.

The Change Booking Status window opens. See Figure 3-20 on page 103.
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Figure 3-20: Change Booking Status window

(Reservation No. 1325) - Change Booking Status
Status: | Cument Reservation Status: Confimed
Update Reservation Status: ]
Send Confimation f Successful:
Cancel

3. Onthe Status dropdown list, select the new status for the bookings.

If you select any type of Canceled status, then three additional fields—Reason,
@ Who Cancelled and Notes—are displayed on the Change Booking Satus window.
You must enter data in all three of these fields before you can continue in the

W zard.

4. Enter aReconfirm Dateif it is required for the new status that you selected.

5. Optionaly, do one or both of the following:

* Leave Update Reservation Status selected to have the reservation-level status
changed aswell.

»  Select Send Confirmation If Successful to have an email automatically generated
and sent to the group for whom the reservation was made.

The confirmation is generated based on the system confirmation settings that you
have specified. See * Secifying your Confirmation Settings’ on page 308.
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6. Click Next.

The Select Bookings window opens. This window displays all the bookings for the
selected reservation with a date greater than or equal to the current day’s date and that do
not have invoiced items. By default, all the bookings are selected.

Figure 3-21: Select Bookings window

(Reservation No. 1325) - Change Booking Status
Select Bookings:

Date . Weekday Start End
1/10/2011 Mon  Monday 5:30PM  5:00PM CCE

Building Room Event Status Service Orders

1/17/2011 Mon  Monday 5:30PM  5:00PM CCE
1/24/2011 Mon  Monday 530PM  S5:00PM CCE

Hide Cancelled Bookings: [ Hide Old Bookings:
==

To show canceled bookings, clear Hide Cancelled Bookings. Conversely, to hide
canceled bookings, select Hide Cancelled Bookings. To show all bookings
regardless of date, clear Hide Old Bookings.

7. Select the booking, or CTRL-click to select the multiple bookings for which you are
changing the status, and then click Finish.
The Change Booking Status Results window opens. This window lists all the bookings
for the reservation, whether the status was successfully changed or not.

Figure 3-22: Change Booking Status Results window

= (Reservation No. 1325) - Change Booking Status Results =n W ="

Date . Star End Time Zone Building Foom Event Status Results

MR 301 Lab Prep  Corfimed Change

1/10/2011 Mon 5:330PM - 5:00 PM ET CCE
1/17/2011 Mon 5:30FPM S:00FM ET CCE MR 301 Lab Prep  Corfirmed  Change |
1/24/2011 Mon 5:30PM S:00 FM ET CCE MR 301 Lab Prep  Corfirmed  Change |

4| m

[] Show Unchanged Only
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Optionally, to view only the bookings for the selected reservation that were NOT
successfully changed, select Show Unchanged Only. To view the details for a
specific booking that was changed, select the booking, and then click Go To.

8. Click Closeto close the Change Status Results window and return to the Navigator.

If you reserve a resource and then edit the date, time, location, or status of a
booking, and there is a resource inventory conflict, a Resource Inventory Conflicts
report opens onscreen. If you close this report, you can manually run a Resource
Inventory Conflict check. In the Bookings folder of the Navigator, select Tools >
Resource Inventory Conflict.
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Copying a Reservation in the Navigator

An easy way for you to make a new reservation in the Navigator isto copy an existing
reservation and then make any necessary changes to the reservation. When you copy an
existing reservation, you must provide a new start date and a new status, however, you can
copy the existing reservation reminders, comments, user-defined fields, and drawings asis,
and you can copy one or more or all the existing booking details.

To copy a reservation in the Navigator

1. Open the reservation in the Navigator. See:
* “Opening areservation directly in the Navigator” on page 79.
* “Opening areservation through the Reservation Book” on page 80.
»  “Opening areservation through a group” on page 80.
e Chapter 4, " Search Tools,” on page 195.

2. Intheleft pane of the Navigator, select the reservation that you are copying, and then in
the Bookings pane, click Tools, and then click Copy Reservation Wizard.

The Copy Reservation Wizard opens.
Figure 3-23: Copy Reservation Wizard

(Reservation No. 21249) - Copy Reservation

Mew Start Date: | E] Copy Reminders:

Mew Status: - Copy Comments:

Copy User Defined Fields:
Copy Attachments:

Copy Drawings:

EEEEE

Copy Booking Details: Description
Catering
Denver VC

Room Charge

Select All ] [ Unselect All | Show Inactive:  [7]

Copy Inactive Resources/Rooms:
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3. Enter theinformation for the new reservation.

Information

Description/Comments

New Start Date

The date of the first booking for the new reservation.

New Status

The status for the new reservation.

Reconfirm Date

You must enter a date if it is required for the new status that you selected.

Conflict Status

You must enter a conflict status in the event that the new bookings are in
conflict with any existing bookings.

Reconfirm Date

You must enter a date if it is required for the new conflict status that you
selected.

* Copy Reminders
e Copy Comments

e Copy User
Defined Fields

* Copy Attachments
« Copy Drawings

Leave the appropriate options selected to copy the existing items as is, or
clear the option for each item that is not to be copied to the new
reservation.

Copy Booking Details

Select the booking details that are being copied (CTRL-click to select
multiple details) or to select all the details for copying, click Select All.

Note: By default, only active booking details are displayed. To show
inactive booking details for copying, click Show Inactive.

Copy Inactive
Resources/Rooms

Selected by default. Copies the inactive resource and/or rooms from the
existing reservation to the new reservation. Clear this option if you do not

want to copy the inactive resources and rooms.

4, Click Next.

The Select Bookings window opens. Thiswindow displays all the bookings for the
reservation that you are copying.

Figure 3-24: Copy Reservation Wizard, Select Bookings window

(Reservation Mo, 21249) - Copy Reservation
Date Weekday Start End Building Room Evert Status
27772012 Mon Monday 5:00PM  10:00PM DEN TestZ_Audtorium... Tour of Califomia ... Confimmed - Private
2/28/2012 Tue Tuesday 500 PM  10:00 PM DEN Test2_Audtorium... Tour of Califomia ... Corfimed - Private
2/29/2012 Wed Wednesdsy 5:00PM  10:00 PM DEN Test2_Audtorium... Tour of Califomia ... Corfirmed - Private
34142012 Thu Thursday 500PM 10:00 PM DEN Test2_Audtorium... Tour of Calfomia ... Confimmed - Private
AE2M2F Friday 5:00PM  10:00PM DEN TestZ_Audtorium... Tour of Califomia ... Confimmed - Private
] mm s
Hide Cancelled Bookings: Hide Old Bookings: Select All Unselect All
Cancel < Previous
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To show canceled bookings, clear Hide Cancelled Bookings. Conversely, to hide
canceled bookings, select Hide Cancelled Bookings. To show all bookings
regardless of date, clear Hide Old Bookings.

5. Select the booking, or CTRL-click to select the multiple bookingsthat you are recreating
in the new reservation, or click Select All to select all the displayed bookingsin asingle
step, and then click Finish.

A message opens indicating that the changes were made successfully.

The start date that you specified becomes the date of the first booking for the new

@ reservation. In addition, the copied bookings are scheduled according to the same
pattern as the existing reservation. For example, if the existing reservation has
three bookings and each booking was scheduled every seven days (12/14, 12/21,
and 12/28), and the start date for the new reservation is 12/15, then the new
reservation has three bookings with dates of 12/15, 12/22, and 12/29.

When you copy multiple bookings, the bookings are simply copied and pasted as
is—the bookings are not moved to a different location. If you need to move a
booking to a different location, see “ To edit the rooms for bookings” on page 118.

6. Click OK to close the message and return to the Navigator.

Both the existing reservation and the new reservation are now displayed in the |eft pane
of the Navigator. The new reservation is assigned a number based on the next available
reservation number in the database. If any of the new bookings are in conflict with
existing bookings, this conflict isindicated in the Navigator.
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Editing a Booking in the Navigator

When you edit a booking in the Navigator, you are working with the when and where
information for the event—the event time, the event location, and so on. To edit a booking,
you must have the appropriate security access. For example, you cannot move abooking to a
room if your EM S administrator has not granted you access to the room. Likewise, you
cannot change the status for a booking from Tentative to Confirmed if your EMS
administrator has not granted you access to the Confirmed status.

Under certain circumstances, bookings or booking detailsin EM S can become locked.
Locked items are displayed in EMS, but you cannot edit or cancel theitems. Thislocking
can affect the basic booking information (date, time, room, and so on) or the details for the
booking (catering, equipment, and so on). L ocks are typically independent of one another.
Just because one item is locked does not mean other itemsin the reservation are locked.
Bookings can be locked in the following situations:

» Insufficient security—T o edit abooking, you must have accessto the room and status and
aswell asthe correct security processes assigned to your user account.

@ Contact your EMS administrator for assistance.

»  Oldbookings—A booked event islocked a certain number of daysafter it hastaken place.
Your EMS administrator sets the value for this system parameter. Old bookings are
locked to prevent you and other users from changing the facts for a past event, which
could cause discrepancies between documents printed for the event and the information
in EMS. When abooking islocked becauseitisold, all of itsdetails are al'so locked. Y ou
cannot edit or delete existing details, and you cannot add new details.

* Invoiced bookings—When you create an invoice for abooking, you can bill for the entire
booking (theroom fee plusall thefeesfor all the booking details) or for only certain items
that you choose (for example, the room fee and the equipment fees, but not the catering
fees). In either case, if abooking has one or more invoiced items, the booking is locked.
This means that you cannot edit or delete the booking, which includes changing the
booking status, and editing and deleting invoiced resources. You can, however, still add
more detail sto the bookings. For rooms, this means you cannot edit the room charge. You
also cannot move bookings that are invoiced to a new or existing reservation. You can,
however, still copy these bookings to a new or existing reservation.

To edit billable information for a booking, see “ Editing Booking Detail Item
Charges for Multiple Items” on page 161.

Remember, you can al so edit certain booking information in the Reservation Book.
See “ To edit an existing reservation” on page 74.
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To edit a booking in the Navigator

1. Open the reservation in the Navigator. See:

2.

» “Opening areservation directly in the Navigator” on page 79.

» “Opening areservation through the Reservation Book” on page 80.

»  “Opening areservation through a group” on page 80.

e Chapter 4, “Search Tools,” on page 195.

In left pane of the Navigator, expand the folder structure for the reservation until the

appropriate booking folder is visible.

Select the booking that you are editing, and then on the Booking Summary tab or on the

Propertiestab, click Edit.

The Booking window opens. A message is displayed at the top of the window that

indicates the hours for the building that contains the selected room. If the booking has

any type of booking detail assigned to it, then “This Booking has Service Orders’ is
displayed at the top of the window.

Figure 3-25: Booking window
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~ Booking No. 57174 o 2|
Booking | Audit
This Booking has Service Orders Building: Denver Ope:
Booking
Date: 4/6/2012) B Status: Video Conference -
Reserved: 530PM  [¢] to  930PM  [¢] =
Update Reservation Status: [
Room: 02.East
Event Setup
Time: 6:00 FM B to  9:00PM B Type: Conference -
Count: 0
Name: Video Conference Atterdance: 0
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EMS Regics® URL:
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4. Onthe Booking tab, edit the information for the booking as needed, and then click OK.

&

If you have been granted the appropriate security access, you change the status of
a booking, which includes cancelling a booking.

Two results are possible:

If you edited anything other than the date, time, or location for a booking, the
Booking window closes and you return to the Navigator, which now shows the
updated information for the booking.

&

If you cancel a booking, a Cancel Satus dialog box opens in which you must
identify the user who canceled the booking and provide notes (for example, a
cancellation reason) about the cancellation. If you change the status for a
booking, you can select Update Reservation Satus to have the reservation-level
status changed as well.

If you edited the date, time, or location for a booking, a dialog box opens, warning
you that critical booking information has changed and asking you if you want to
continue. Continue to Step 5.

5. Click Yes.

The Booking window closes and you return to the Navigator, which now shows the
updated information for the booking.

&

If you edit a booking for a video conference event, then any date and time changes
that you make to the booking automatically cascade to all related bookings.

If you reserve a resource and then edit the date, time, location, or status of a
booking, and thereis a resource inventory conflict, a Resource Inventory Conflicts
report opens onscreen. If you close this report, you can manually run a Resource
Inventory Conflict check. In the Bookings folder of the Navigator, select Tools >
Resource Inventory Conflict.
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Editing Multiple Bookings in the Navigator

Four Wizards are available for editing the when and where information for multiple bookings
in areservation:

» The Change Booking Date/Time Wizard

» The Change Booking Status Wizard (which includes canceling multiple bookingsin a
single step)
*  The Change Rooms Wizard

» The Change Miscellaneous Booking Information Wizard (which includes type, setup
type, and setup count)

To edit billable information for a booking, see “ Editing Booking Detail Item
@ Charges for Multiple Items” on page 161.

Remember, you can al so edit certain booking information in the Reservation Book.
@ See” To edit an existing reservation” on page 74.

To edit multiple bookings in the Navigator

1. Open the reservation in the Navigator. See:
* “Opening areservation directly in the Navigator” on page 79.
» “Opening areservation through the Reservation Book™” on page 80.
e “Opening areservation through a group” on page 80.
»  Chapter 4, “Search Tools,” on page 195.

2. Intheleft pane of the Navigator, select the reservation for which you are editing the
bookings.

3. Continue to the following as appropriate:
» “To edit the booking date and/or time” on page 113.
» “To edit the booking status’ on page 116.
» “To edit the rooms for bookings’ on page 118.

» “To edit miscellaneous booking information” on page 125.
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To edit the booking date and/or time

1. Inthe Bookings pane, click Tools > Change Booking Date/Time Wizard.

The Change Booking Date/Time Wizard opens.

Figure 3-26: Change Booking Date/Time Wizard

Date: ino changes)|

Times: {no changes)

Cancel

(Reservation No. 335) - Change Booking Date/Time

-

-

2. Select adifferent value for the date, time, or both.

Value

Description

Date

¢ (no changes)

* Reschedule Booking Earlier

« Reschedule Booking Later

* Reschedule Booking to
Specific Date

The default value.

Reschedule the bookings to an earlier date that is based on
the number of days that you specify.

Reschedule the bookings to a later date based on the
number of days that you specify.

Reschedule the bookings to a new date that you specify.

Time

¢ (no changes)

« End Booking Earlier

« End Booking Later

« Reschedule Booking Earlier

The default value.

Resets the event end time and the reserved end time to an
earlier time, based on the number of hours that you specify.

Resets the event end time and the reserved end time to a
later time, based on the number of hours that you specify.

Resets both the event start and end times and the reserved
start and end times to an earlier time, based on the number
of hours that specify.

113



Chapter 3
The Navigator

Value Description

« Reschedule Booking Later « Resets both the event start and end times and the reserved
start and end times to a later time, based on the number of
hours that you specify.

* Reschedule Booking to * Resets the following values based on the specific times that
Specific Time you select:

¢ Reserved Start

« Event Start

« Event End

¢ Reserved End

¢ Set Setup/Teardown « Resets the setup or teardown times based on the hours or
minutes that you specify.

« Start Booking Earlier * Resets the event start time and the reserved start time to an
earlier time, based on the number of hours that you specify.

e Start Booking Later « Resets the event start time and the reserved start time to a
later time, based on the number of hours that you specify.

3. Click Next.

The Select Bookings window opens. By default, this window displays all the bookings
for the selected reservation with a date greater than or equal to the current day’s date.

Figure 3-27: Change Booking Date/Time Wizard, Select Bookings window

(Reservation No. 335) - Change Booking Date/Time
Date Weekday Start End Room Event Status Service Orders
4/5/2010 Mon  Monday T00AM  630PM Lsb MAC  MSI Final Exam Web Corflict Yes
4/12/2010 Mon  Monday 800 AM  7:30PM  Lounge MS5| Final Exam Web Corflict Yes
4/19/2010 Mon  Monday 800 AM  7:00PM Lounge MS5| Final Exam Web Corflict Yes
Hide Cancelled Bookings: Hide Old Bookings: [ [ SelectAl | [ Unselect Al
Cancel « Previous

To show canceled bookings, clear Hide Cancelled Bookings. Conversely, to hide
canceled bookings, select Hide Cancelled Bookings. To show all bookings
regardless of date, clear Hide Old Bookings.
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4. Select the booking, or CTRL-click to select the multiple bookings that you are editing, or
click Select All to select all the displayed bookingsin a single step, and then click Finish.

The Change Booking Date/Time Results window opens. This window displays alist of
all the selected bookings, whether the date/time change was successful or not.

Figure 3-28: Change Booking Date/Time Results window

= (Reservation MNo. 335) - Change Booking Date/Time Results

4 T

Show Unchanged Only

Date Start End Time Zone Foom Event Status
4/18/2010 Sun 8:00 AM  7:00 FM Lounge M5| Final Exam Web Corflict Change Successfi

[F=5 Eol 5
Results Go To

Close

successfully changed, select Show Unchanged Only. To view the details for a

@ Optionally, to view only the bookings for the selected reservation that were NOT

specific booking that was changed, select the booking, and then click Go To.

5. Click Closeto close the Change Booking Date/Time Results window and return to the

Navigator.

If you reserve a resource and then edit the date, time, location, or status of a
booking, and thereis a resource inventory conflict, a Resource Inventory Conflicts
report opens onscreen. If you close this report, you can manually run a Resource
Inventory Conflict check. In the Bookings folder of the Navigator, select Tools >

Resource Inventory Conflict.
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To edit the booking status

If your EMS administrator has granted you the appropriate security access, you

@ can change the status of a booking, which includes canceling a booking. If you
change the status for a booking, you can leave the option of Update Reservation
Satus selected to have the reservation-level status changed as well.

1. Inthe Bookings pane, click Tools > Change Booking Status Wizard.
The Change Booking Status Wizard opens.

Thisisthe same Wizard that opensif you select a reservation in the Navigator, and
then on the Reservation Summary tab, click Change Satus. See “ Changing the
Satus for a Reservation from the Reservation Summary tab” on page 102.

Figure 3-29: Change Booking Status Wizard

(Reservation No. 1671) - Change Booking Status

Status: Confimed| | Cument Reservation Status: Confimed

Update Reservation Status: ]

Cancel Ned

2. Onthe Status dropdown list, select the new status for the bookings.

If you select any type of Canceled status, then three additional fields—Reason,
Who Cancelled and Notes—are displayed on the Change Booking Satus window.
You must enter data in all three of these fields before you can continue in the
Wzard.

3. Enter aReconfirm Date if it isrequired for the new status that you selected.

4. Optionally, leave Update Reservation Status selected to have the reservation-level status
changed aswell.
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5. Click Next.

The Select Bookings window opens. Thiswindow displays all the bookings for the
selected reservation with a date greater than or equal to the current day’s date and that do
not have invoiced items. By default, all the bookings are selected.

Figure 3-30: Change Booking Status Wizard, Select Bookings window

(Reservation No.1671) - Change Booking Status
Select Bookings:
Date . Weekday

Start End Building Room Evert Status

8/16/2010 Mon  Monday
8/18/2010 Wed Wednesday

6:00PM  900PM CHS
6:00PM 500 PM CHS
600PM  3:00PM CHS

8/20/2010 Fi Friday

Auditorium  Incoming Engineering Students Welcome Events Confirm,
Auditorium  Incoming Engineering Students Welcome Events Confim
Auditorium  Incoming Engineering Students Welcome Events  Confirm:

4 | [ ] ¥
Hide Cancelled Bookings:  [7]  Hide Old Bookings:
=

To show canceled bookings, clear Hide Cancelled Bookings. Conversely, to hide
canceled bookings, select Hide Cancelled Bookings. To show all bookings
regardless of date, clear Hide Old Bookings.

6. Select the booking, or CTRL-click to select the multiple bookings for which you are
changing the status, or click Select All to select all the displayed bookingsin asingle
step, and then click Finish.

The Change Booking Status Results window opens. Thiswindow displaysalist of all the
selected bookings, whether the status change was successful or not.

Figure 3-31: Change Booking Status Results window

= (Reservation No. 1671) - Change Booking Status Results EI@
Date . Start End Time Zone Building Room Event
816/2010 Mon &00PM  5:00 PM CHS Auditorium  Incoming Engineering Students |
8/18/2010 Wed 6:00PM  S:00 FM CHS Auditorium  Incoming Engineering Studerts |
8/20/2010 i &0D0PM 500 PM CHS Auditorium  Incoming Engineering Students |

4 i r

[] Show Unchanged Only
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Optionally, to view only the bookings for the selected reservation that were NOT
successfully changed, select Show Unchanged Only. To view the details for a
specific booking that was changed, select the booking, and then click Go To.

7. Click Closeto close the Change Status Results window and return to the Navigator.

If you reserve a resource and then edit the date, time, location, or status of a
booking, and there is a resource inventory conflict, a Resource Inventory Conflicts
report opens onscreen. If you close this report, you can manually run a Resource
Inventory Conflict check. In the Bookings folder of the Navigator, select Tools >
Resource Inventory Conflict.

To edit the rooms for bookings
1. Inthe Bookings pane, click Tools > Change Room Wizard.

The Change Room Wizard opens. Search for Rooms is selected by default.
Figure 3-32: Change Room Wizard

(Reservation No. 21250) - Change Rooms

@ Search For Rooms

Specific Room

Cancel Nedt

2. Do one of thefollowing:
* To search for rooms, continue to “To search for rooms” on page 119.

» To select a specific room, select Specific Room, and then continueto “To select a
specific room” on page 123.
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To search for rooms
1. Click Next.

The Change Room Wizard Select Bookings window openswith alist of al the bookings
for the selected reservation with a date greater than or equal to the current day’s date.

Figure 3-33: Change Room Wizard, Select Bookings window

(Reservation No. 21250) - Change Rooms

Start End Building Room Mumber Of Bookings
5:00 PM 10:15 PM DEN Test2_Auditorium... 5

Hide Cancelled Bookings: []  Hide Old Bookings: []

(o) (i)

To show canceled bookings, clear Hide Cancelled Bookings. Conversely, to hide
canceled bookings, select Hide Cancelled Bookings. To show all bookings
regardless of date, clear Hide Old Bookings.

2. Select the time/room combination with which to work, and then click Next. (For
example, an 8 am. event and a 2 p.m. event in the same room are displayed as two
separate items; however, multiple 10 am. bookings in the same room on different dates
are displayed as a single item with the number of bookings indicated in the Number of
Bookingsfield.)

The Change Rooms window is refreshed with options for changing the building, the
room, the status, or any combination of these. See Figure 3-34 on page 120.

119



Chapter 3
The Navigator

Figure 3-34: Change Rooms Wizard with location and status options

(Reservation No. 21250) - Change Rooms

DEN - Test2 Auditorium 30 50 5:00 PMto 10:15 P m
Date (5) Event Name Status

3/5/2012 Mon  Tour of Califomia - Stage Preview Corfirmed - Privi
3/6/2012 Tue Tour of Califomia - Stage Preview Corfirmed - Privi
3/7/2012 Wed Tour of Califomia - Stage Preview Corfirmed - Privi
3/8/2012 Thu  Tour of Calfomia - Stage Preview Corfimed - Privi | T¥Pe: (allh -
3/9/2012Fi  Tour of Califomia - Stage Preview Corfirmed - Privi

Search

Building: Mew York -

Room Specifications

Floar: {ally -

Setup Type: (&l -
Status

Status: Corfimed - Private -

Update Reservation Status:
4 m 3

[ SelectAl | [ Unselect Al

« Previous

3. Intheleft pane of the Change Rooms window, select the booking, or CTRL-click to
select the multiple bookings that you are moving to a new room, or click Select All to
select al the displayed bookingsin a single step.

4. Intheright pane, change the building, the room specifications, the status, the room
features, or any combination of these as needed for the selected bookings, and then click
Next.

5. If you did not select a specific Setup Type, then go Step 7; otherwise, in the Setup Count
field, enter a new setup count.

@ Make sure that this count is the maximum that you expect the new room to hold.

6. Optionaly, select one or both of the following to update the selected bookings with the
following information for the new room:

»  Update Setup Type on Selected Bookings.
e Update Setup Count On Selected Bookings (use Minimum).

7. Optionaly, if you change the booking status, select Update Reservation Status to have
the reservation-level status changed as well.
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8. Click Next.

The Change Room Wizard is refreshed with an Available tab, and if applicable, a
Conflicts tab. The Available tab is always the active tab.

The Available tab contains two panes. The left pane lists all the rooms that meet
some or all of your event criteria. Theright panelistsall the event dates that must be
fulfilled.

The Conflictstab lists al the rooms that are not available for the requested dates.
Optionally, you can open the Conflicts tab to view the list of rooms that were not
available for scheduling for the event as well aslist of the events that are scheduled
for each room.

The Conflictstab isdisplayed only if there are any rooms that are not available for
the requested dates based on your room search specifications. If no rooms arein
conflict, then the tab is not displayed.

Figure 3-35: Change Rooms Wizard, Available tab

(Reservation No. 21250) - Change Rooms
Available
Available (17) Room Description Building Days Av ~ Dates (5) Rooms (0)
CC-Al Conference Certer - Al NY 5 3/9/2012 ()
CC - East Conference Certer - East  NY 5 3/8/2012 ()
CC - West Conference Certer - West NY 5 377202 ()
Collab 1 Collaboration Room 1 NY 5 3/6/2012 ()
Collab 2 Collaboration Room 2 NY 5 3/5/2012 ()
Collab 3 Collaboration Room 3 NY 5 L
Collab 4 Collaboration Room 4 NY 5 r
Conf 1 Conference Room 1 NY 5
Corf 2 Corference Room 2 NY 5
Corf 3 Corference Room 3 NY 5
Corf 4 Corference Room 4 NY 5
Workspace 1 Workspace 1 NY 5
Workspace 2 Workspace 2 NY 5
Workspace 3 Workspace 3 NY 5
Workspace 4 Workspace 4 NY 5 -
4 m 3
« Previous

9. Select the new room that you are scheduling for the event.

10. Optionally, do one or both of the following; otherwise, go to Step 11.

Click Room Info to open the Room Info dialog box and view information about the
room properties, setup type, features, and pricing.

Click Building Hours to open the Building Hours dialog box which displays the
hours that the selected room/building is open on the reserved date.
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11. Click the Move button (>) to move the room to the Selected list.

The selected room isdisplayed in the Roomslist in the right pane of the Available tab for
every event date for which the room is available.

12. If dl the event dates are fulfilled, click Finish; otherwise, repeat Step 9 through Step 11
until al the event dates are fulfilled, and then click Finish.

A message opens, asking you if you want to change any more rooms.

13. Click Yesto repeat this procedure for any other bookings for the selected reservation;
otherwise, click No close the message.

The Change Rooms Results window opens. Thiswindow displaysalist of all the
selected bookings, whether the room change was successful or not.

Figure 3-36: Change Room Wizard, Results window

Date Start
5/14/2012 Mon  1:00 PM
5/15/2012 Tue 1:00 FM
5/16/2012 Wed 1:00 FM
5/17/2012Thu  1:00 PM
5/18/2012F  1.00 PM

4

Show Unchanged Only

End

4:00 PM
4:00 PM
4:00 PM
4:00 PM
4:00 PM

= (Reservation No. 21250) - Change Rooms Results

Time Zone
MT
MT
MT
MT
MT

M

Building
DEN
DEN
DEN
DEN
DEN

Foom Event

Test2_Auditorium_30_50 Tour of Califomia -
Test2_Auditorium_30_50 Tour of Califomia -
Test2_Auditorium_30_50 Tour of Califomia -
Test2_Auditorium_30_50 Tour of Califomia -
Test2_Auditorium_30_50 Tour of Califomia -

(=[O sl

Go To

Close

Optionally, to view only the bookings for the selected reservation that were NOT
successfully changed, select Show Unchanged Only. To view the details for a
specific booking that was changed, select the booking, and then click Go To.

14. Click Closeto close the Change Room Results window and return to the Navigator.

If you reserve a resource and then edit the date, time, location, or status of a
booking, and there is a resource inventory conflict, a Resource Inventory Conflicts
report opens onscreen. If you close this report, you can manually run a Resource
Inventory Conflict check. In the Bookings folder of the Navigator, select Tools >
Resource Inventory Conflict.
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To select a specific room

When you search for a specific room, you can search for aroom within your facilities, or you
can search for an override room, which is aroom that is within your facilities but is not
typically scheduled for events or it is outside of your facilities. If you specify an override
room for an event, you must manually specify the location for the event.

1. Click the Searchicon l—l

The Room Selector dialog box opens. This dialog box lists all the roomsin all the
buildings to which you have been granted access.

Figure 3-37: Room Selector dialog box

= Room Selector EI@
Building: (&l -
Room Code (106) Foom Name Building o
1M 1M CTC £
102 102 CTC
103 103 CTC
104 104 CTC
Arena Arena AA
At Room At Room Kidd Elem.
Aud - A Auditorium A CTC
Aud-B Auditorium B CTC
Auditorium Auditorium CHS
Auditorium Auditorium CTC
Auditorium Auditorium LiB
Auditorium Auditorium PAC
Buselitevivim Buselitevivim TIdg
oK | [ Cancel

2. Do oneof thefollowing:

»  Open the Building dropdown list and select (al) buildings, or a specific building,
area, or view.

e Select the room, and then click OK.

If you are selecting an override room, make sure to select the appropriate room,
for example, one named OVR.

» If you are selecting a standard room or acombo room, go to Step 4; otherwise, if you
are selecting an override room, go to Step 3.

3. IntheLocation field, enter the location for/description of the override room.
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4, Click Next.

The Select Bookings window opens. Thiswindow displays al the bookings for the
selected reservation with a date greater than or equal to the current day’s date.

Figure 3-38: Change Room Wizard, Select Bookings window

(Reservation Mo, 21250) - Change Rooms

Date Weekday Start End Building Foom Event Status

5/14/2012 Mon Monday 1:00PM 4:00PM DEN Test2_Auditorium... Tour of Calfomia ... Confimed

5/15/2012 Tue Tuesday 100 PM  4:00PM DEN Test2_Auditorium... Tour of Calfomia ... Confimed

5/16/2012 Wed Wednesday T00PM  4:00PM DEN Test?_Auditorium... Tour of Calfomia ... Confimed

5A7/2012 Thu Thursday 100 PM  4:00PM DEN Test2_Auditorium... Tour of Calfomia ... Corfirmed

5/18/2012 Fi Friday 1.00PM  4:00PM DEN Test2_Auditorium... Tour of Calfomia ... Confimed

“ m 3
Hide Cancelled Bookings: Hide Cld Bookings: [V Select All Unselect Al

Cancel < Previous

To show canceled bookings, clear Hide Cancelled Bookings. Conversely, to hide
canceled bookings, select Hide Cancelled Bookings. To show all bookings
regardless of date, clear Hide Old Bookings.

5. Select the booking, or CTRL-click to select the multiple bookings that you are moving to
anew room, or click Select All to select all the displayed bookingsin a single step, and
then click Finish.

The Change Rooms Results window opens. Thiswindow displaysalist of all the
selected bookings, whether the room change was successful or not.

Figure 3-39: Change Rooms Results window

= (Reservation Mo. 21250) - Change Rooms Results EI@
Date Start End Time Zone Building Room Event Go To
5/14/2012 Mon 1:.00 PM 400 PM MT DEN Test2_Auditorium_30_50 Tour of California - 5
5/15/2012 Tue 1:00 FPM  4:00FPM MT DEN Test2_Auditorium_30_50 Tour of Califomia - 5
5/16/2012Wed 1:00PM  4:00PM MT DEN Test2_Auditorium_30_50 Tour of Califomia - 5
517/2M2Thu 1:00PM 400 FPM MT DEN Test2_Auditorium_30_50 Tour of Califomia - 5
5182012k 1:00PM  400PM MT DEN Test2_Auditorium_30_50 Tour of Califomia - 5
4 [ 3
Show Unchanged Only
Close
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Optionally, to view only the bookings for the selected reservation that were NOT
successfully changed, select Show Unchanged Only. To view the details for a
specific booking that was changed, select the booking, and then click Go To.

6. Click Closeto close the Change Rooms Results window and return to the Navigator.

If you reserve a resource and then edit the date, time, location, or status of a
booking, and there is a resource inventory conflict, a Resource Inventory Conflicts
report opens onscreen. If you close this report, you can manually run a Resource
Inventory Conflict check. In the Bookings folder of the Navigator, select Tools >
Resource Inventory Conflict.

To edit miscellaneous booking information

Miscellaneous information that you can edit for multiple bookings includes the event name,
the event type, the setup type, the setup count, and the attendance.

1. Inthe Bookings pane, click Tools> Change Miscellaneous Booking Information
Wizard.

The Change Miscellaneous Booking Information Wizard opens.
Figure 3-40: Change Miscellaneous Booking Information Wizard

(Reservation No. 1671) - Change Miscellanecus Booking Information
Event Name:
Event Type:
Setup Type:
Setup Count:

Attendance:

Cancel

2. Select theinformation that you are changing, enter the new value for the selected
information, and then click Next.

The Select Bookings window opens. Thiswindow displays all the bookings for the
sel ected reservation with adate greater than or equal to the current day’s date. See Figure
3-41 on page 126.
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Figure 3-41: Change Miscellaneous Booking Information Wizard, Select Bookings window

(Reservation No. 1671) - Change Miscellanecus Booking Information

Date Weekday Start End Building Room Event Statu

8/16/2010 Mon  Monday 6:00PM  S:.00PM CTC Aud - A Incoming Engineering Students Welcome Everts Acade

8/18/2010 Wed Wednesday 6:00FM  S.00PM CTC Aud - A Incoming Engineering Students Welcome Everts Acade

8/20/2010Fi  Friday 6:00PM  S:.00PM CTC Aud - A Incoming Engineering Students Welcome Everts Acade
4 m 3
Hide Cancelled Bookings: Hide Old Bookings: [ [ SelectAl | [ Unselect Al

Cancel « Previous

To show canceled bookings, clear Hide Cancelled Bookings. Conversely, to hide
canceled bookings, select Hide Cancelled Bookings. To show all bookings
regardless of date, clear Hide Old Bookings.

3. Select the booking, or CTRL-click to select the multiple bookings for which you are
changing the information, or click Select All to select all the displayed bookingsin a

single step, and then click Finish.
A message opens, indicating that the changes were made successfully.

4. Click OK to close the message and return to the Navigator.
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Moving Bookings to a Different Reservation

You use the Move Bookings reservation to move one or more bookings that do not have
invoiced items from a selected reservation to an existing reservation or to an entirely new
reservation. When you move a booking from a selected reservation, the booking and all its
associated details are removed entirely from the selected reservation.

To move bookings to a different reservation

1

Open the reservation in the Navigator. See:

*  “Opening areservation directly in the Navigator” on page 79.

*  “Opening areservation through the Reservation Book” on page 80.
*  “Opening areservation through a group” on page 80.

e Chapter 4, “Search Tools,” on page 195.

In the left pane of the Navigator, select the reservation from which you are moving the
bookings.

In the Bookings pane, click Tools, and then click Move Bookings Wizard.

The Move Bookings Wizard opens. The option to move the bookings to an Existing
Reservation is selected by default.

Figure 3-42: Move Bookings Wizard

(Reservation No. 1673) - Move Bookings

@ Edsting Reservation

New Reservation

Cancel Next >
| Concel |
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4,

Figure 3-43: Move Bookings Wizard, Select Bookings window

Do one of the following:

* Inthe Existing Reservation field, enter the reservation number for the existing

reservation to which you are moving the bookings.

e Click New Reservation.

Click Next.

The Select Bookings window opens. This window lists al the bookings for the selected

reservation that do not have invoiced items.

(Reservation No. 1673) - Move Bookings

Date Weekday Start End

8/20/2010Fi  Friday

4 T

Hide Cancelled Bookings: Hide Old Bookings:

Cancel

8/16/2010 Mon  Monday 6:00 PM  5:00PM CTC
8/18/2010 Wed Wednesday 6:00PM  5:00PM CTC
6:00 PM  5:00PM CTC

Incoming Engineering Students Welcome Everts Acade
Incoming Engineering Students Welcome Everts Acade
Incoming Engineering Students Welcome Everts Acade

Statu

3

[ SelectAl | [ Unselect Al

« Previous

&

To show canceled bookings, clear Hide Cancelled Bookings. Conversely, to hide
canceled bookings, select Hide Cancelled Bookings. To show all bookings
regardless of date, clear Hide Old Bookings.

6. Select the booking, or CTRL-click to select the multiple bookings that you are moving to
the new or existing reservation, or click Select All to select al the displayed bookingsin

asingle step, and then click Finish.

A message opens indicating that the changes were made successfully.

Click OK to close the message and return to the Navigator.

Both the old reservation and the new or existing reservation are now displayed in the left
pane of the Navigator. If you moved the bookings to a new reservation, then the new
reservation that is created is assigned the next available reservation number in the
database. If you moved the bookings to an existing reservation and any of the moved
bookings are in conflict with bookingsin the existing reservation, then this conflict is

indicated in the Navigator.
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Copying Multiple Bookings in the Navigator

You use the Copy Bookings Wizard to copy one or more bookings to a new date or to a set of
dates, either within the same reservation or to a new reservation.

To copy multiple bookings in the Navigator

1. Open thereservation in the Navigator. See:
*  “Opening areservation directly in the Navigator” on page 79.
»  “Opening areservation through the Reservation Book™” on page 80.
» “Opening areservation through a group” on page 80.
»  Chapter 4, “Search Tools,” on page 195.

2. Intheleft pane of the Navigator, select the reservation from which you are copying the
bookings.

3. Inthe Bookings pane, click Tools, and then click Copy Bookings Wizard.

The Copy Bookings Wizard opens. Copy to Reservation No. is selected by default and
the number for the reservation from which you are copying the bookingsis displayed in
thefield.

Figure 3-44: Copy Bookings Wizard

(Reservation Mo, 21252) - Copy Bookings

@ Copy To Reservation No.: 21252
() Copy To New Reservation:

New Start Date: E] Copy Reminders:

Mew Status: - Copy Comments:

Copy User Defined Fields:
Copy Attachments:

EEEEE

Copy Drawings:

Copy Booking Details: Description

[ Select All ] [ Unselect All | Show Inactive:  [7]

Copy Inactive Resources/Rooms:
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4. Do one of the following:

» To copy the bookings to an existing reservation, click the Search icon |:| to open
the Open Navigator dialog box and search for the reservation. (See “Opening a
reservation in the Navigator” on page 79.)

» To copy the bookings to a new reservation, click Copy to New Reservation.

5. Enter theinformation for the reservation to which you are copying the bookings.

Information

Description/Comments

New Start Date

The date of the first booking for the new reservation.

New Status

The status for the new reservation.

Reconfirm Date

Enter if required for the new status that you selected.

Conflict Status

You must enter a conflict status in the event that the new bookings are in
conflict with the existing bookings.

Reconfirm Date

Enter if required for the new conflict status that you selected.

Copy Reminders
Copy Comments

Copy User Defined
Fields

Copy Attachments
Copy Drawings

Leave the appropriate options selected to copy the existing items as is,
or clear the option for each item that is not to be copied to the new
reservation.

Copy Booking Details

Select the booking details that are being copied (CTRL-click to select
multiple details) or to select all the details for copying, click Select All.

Note: By default, only active booking details are displayed. To show
inactive booking details for copying, click Show Inactive.

Copy Inactive
Resources/Rooms

Selected by default. Copies the inactive resource and/or rooms from the
existing bookings to the new bookings. Clear this option if you do not
want to copy the inactive resources and rooms.

6.

Click Next.

The Select Bookings window opens. This window displays al the bookings for the
copied reservation, regardless of the date or status. See Figure 3-45 on page 131.




Figure 3-45: Copy Bookings Wizard, Select Bookings window
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Date
3/12/2012 Mon
3/13/2012 Tue
3/14/2012 Wed
3/15/2012 Thu
3/16/2012 Fri

4

Cancel

Weekday
Monday
Tuesday
Wednesday
Thursday
Friday

Hide Cancelled Bookings:

(Reservation Mo, 21252) - Copy Bookings

Start

5:00 PM
5:00 PM
5:00 PM
5:00 PM
5:00 PM

End Building
10:15PM DEN
10:15PM DEN
10:15PM DEN
10:15PM DEN
10:15PM DEN

M

Hide Old Bookings:

Foom

Test2_Auditorium...
Test2_Auditorium...
Test2_Auditorium...
Test2_Auditorium...
Test2_Auditorium...

Event

Tour of Califomia ...
Tour of Califomia ...
Tour of Califomia ...
Tour of Califomia ...
Tour of Califomia ...

[ SelectAl | [ Unselect Al

Status

Confimed -
Confimed -
Confimed -
Confimed -
Confimed -

Private
Private
Private
Private
Private

3

« Previous

To show canceled bookings, clear Hide Cancelled Bookings. Conversely, to hide
canceled bookings, select Hide Cancelled Bookings. To show all bookings
regardless of date, clear Hide Old Bookings.

7. Select the booking, or CTRL-click to select the multiple bookings that you are recreating
in the existing or new reservation, or click Select All to select all the displayed bookings
in asingle step, and then click Finish.

A message opens indicating that the changes were made successfully.

The start date that you specified becomes the date of the first new booking. In
@ addition, the copied bookings are scheduled according to the same pattern as the

existing reservation. For example, if the existing reservation has three bookings

and each booking was scheduled every seven days (12/14, 12/21, and 12/28), and

the new start date for the first booking is 12/15, then the existing or new

reservation has three bookings with dates of 12/15, 12/22, and 12/29.

When you copy multiple bookings, the bookings are simply copied and pasted as
is—the bookings are not moved to different location. If you need to move a
booking to a different location, see * To edit the rooms for bookings’ on page 118.
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8. Click OK to close the message and return to the Navigator.

The reservation from which you copied the bookings and the reservation to which you
copied the bookings are displayed in the left pane of the Navigator. If you moved the
bookings to a new reservation, then the new reservation that is created is assigned the
next available reservation number in the database. If any of the new bookings arein
conflict with bookingsin the existing reservation, this conflict isindicated in the
Navigator.

132



Chapter 3
The Navigator

Booking Details and Items Overview

Booking details, which are also called categories, are the services (catering, A/V equipment,
and so on), notes, attendees, activities, or room charges that you can add to a booking.
Booking detail items, also called resources, are the individual items (coffee, sandwich,
projector, and so on) that you add to a booking detail. When you add a resource to abooking,
for example, coffee, various selections might be available or required, for example, regular,
decaf, Italian roast, breakfast blend, and so on. Depending on how your EM S administrator
has configured your categories, a resource might require service order times to be specified.

Your EMS administrator can configure buildings and categories so that a
particular category can be used only in a particular building or buildings. This
means that when you are adding booking details to a reservation, some booking
details (categories) might not be displayed as an option.

The booking details for a selected booking are displayed in the Booking Details pane (the
lower right pane) of the Navigator.

From this point on in the manual, categories that contain resources, but do not
@ require servicetimes are referred to as* resource categories.” Categories that

contain resources and that require service times are referred to as“ service order

categories.” Categoriesthat are used to manage food service are referred to as

“ catering categories.” Categoriesthat are used to manage miscellaneous notes

(setup notes), agenda items, attendees/visitors, or room charges are referred to as

“ non-resource categories.”

Figure 3-46: The Navigator window with a booking folder selected

= Mavigator - Tour of California Stage Preview (Reservation No. 21263) (Booking No. 57163) ===
Open Reservation View Alerts Print Refresh | Settings
= Tour of Califomia Stage Preview (Reservation No. 21263) | % Bilng Reference Alocation | ¥ PO Number Alocation | 3 Reminders (0) | <. Comments (1)
= 12"“"’“‘ | 7 @ | % Dewings® | % UserDefnedFields @ | & Histoy
-y, Catering -
4| Categ-530PM i Booking Summary | 4 Properties
fi- |, Mutimedia & Equipment Date: 3/26/2012 Mon Evert Name: Tour of Califomia Stage Previe Edi
-\ 3/27/2012 Tue 5:30 PM - 02 West Feseved:  5:30PM-9:30PM  Locaton:  DEN - 02.West ———
| 3/28/2012 Wed 5:30 PM - 02 West Event 6:00 PM-9:00 PM  Evert Type: Team Meeting [ Confimaten_|
- 3/29/2012 Thu 5:30 PM - 02 West Setup Type:  Conference Status Confirmed [ omre )
i 33072012 Fri 5:30 PM - 02 West Booking No.: 57163 Setup Count: 0

Edit
Category Service St End  Reviewed State [ e |
Catering Delivery Service 5:30PM 6:00PM Yes Approved Delete

Catering Delivery Service 5:30 PM 6:00 PM Yes Approved Tools

Multimedia & Equipment {none) Yes Requested

3 Records Close
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If you select abooking detail folder that is for a Resource with Service Order category or a
Catering category, then the service order number isdisplayed in thetitle bar of the Navigator.

Figure 3-47: The Navigator window with a booking detail folder selected

= Navigator - Tour of California Stage Prewe\l(Rservatmn No. 21263) (Booking No. 57163) (Service Order No. 38391) I =N ECR =<
Open Reservation View Alerts Print Refresh | Settings
Tour of Calfomia Stage Preview (Reservation No. 21263) [ % PO Number Mlocation | € Reminders (0) [ €2 Comments (0) | & User Defined Fields (0) | & Histoy™ |
= 02y
M 3/26/2012 Mon 5:30 PM - 02.West Catering Summary & Propetties | & Biling Reference Alocation |
ER B Cotenng - 5:30 FM
/. Assorted Soda - Services 10(2) Date: 3/26/2012 Mon Category. Catering Edit
Catering - 5:30 PM Location: DEN - 02.West Service:  Delivery Service
Muttimedia & Equipmert Status:  Confirmed Time:  5:30 PM - 6:00 PM
o1l 342772012 Tue 5:30 PM - 02 West SOMNo: 38391 Reviewed: Yes
H i 3/28/2012 Wed 5:30 FM - 02 West State:  Approved
H 342972012 Thu 5:30 PM - 02 West
H 343072012 Fri 5:30 PM - 02 West
New
Sequence Resource Quantity Price Notes | Specal Instruction
Delete
Tools
100 Assorted Soda - Services 10 2 ¢17.00
1Record
v Close

When you select a booking detail folder in the left pane of the Navigator, the tabs that are
displayed in the upper right pane of the Navigator depend on the type of booking detail that
you selected.

e <Booking Detail> Summary tab—The Summary displaysinformation about the sel ected
booking detail, including the event date, the event location, and the event status.

» Properties tabb—The Properties tab a so displays information about the booking detail,
including the date that it was added to the booking, who added the detail, and, if
applicable, the date that the detail was changed and who made the change.

If the booking detail has a price/charge associated with it, for example, aroom charge, then
the following two tabs are also displayed:

» Billing Reference Allocation tab—BY default, the charge for a booking detail can be
alocated to asingle billing reference number. On the Billing Reference Allocation tab,
you can allocate the charge for a reservation to multiple billing reference numbers by
percentage. See “To alocate charges to multiple billing reference numbers and/or PO
numbers’ on page 83.

Your EMS administrator must enable the Use Billing Reference Allocation
parameter for thistab to be displayed. See EMS System Parametersin the EMS
Setup Guide.
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PO Number Allocation tab—ByY default, the charge for a booking detail can be allocated
to asingle purchase order (PO) number. On the PO Number Allocation tab, you can
allocate the charge for areservation to multiple billing PO numbers by percentage. See
“To alocate charges to multiple billing reference numbers and/or PO numbers’ on page
83.

Your EMS administrator must enable the Use PO Number Allocation parameter
for thistab to be displayed. See EMS System Parametersin the EMS Setup Guide.

If the selected booking detail requires a service order or catering category, then the following
four tabs are also displayed:

User Defined Fields tab—The User Defined Fields tab displays the additional fields that
store custom data for the booking detail. Y our EM S administrator configures the types of
fields that are available as well asthe allowed values for these fields. See “Working with
User Defined Fields in the Navigator” on page 181.

Reminders tab—The Reminders tab displays any reminders that were created for the
selected booking detail. See “ Working with Comments and Remindersin the Navigator”
on page 175.

Comments tab—The Comments tab displays any comments that were made for the
selected booking detail. See “Working with Comments and Remindersin the Navigator”
on page 175.

History tab—The History tab displays the history for the booking detail—the date that a
change was made to the detail, the ID of the user who made the change, the field that was
changed, the old field value, and the new field value.

Also, when you select a booking detail folder:

Most of the tabs in the upper pane of the window have some of the basic features of an
EM S Browser window. Y ou can change the width of the data columns, you can rearrange
the column order by dragging a column to a new location using the column heading, and
you can sort the data columnsin either ascending or descending sort order. See“AnEMS
Browser Window” on page 35.

The booking detail items for the selected booking detail are displayed in the Items pane
(the lower right pane) of the Navigator. A green check mark appearsin front of each
individual item that has been added to a booking. If the item is a package, then agreen
checkmark is displayed not only in front of the package, but also, in front of each
individual item in the package. A red “x” isdisplayed in front of any booking detail and/
or booking detail item that has been deleted from a booking. The Items pane has all the
features of an EM S Browser window. See “An EM S Browser Window” on page 35.

If you select abooking details item in the left pane of the Navigator, then the entire right
pane of the Navigator is refreshed with three tabs—a Properties tab that displays for the
selected item, a Selections tab that displays the selections for the booking detail item (if

applicable), and a History tab that details the history of the item.
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Figure 3-48: The Navigator window with a booking detail item selected

= Mavigator - Tour of California Stage Preview (Reservation No. 21262) (Booking No. 57163) (Service Order No. 38391) ===
Open Reservation  View Alerts Print Refresh | Settings
|, Tour of Califomia Stage Preview (Reservation No. 21263) 4 Properties | _, Selections | &) History|
- 3/2672012 Mon 5:30 PM - 02 West o
-4 Caterng -5:30 P
g o Seauence
Catering - 5:30 PM 4 Resource
Mutimedia & Equipmert & Quantiy
\d 3/27/2012 Tue 5:30 PM - D2.West L Pice
\i 3/28/2012 Wed 5:30 PM - D2.West -
Wi 3/23/2012 Thu 5:30 PM - 02 West # Pricing Method
\d 3/30/2012 Fri 5:30 PM - D2 West + Discount
4 Time In Use
o Notes
4 Special Instructions
& Intemal
4 Date Added
& Added By
4 Date Changed
4 Changed By

Service order

A booking detail might include a service order. A service order is areguest to use the
resource for a specified time period as opposed to using the resource for the entire event. For
example, an event that meets from 10:00 am to 2:00 pm, might have food service from 11:00
am to noon. A service order consists of the service type, start and end times, and a unique,
system-generated service order 1D. For a catering booking detail, you can also indicate
estimated count, guaranteed count, and actual count. You can create multiple service orders
in the same booking. For example, you might have a number of catering services (breakfast,
lunch, and afternoon refreshments) in the course of a one day training event. In this case,
multiple folders are displayed under the booking folder on the |eft side of the Navigator
window, with each folder representing a unique service order.

Figure 3-49: The Navigator window showing multiple service orders in the same booking

= Navigator - Tour of California Stage Preview (Reservation No. 21263) (Booking No. 57163) =N ECR =<
Open Reservation View Alerts Print Refresh | Settings

=] Tour of Califomia Stage Preview (Reservation No. 21263)
2/IR/IND Man -2 P - V) Wact
Catering - 5:30 PM
Catering - 5:30 PM

| Biling Reference Alocation | & PO Number Alocation | ¢ Reminders (0) | € Comments (@)
? Machmenis (1) | % Drawings(D) | % UserDefined Fields (1) | &) History
i Booking Summary & Properties

Mulimedia & Equipmert: Date: 3/26/2012 Mon Evert Name: Tour of California Stage Previe Edit
372772012 Tue 5,30 P 02 West Reseved:  530PM-9:30PM  locaton:  DEN - 02 West
[ 3/28/2012 Wed 530 PM - 02 West Evert 600 PM-9:00 PM  Evert Typs: Team Mesting
i 3/29/2012 Thu 5:30 FM - 02 West Setup Type:  Conference Status Confirmed
i 3/30/2012 Fri 5:30 PM - 02 West Booking Mo: 57163 Setup Court: 0
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If you reserve an item from a category that does not require a service order, your only
choices are to reserve the item for the event time or for the entire reserved time.

&

Your EMS administrator might have configured a default service type for some or
all of your systen's categories, but you can always select a different value. In
addition, your EMSadministrator might have configured states to manage your
service order process. For detailed information about states, see Configuring
Categoriesin the EMS Setup Guide.
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Adding Booking Details and Items to Individual
Bookings

The steps that you follow to add booking details and items to individual bookings depend on
the category type. Also, you can add multiple occurrences of a booking detail to a booking
only if the booking detail is a Resource with Service Order category or a Catering category.
If the booking detail is not a Resource with Service Order category or a Catering category,
and the detail is already added to a booking, you cannot add the detail again to the booking.
You can, however, add more items to the booking detail.

To add booking details and items to individual bookings

1. Open thereservation in the Navigator. See:
*  “Opening areservation directly in the Navigator” on page 79.
*  “Opening areservation through the Reservation Book™” on page 80.
» “Opening areservation through a group” on page 80.
»  Chapter 4, “Search Tools,” on page 195.

2. Intheleft pane of the Navigator, expand the folder structure for the reservation until the
appropriate booking folder is visible.

3. Select the booking folder, and then in the Booking Details pane, click New.
The Booking Detailslist opens.
Figure 3-50: Example of a Booking details List

Agenda

Food Service
Furniture

Personnel

Room Charge
Setup Motes

Staff Resources
Third Party Catering
Vehicles

VIP List

4. Select the booking detail that you are adding to the booking.
A dialog box opens.
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5. Continue to one of the following:
* “To add abooking detail from anon-resource category” below.
» “To add abooking detail from aresource, service order, or catering category” on
page 144.

To add a booking detail from a non-resource category

A booking detail that is from a non-resource category can be setup notes, attendees, agenda
(activities), or aroom charge.

To add setup notes
Figure 3-51: Setup Notes dialog box

= Setup Motes = @
Note | Audit

Sequence: 100

MNotes:

Intemal:

A:r' Spelling QK ] | Cancel

1. Enter the sequence number for the setup notes.

The sequence number determines the order in which the notes are displayed in the
Items pane in the Navigator when the booking detail (Setup Notes) is selected for
a booking.

2. Enter the appropriate notes or comments.

3. Optionaly, if these notes are to be printed on internal reports only (the notes would be
excluded from external reports like a confirmation), then select Internal.
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4. Click OK.

The Setup Notes dialog box closes. The booking detail and itsitems are displayed as
folders under the Booking folder in the Navigator window.

After you add setup notes for thefirst time to a booking, Setup Notesis no longer

@ an available option on the Booking Details dropdown list. To add more setup notes
to the booking, select the Setup Notes folder for the booking or click a Setup Note
in the Items pane, and then click New.

To add attendees

Figure 3-52: Attendees dialog box

= Attendees = @
AMtendee | fndit
Name:
Company Mame:
Email Address:
Phone:
MNotes:
Visitor:
A,“' Spelling [ QK ]| Cancel |

1. Enter theinformation for the attendee. At a minimum, you must enter the attendee name.
2. If theattendeeisavisitor (that is, not registered for the event), then select Visitor.
3. Click OK.

The Attendee dialog box remains open.

4. Repeat Step 1 through Step 3 until you have added all the needed attendees/visitors to
the booking.
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5. Click Cancdl.

The Attendees dialog box closes. The booking detail and its items are displayed as
folders under the Booking folder in the Navigator window.

If you close the Attendees dialog box before you have added all the needed

@ attendees/visitors to the booking, then Attendeesis no longer an available option
on the Booking Details dropdown list. To add more attendees/visitors to the
booking, select the Attendees folder for the booking or click an attendee/visitor in
the Items pane, and then click New.

To add an agenda (activities)
Figure 3-53: Agenda dialog box

= Agenda = @
Activity | Audit

Start Time:

]

End Time:
Description:

MNotes:

Intemal:

A,“' Spelling [ QK ]| Cancel |

1. Enter the start time, the end time, and a description for the agenda.

2. Optionaly, in the Description field, enter a name or description for the agenda.

@ The description can be a maximum of 50 characters, including spaces.

3. Optionaly, if these notes are to be printed on internal reports only (the notes would be
excluded from external reports like a confirmation), then select Internal.

4. Click OK.

The Agenda dialog box remains open.
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5.
6.

Click Cancel.

The Agenda dialog box closes. The booking detail and itsitems are displayed as folders

under the Booking folder in the Navigator window.

Repeat Step 1 through Step 4 until you have added al the needed agendas.

If you close the Agenda dialog box before you have added all the needed agendas/
activities to the booking, then Agenda is no longer an available option on the
Booking Details dropdown list. To add more agenda/activities to the booking,
select the Agenda folder for the booking or click an agenda in the Items pane, and

then click New.

To add a room charge

Figure 3-54: Room Charge dialog box

= Room Charge
Room Charge | Audit

Sequence:

MNotes:

Quantity:

Pricing
Pricing Method:
Discount Percent:

Reservation Discount:

100

1.00

Unit

0%

-

Unit Price:

A,“' Spelling

1. Enter the sequence number for the room charge.

o 3 sl

0.00

OK

] | Cancel

The sequence number determines the order in which the charges are displayed in
@ the Items pane in the Navigator when the booking detail (Room Charge) is

selected for a booking.

2. Optionaly, enter notes or comments about the room charge.

3.

If needed, edit the quantity.
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4. Select the appropriate pricing method, and then enter any other additional information as
needed after you select a pricing method.

Pricing Method

Additional Fields

Unit

Unit Price

Half Day/Full Day (Event Time)

Half Day Price
Full Day Price
Hours

Half Day/Full Day (Reserved Time)

Half Day Price
Full Day Price
Hours

Hourly (Event Time)

Hourly Price

Minimum Charge

Maximum Charge
Initial Flat Charge

Hourly (Reserved Time)

Hourly Price

Minimum Charge
Maximum Charge

Initial Flat Charge

Hourly (Specific)

Hourly Price

Minimum Charge
Maximum Charge
Initial Flat Charge

5. Optionaly, enter adiscount percent and/or areservation discount.

6. Click OK.

The Room Charge dialog box closes. The booking detail and itsitems are displayed as
folders under the Booking folder in the Navigator window.

If you must add multiple room charges to a booking, then after you add charges
@ for thefirst time to a booking, Room Charge is no longer an available option on

the Booking Details dropdown list. To add more charges to the booking, select the

Room Charge folder for the booking or click a room chargein the Items pane, and

then click New:.
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To add a booking detail from a resource, service order, or catering

category

If you select aservice order or catering category, a Service Order dialog box opens with,

at aminimum, options for Service, Reviewed, Service Start Time, and End Time. If a
catering category is selected, additional fields for Estimated, Guaranteed and Actual

Counts are displayed. Go to Step 1.

Figure 3-55: Example of a Service Order dialog box for a catering category

= Food Service

| Food Service At

Service: Standard
Reviewed v

Start Time: 3:00 AM
End Time: 4:00 PM
Estimated Count &

Guaranteed Count: 5

Actual Count: 0

o [E =]

If you select aresource category, then a Resource Selection dialog box opens. The

Resources tab is the active tab. Go to Step 4.

Figure 3-56: Example of a Resource Selection dialog box, Resources tab

= Multimedia & Equipment

Resources | Pac

(=[O sl

Grouping: {ally

Quantity: 1.00

Fitter:

Resource ()
Data Projector
Flip Chart
Mobile LCD TV
Mobile Video Conference Unit
Speakerphone
Whitebeard

Price Serves
500
500
500
500
500

500

Select | [ Cancel

1. Select the service type.
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2. Enter the start time, and optionally, the end time, estimated count, guaranteed count, and
if applicable, select Reviewed and/or a state.

For more information about reviewing service orders and selecting states, see
“ Searching with the Service Order Management Browser” on page 222.
3. Click OK.
A Resource Selection dialog box. The Resources tab is the active tab.
4. Do one of thefollowing

» To select one or more resources from the pre-configured list of resources, leave the
Resources tab open, and then go to Step 5.

» To add multiple resources to the booking in a single step, open the Packages tab, and
then goto Step 7.

5. Do one of the following on the Grouping dropdown list:
» Leavethedefault value of (all) asisto search for al itemsin all groupings.

»  Sdlect aspecific grouping to search for only those items in the grouping. For
example, if the selected resource category is A/V Equipment, then available
groupings could include Computer, Phone, Video, and so on. To search only for the
available phones to add to a booking detail, select the Phones grouping.

6. Optionaly, inthe Filter field, enter a search string by which to filter your search.

Your search islimited to the exact order of the charactersin the string, but the

@ search string is not case-sensitive and it can appear anywhere in the search
results. For example, a search string of co returns coffee service, conference
phone, and mini-copier.

7. Inthe Quantity field, leave the default value of 1.00; otherwise, enter anew value.

If you change the quantity for a resource package, then the quantity for each
@ individual resource that makes up the package is also changed.
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8. Do one of the following:

* For the Resources tab—On the Items list, select the resource item, or CTRL-click to
select the multiple resource items that you are adding to the booking.

as an override description) so that you can book a resource that has not been
configured in your EMS database. For example, the administrator might have
configured an override resource named “ Other.” If you select the * Other”
resource, then a Description field is displayed on the Resource Selection dialog
box. You must enter a description or hame for the override resource before you
can continue. EMSdoes not track availability of override resource items; however,
EMSreports on override resource items just like any other resource item.

@ Your EMSadministrator might have configured an override resource (also known

» For the Package tab—Sel ect the package that contains the multiple resources that
you are adding to the booking.

9. Click Select.

* For items on the Resources tab—If your EM'S administrator configured selections
for the resource, then either you might be required to make selections for the
resource, or you have the option to make selections for the resource (see Figure 3-57
below); otherwise, go to Step 10.

Figure 3-57: Example of a Resource Selections dialog box

= AM Break Selections EI@

Selections

Brealdfast tems (select at least 2 and no more than 3)
ltem Notes
Bagels  Assorted Variety
Donuts  Glazed Kispy Kreme Donuts
Fruit
Muffins
Pastries
Yogurt
Drinks (select at least 2 and no more than 3)
ltem Notes
Coffee Fresh brewed columbian
Orange Juice Pulp free
Red Bull
Tea Assorted varieties
Water

[ ok ][ cancel |

»  For packages on the Packages tab—The package is added to the booking. An entry
for the package as well as entry for each item in the package is displayed in the
Booking Detail Items pane of the Navigator.

10. Repeat Step 4 through Step 9 until you have added all the necessary booking detail items
for the selected booking.
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11. Click Close.

The Resource Selection dialog box closes. The resource and its items are displayed as
folders under the Booking folder in the Navigator.

If you close the Resource Selection dialog box before you have added all the

@ needed resource itemsto the booking, and the booking detail is not froma catering
or service order category, then the booking detail is no longer an available option
on the Booking Details dropdown list. To add more resource items to the booking,
you can select the Booking Detail folder for the booking or you can click a
booking detail itemin the Items pane, and then click New.
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Adding Booking Details and Items to Multiple

Bookings

You use the Add Booking Details Wizard to add booking details and items to multiple
bookingsin asingle step. The steps that you follow depend on the category type. Also, you
can add multiple occurrences of a booking detail to bookings only for service order and
catering categories. If the booking detail isnot a service order or catering category, and the
detail isalready added to the bookings, you cannot add the detail again to the bookings. (You
can, however, add more items to the bookings. See “Adding Booking Detail Itemsto
Multiple Bookings’ on page 155.)

&

You can also manually copy booking details and items from one booking to
another. To copy a booking detail, right-click on the booking detail that is being
copied, and on the context menu that opens, click Copy. Right-click on the booking
to which the booking detail is being copied, and on the context menu that opens,
click Paste.

To add booking details and items to multiple bookings
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1. Openthereservation in the Navigator. See:

“Opening areservation directly in the Navigator” on page 79.
“Opening areservation through the Reservation Book” on page 80.
“Opening areservation through a group” on page 80.

Chapter 4, * Search Tools,” on page 195.

2. Intheleft pane of the Navigator, select the reservation to which you are adding the
booking details and items.

In the Bookings pane, click Tools, and then click Add Booking Details Wizard.

The Add Booking Details Wizard opens. See Figure 3-58 on page 149.
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Figure 3-58: Add Booking Details Wizard

(Reservation No. 21249) - Add Booking Details

Categories (3)
Catering

Muttimedia & Equipment
Visitors

Cancel

4. Select the booking detail that you are adding to one or more of the bookings for the
selected reservation, and then continue to one of the following:

* “To add abooking detail from a non-resource category.”
» “To add abooking detail from aresource, service order, or catering category” on
page 151.

To add a booking detail from a non-resource category

If you select abooking detail of any type other than resource, service order, or catering, (for
example, attendees or setup notes), then to add the detail to the bookings, you follow the
same general steps:

1. Select the booking detail.
2. Click Next, and then enter the information for the booking detail.
» |If you are adding setup notes, see “ To add setup notes’ on page 139.
» |If you are adding attendees/visitors, see “To add attendees’ on page 140.

» If you are adding an agenda or activities, see“To add an agenda (activities)” on page
141.

» If you are adding room charges, see “To add aroom charge” on page 142.
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3. Click Next.

The Select Bookings window opens. Thiswindow displays al the bookings for the
selected reservation with a date greater than or equal to the current day’s date, and that
do not already have the selected booking detail added.

Figure 3-59: Add Booking Details Wizard, Select Bookings window

(Reservation No. 21249) - Add Booking Details
Date Weekday Start End Building Room Event Status
3172012 Thu Thursday 5:00PM  10:00 PM DEN Test2_Auditorium... Tour of Califomia ... Confirmed - Private
3222 R Friday 5:00PM  10:00 PM DEN Test2_Auditorium... Tour of Califomia ... Confirmed - Private
4 1 3
Hide Cancelled Bookings: Hide Old Bookings: [ [ SelectAl | [ Unselect Al
Cancel « Previous

@ To show canceled bookings, clear Hide Cancelled Bookings. Conversely, to hide

canceled bookings, select Hide Cancelled Bookings. To show all bookings
regardless of date, clear Hide Old Bookings.

4. Select the booking, or CTRL-click to select the multiple bookings to which you are

150

adding the details, or click Select All to select all the displayed bookingsin asingle step,
and then click Finish.

A message opens asking you if you want to add more booking details.
Do one of the following:
» Click Yesto return to the Add Booking Details Wizard.
» Click No.

A message opens indicating that the changes were made successfully.
Click OK to close the message and return to the Navigator.

The booking detail and its items are displayed as folders under the Booking folder in the
Navigator window.
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To add a booking detail from a resource, service order, or catering
category

» If you select aservice order or catering category, then the Add Booking Details Wizard
isupdated with, at aminimum, optionsfor Service, Reviewed, Start Time, and End Time.
If you select a catering category, additional fields for Estimated, Guaranteed and Actual
Counts are displayed. In both cases, a State option might also be displayed. Go to Step 1.

Figure 3-60: Example of the Add Booking Details Wizard for a resource with a service order

(Reservation No. 21249) - Add Booking Details

Categories (3) Service: Delivery Service| -

Reviewed B
Muttimedia & Equipment -

4 State: {none) -
Visitors

Start Time:

]

End Time:

Estimated Count: 0
Guaranteed Court: 0
Actual Count: 0

Cancel

» If you select aresource category, then two results are possible:

» TheAdd Booking Details Wizard is updated with options for Reviewed and/or State.
If applicable, select Reviewed and/or select a State, click Next to open the Add
Booking Details Wizard, and then go to Step 3.

For more information about reviewing service orders and selecting states, see
@ “ Searching with the Service Order Management Browser” on page 222.

» The Add Booking Details Wizard opens with two tabs—Resources and Packages.
The Resources tab is the active tab. This tab displays a pre-configured list from
which you can select one or more resources. Go to Step 3.

1. Select the servicetype.

2. Enter the start time, and optionally, the end time, estimated count, guaranteed count, and
select Reviewed and/or a state.

For more information about reviewing service orders and selecting states, see
“ Searching with the Service Order Management Browser” on page 222.
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3. Do one of thefollowing:

To choose one or more resources from the pre-configured list of resources, leave the
Resources tab open, and then go to Step 4.

To add multiple resources to the booking in asingle step, open the Packages tab, and
then go to Step 6.

Figure 3-61: Add Booking Details Wizard, Resources tab

(Reservation No. 21249) - Add Booking Details
Resources | Packages
Grouping: (&l -
Quantity: 1.00
Fitter:

ltems {7) Price Serves > ltems {0} Quartity Move Up
Data Projector £.00 . Move Down
Flip Chart 500

Microphone 500 =5 Edit
Mobile LCD TV 500

Mobile Video Conference Unit $.00

Speakerphone 500

Whitebeard £.00

Cancel « Previous | Nedt

4. Do one of the following on the Grouping dropdown list:

Leave the default value of (all) asisto search for all itemsin al groupings.

Select a specific grouping to search for only those items in the grouping. (For
example, if the selected resource category is A/V Equipment, then available
groupings could include Computer, Phone, Video, and so on. To search only for the
available phones to add to a booking detail, select the Phones grouping.)

5. Optionadly, in the Filter field, enter a search string by which to filter your search.

&

Your search islimited to the exact order of the charactersin the string, but the
string can is not case-sensitive and it can appear anywhere in the search results.

For example, a search string of co returns coffee service, conference phone, and
mini-copier.

6. Inthe Quantity field, leave the default value of 1.00; otherwise, enter a new value.

&
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If you change the quantity for a resource package, then the quantity for each
individual resource that makes up the package is also changed.
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7. Do one of the following:

For the Resources tab—On the Items list, select the resource item, or CTRL-click to
select the multiple resource items that you are adding to the booking.

&

Your EMSadministrator might have configured an override resource (also known
as an override description) so that you can book a resource that has not been
configured in your EMS database. For example, the administrator might have
configured an override resource named “ Other.” If you select the * Other”
resource, then a Description field is displayed on the Resource Selection dialog
box. You must enter a description or hame for the override resource before you
can continue. EMSdoes not track availability of override resource items; however,
EMSreports on override resource items just like any other resource item.

Use the Move Up and Move Down options to order the selected items. To edit a
selected item before you add it to multiple bookings, select the item, and then click
Edit.

For the Package tab—Sel ect the package that contains the multiple resources that
you are adding to the booking.

8. Click Next.

For items on the Resources tab—If your EMS administrator configured selections
for the resource, then either you might be required to make selections for the
resource, or you have the option to make selections for the resource (see Figure 3-62
below); otherwise, go to Step 9.

Figure 3-62: Example of a Resource Selections dialog box

= AM Break Selections EI@

Selections
Brealdfast tems (select at least 2 and no more than 3)
ltem Notes
Bagels  Assorted Variety
Donuts  Glazed Kispy Kreme Donuts
Fruit
Muffins
Pastries
Yogurt
Drinks (select at least 2 and no more than 3)
ltem Notes
Coffee Fresh brewed columbian
Orange Juice Pulp free
Red Bull
Tea Assorted varieties
Water

oK | [ Cancel
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»  For packages on the Packages tab—The package is added to the booking. An entry
for the package as well as entry for each item in the package is displayed in the
Booking Detail Items pane of the Navigator.

9. Click Next.

The Select Bookings window opens. Thiswindow displays al the bookings for the
selected reservation with a date greater than or equal to the current day’s date, and that
do not already have the selected booking detail added.

Figure 3-63: Add Booking Details Wizard, Select Bookings window

(Reservation Mo, 21249) - Add Booking Details
Date Weelkday Start End Building Room Event Status
31202 Thu Thursday 500PM  10:00 PM DEN Test?_Audtorium... Tour of Calfomia ... Confirmed - Private
3/2/2012 Fi Friday 500PM 10:00 PM DEN Test2_Audtorium... Tour of Califomia ... Corfimmed - Private
q [T 3
Hide Cancelled Bookings: Hide Old Bookings:  [¥ Select Al Unselect All
Cancel < Previous

To show canceled bookings, clear Hide Cancelled Bookings. Conversely, to hide
canceled bookings, select Hide Cancelled Bookings. To show all bookings
regardless of date, clear Hide Old Bookings.

10. Select the booking, or CTRL-click to select the multiple bookings to which you are
adding the details, or click Select All to select all the displayed bookingsin asingle step,
and then click Finish.

A message opens asking you if you want to add more booking details.
11. Do one of the following:
» Click Yesto return to the Add Booking Details Wizard.
» Click No.
A message opens indicating that the changes were made successfully.
12. Click OK to close the message and return to the Navigator.

The booking detail and itsitems are displayed as folders under the Booking folder in the
Navigator.
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Adding Booking Detalil Items to Multiple
Bookings

You use the Add Item Wizard to add booking detail items to multiple bookings for categories
that are already added to the bookings. For example, you can use this Wizard to add food
serviceitemsonly if any of the bookings already has food service added as a booking detail.

To add booking details and items for categories that are not already in use, see
“ Adding Booking Details and Items to Multiple Bookings’ on page 148.

To add booking detail items to multiple bookings

1. Open thereservation in the Navigator. See:
* “Opening areservation directly in the Navigator” on page 79.
*  “Opening areservation through the Reservation Book” on page 80.
*  “Opening areservation through a group” on page 80.
e Chapter 4, “ Search Tools,” on page 195.

2. Intheleft pane of the Navigator, select the reservation to which you are adding the
booking detail items.

3. Inthe Bookings pane, click Tools, and then click Add Item Wizard.

The Add Item Wizard opens. The first window in this Wizard, the Select Category
window, displays only those categoriesthat are already in use for any of the bookingsin
the reservation. See Figure 3-64 on page 156.
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Figure 3-64: Add Item Wizard

(Reservation No. 1673) - Add Items
Categories (3)
Agenda

Food Service

Fumiture

Cancel

4. Select the category to which you want to add items.
5. Click Next.
The steps that you now must follow depend on the category type. See:
» “Toadd abooking detail from a non-resource category” on page 149.

» “Toadd abooking detail from aresource, service order, or catering category” on
page 151.
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Editing Booking Detall Items for Individual
Bookings

After you have added booking details and items to bookings for a reservation, you can edit
any non-invoiced item on an individual basis.

To edit the pricing information for multiple non-invoiced itemsin a single
booking, or for multiple non-invoiced items in multiple bookings, see“ Editing
Booking Detail Item Charges for Multiple Items’ on page 161.

To edit booking detail items for individual bookings

1. Open the reservation in the Navigator. See:
»  “Opening areservation directly in the Navigator” on page 79.
» “Opening areservation through the Reservation Book” on page 80.
*  “Opening areservation through a group” on page 80.
e Chapter 4, “Search Tools,” on page 195.

2. Intheleft pane of the Navigator, expand the folder structure for the reservation until the
appropriate booking detail items folder is visible, and then do the following:

»  Select the booking detail folder that contains the items that you are editing.

* Intheltems pane, select theitem that you are editing.

The item cannot be invoiced. If theitemisinvoiced, the Edit button is not
available. To edit an invoiced item, you must first void the invoice. See* To void an
invoice” on page 372.
3. Continue to one of the following:
* “Toedit abooking detail item from a non-resource category” on page 158.

» “To edit abooking detail item from aresource, service order, or catering category”
on page 158.
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To edit a booking detail item from a non-resource category
1. Click Edit.
The <Booking Detail> dialog box opens.

2. Edit the item as necessary, and then click OK to close the <Booking Detail> dialog box
and return to the Navigator.

For detailed information about editing a booking detail item from a non-resource
category, see:

e “Toadd setup notes” on page 139.

e “To add attendees’ on page 140.

* “Toadd an agenda (activities)” on page 141.
» “Toaddaroom charge’ on page 142.

To edit a booking detail item from a resource, service order, or
catering category
1. Click Edit.

The <Resource> dialog box opens. The Resource tab is the active tab. If selections are
available for the resource, then the dialog box also has a Selections tab.

Figure 3-65: <Resource> dialog box, Resource tab

= Food Service = @
Resource | Selections | Audit
Resource: -
Quantity: 10.00
Sequence: 100
Reserved Time
Notes: Includes various snack and drink tems

Special Instructions:

Intemal:

Pricing
Pricing Method: Lnit *  Unit Price: 0.00
Discount Percent: 0%

Reservation Discount: 0%

A:r' Spelling QK ] | Cancel
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2. Onthe Resource tab, edit the information as necessary.

If applicable, select a completely different item for the resource.

The sequence number determines the order in which the items (for example, juice,
muffins, and so on) are displayed in the list in the Items pane in the Navigator when
the booking detail (for example, Catering) is selected for a booking. If needed, edit
the sequence number.

The Time in Use indicates the time that the resource is to be available for the
booking. If needed, edit the Timein Use.

For a definition of Event Time or Reserved Time, see“ Event Timeline” on page
44.. You can edit the Time In Use only if the itemis not from a resource from a
service order or catering category. (The Timein Useis applied at the category
level for these types of resources).

If the notes are to be printed on internal reports only (the notes would be excluded
from external reports like a confirmation), then select Internal.

If you edit the pricing method, then make sure to enter any other additional
information as needed.

Pricing Method Additional Fields

Unit

¢ Unit Price

Half Day/Full Day (Event Time) « Half Day Price

e Full Day Price
e Hours

Half Day/Full Day (Reserved Time) » Half Day Price

¢ Full Day Price
* Hours

Half Day/Full Day (Service Time) « Half Day Price

Note: Available only for a resource with a service order. e Hours

¢ Full Day Price

Hourly (Event Time) * Hourly Price

¢ Minimum Charge
e Maximum Charge
« Initial Flat Charge

Hourly (Reserved Time) * Hourly Price

¢ Minimum Charge
¢ Maximum Charge

« Initial Flat Charge
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Pricing Method Additional Fields

Hourly (Service Time) « Hourly Price

¢ Minimum Charge
Note: Available only for a resource with a service order. e Maximum Charge
 Initial Flat Charge

Hourly (Specific) ¢ Hourly Price
¢ Minimum Charge

¢ Maximum Charge

» |If applicable, open the Selection tab, and edit the resource selections as needed.
3. Click OK.

The <Resource> dialog box closes, and you return to the Navigator with the edited item
still selected in the Items pane.

If you need to edit counts and/or times for individual itemsin a resource, service
order, or catering, category, see “ Editing Count Information for a Booking” on
page 163.
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Editing Booking Detail Item Charges for Multiple
ltems

You can edit resource quantities and billing information (price, pricing method, and so on)
for individual items (see “Editing Booking Detail Items for Individual Bookings” on page
157) or you can use the Edit Charges tool to edit this information for multiple non-invoiced
items.

To edit the billing information for invoiced items, you must first void the invoice.
See “ To void an invoice” on page 372.

To edit booking detail item charges for multiple items

1. Open thereservation in the Navigator. See:
* “Opening areservation directly in the Navigator” on page 79.
» “Opening areservation through the Reservation Book™” on page 80.
» “Opening areservation through a group” on page 80.
e Chapter 4, “ Search Tools,” on page 195.
2. Inleft pane of the Navigator, do one of the following:
« Toedital billableitemsin all the bookings for areservation, select the reservation.

» Toedit only the billable items in a selected booking, expand the reservation folder,
and under the expanded reservation folder, select the booking that contains the items
that you are editing.

3. Inthe Bookings/Booking Details pane, click Tools> Edit Charges.

The Edit Charges window opens. If you selected areservation, then al non-invoiced
billableitemsin all the bookings for the selected reservation are displayed in the
window; otherwise, only the non-invoiced billable items for the selected booking are
displayed. See Figure 3-66 on page 162.
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Figure 3-66: Edit Charges window

Edit Charges (Reservation No. 1673)

Category: [ED hd

10/11/2010 Mon
9:00 AM - 4:00 PM

Mame 30th Annual Engineering Egg Throw Demonstrations
HC - HCE North Audit -

9:00 AM - 4:00 PM Status Confirmed

Category Description GQuantity Pricing Method Price Discount Min. Charge Max. Charge -
1041172010 Mon | Fumiture Podium 1.00 Unit 0.00 0% L
1041172010 Mon | Fumiture Round Table 72" | 1.00 Unit 0.00 0% r
1041172010 Mon | Fumiture Chairs 20.00 Unit 0.00 0%
104112010 Mon | Personnel Janitorial 1.00 Unit 0.00 0%
4 1 ¢
Total Charges: 0.00
Less Discount: 0.00

Met Charges: 0.00

4. Optionally, on the Category dropdown list, select a category to narrow the list of items
that are displayed.

5. To edit the quantity, pricing method, price, or discount percentage for an item, click in
the appropriate field for the item and make the necessary edits.

6. Click Close.

Any resulting recal culations are carried out automatically. The Edit Charges window
closes and you return to the Navigator.
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Editing Count Information for a Booking

You use the Edit Countstool to edit the count information for a booking, including the setup
count and attendance count, the estimated count, guaranteed count, and actual count for a
booking detail with a category type of catering, as well as the counts for non-invoiced
booking detail items. You can edit the counts for all bookingsin areservation or for just a
selected booking.

Much of the information that you can edit using the Edit Countstool is also
available for editing in other areas of the application. The purpose of thistool is
simply to collate all the count information in a single location for editing.

To edit count information for a booking

1

Open the reservation in the Navigator. See:

*  “Opening areservation directly in the Navigator” on page 79.

» “Opening areservation through the Reservation Book” on page 80.
» “Opening areservation through a group” on page 80.

e Chapter 4, “ Search Tools,” on page 195.

In the left pane of the Navigator, do one of the following:

»  Select the reservation.

» Expand the reservation folder, and under the reservation folder, select a specific
booking.

In the Bookings pane, click Tools, and then click Edit Counts.

The Edit Counts window opens. If you selected the reservation, then the Bookings (top)
pane of the window lists all the bookings for the selected reservation; otherwise, the
pane lists just the selected booking. See Figure 3-67 on page 164.
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Figure 3-67: Edit Counts window

164

Edit Counts (Reservation MNo. 1673)

Date Start End Building Room Event Status Setup Court  *
1041142010 Mon | 5:00 AM | 4:00 PM |HC HCE Morth Audit. | 30th Annual Engineering Egg Throw Demonstrations | Corfimed | 250 3
10/13/2010 Wed | 5:00 AM | 4:00 PM |HC HCE Morth Audit. | 30th Annual Engineering Egg Throw Demonstrations | Corfimed | 250
B = —— PP —— - — P —— -
Category: Food Service -

Select the booking for which you are editing the count information.

On the Category dropdown list, select the booking detail (category) for which you are
editing the count information.

The Booking Details (middle) paneis refreshed with the information for the selected
category. If the category is aresource with a service order, then the pane displays the
service type and the start and end times for the category. If the category is catering, then
the pane a so displays the estimated count, guaranteed count, and actual count for the
booking detail.

In the Booking Details pane, select the booking detail that contains the items for which
you are editing the count information.

The Items (lower) pane is refreshed with alist of al the non-invoiced items for the
selected detail.

To Edit the count information for any booking detail or detail item, click in the
appropriate field and make the necessary edits.

To edit the count information for multiple bookings, repeat Step 4 through Step 7 as
needed for each booking.

Click Close.
The edits are made. You return to the Navigator.
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Applying a Reservation Discount

You use Apply Reservation Discount Wizard to apply areservation discount to non-invoiced
detailsin abooking. The discount is applied as a percentage of the total charge for anitem
and it is added to any existing discounts that have already been applied to the item.

To apply a discount to invoiced items, you must first void the invoice. See” To void
aninvoice” on page 372.

To apply a reservation discount

1

Open the reservation in the Navigator. See:

»  “Opening areservation directly in the Navigator” on page 79.

» “Opening areservation through the Reservation Book” on page 80.
*  “Opening areservation through a group” on page 80.

e Chapter 4, “Search Tools,” on page 195.

In the left pane of the Navigator, select the reservation to which you are applying the
discount.

In the Bookings pane, click Tools, and then click Apply Reservation Discount.

The Apply Reservation Discount window opens. All the bookings for the selected
reservation with their categories that have not been invoiced are displayed.

Figure 3-68: Apply Reservation Discount window

(Reservation No. 1673) - Apply Reservation Discount

Reservation Discount: 0%

Discount Motes:

Category: (all) -

Date Service Start Service End Building Room Category Service Booking 1D
10/11/2010 Mon HC HCE Morth Audit. Fumiture {none) 5840
10/11/2010 Mon HC HCE Morth Audit. Personnel {none) 5840
10/13/2010 Wed HC HCE North Audit. Fumiture {none) 5841
10/13/2010 Wed HC HCE Morth Audit. Personnel {none) 5841
10/15/2010 Fii HC HCE North Audit. Fumiture {none) 5842
10/15/2010 Fri HC HCE Morth Audit. Personnel {none) 5342

[ SelectAl | [ Unselectal

Cancel
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4,

Leave the Category set to the default value of (all), or optionally, to apply adiscount to
al the itemsin a specific category, on the Category dropdown list, select a category.

The Apply Reservation Discount window is updated with the bookings that have the
selected category.

Enter the discount percentage.
Optionally, enter any notes that are relevant about the discount.

Select the booking, or CTRL-click to select the multiple bookings to which you are
applying the discount, or click Select All to select all the displayed bookingsin asingle
step, and then click Finish.

A message opens indicating that the changes were made successfully.
Click OK to close the message and return to the Navigator.

After you apply a reservation discount, you can view it and/or edit it when you are
editing the reservation on the Billing | nformation tab of the Reservation window
in the Navigator. See “ Editing a Reservation in the Navigator” on page 98.



Copying Booking Details Between Bookings

You use the Copy Booking Details Wizard to copy the details from one booking in a

reservation and paste them into other bookings for the same reservation.

To copy booking details between bookings

Chapter 3
The Navigator

1. Open thereservation to which you are copying the booking details in the Navigator. See:

* “Opening areservation directly in the Navigator” on page 79.

»  “Opening areservation through the Reservation Book™” on page 80.

» “Opening areservation through a group” on page 80.
»  Chapter 4, “Search Tools,” on page 195.

2. Intheleft pane of the Navigator, select the reservation from which you are copying the

details.

3. Inthe Bookings pane, click Tools, and then click Copy Booking Details Wizard.

The Copy Booking Details Wizard opens. The first window in this Wizard, the Select
Booking Details to Copy window, displays all the bookings for the selected reservation,

regardless of date. By default, the Copy From Reservation No. field displays the

reservation number for the selected reservation.

Figure 3-69: Copy Booking Details Wizard, Select Booking Details to Copy window

(Reservation No. 21249) - Copy Booking Details
Copy From Reservation No.: 21245 I:I
Event Name: Tour of Califomia - Stage Preview
Group: Denver Cycling Club
Category: (ally -
Copy Inactive Resources/Rooms: ]

Date Service Start Service End Building Room Category
27272012 Mon DEN Test2_Auditorium_30_50 Room Charge
27272012 Mon DEN Test2_Auditorium_30_50 Denver VC
27272012 Mon DEN Test2_Auditorium_30_50 Setup Notes
27272012 Mon DEN Test2_Auditorium_30_50 Multimedia & Equipment
27272012 Mon DEN Test2_Auditorium_30_50 Agenda
2/27/2012 Mon - 5:30 PM 8:30 PM DEN Test2_Auditorium_30_50 Catering
2/27/2012 Mon  3:30 PM 10:00 PM DEN Test2_Auditorium_30_50 Catering
2/27/2012 Mon  3:00 PM 10:00 PM DEN Test2_Auditorium_30_50 Catering
2/27/2012 Mon  3:00 PM 10:00 PM DEN Test2_Auditorium_30_50 Catering
2/28/2012 Tue DEN Test2_Auditorium_30_50 Room Charge
A0 ST T MCkl Trmdd MiAddbmriiem W BN Dmessme LY
4 m

Cancel

Service

{none)

{none)

{none)

{none)

{none)

Delivery Service
Delivery Service
Delivery Service
Delivery Service

m
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4. Optionally, in the Copy From Reservation No. field, click the Search icon |:| to open
the Open Navigator dialog box and search for and select a different reservation from
which to copy the booking details.

The Select Booking Details to Copy window is refreshed with all the bookings details
for the selected reservation.

5. Optionaly, do one or both of the following:

» Onthe Category dropdown list, select a specific category of booking detailsto
display on the Select Booking Details to Copy window.

» Leave Copy Inactive Resources/Rooms selected to copy thisinformation for the
bookings. Clear this option if you do not want to copy this information.

6. Select the booking, or CTRL-click to select the multiple bookings fromwhich you are
copying the booking details, and then click Next.

The Select Bookings window opens. This window displays all the bookings with a date
greater than or equal to the current day’s date to which you can copy the booking details.

Figure 3-70: Copy Booking Details Wizard, Select Bookings window

(Reservation No. 21249) - Copy Booking Details
Date Weekday Start End Building Room Event Status
27272012 Mon Monday 5:00PM  10:00 PM DEN Test2_Auditorium... Tour of Califomia ... Confirmed - Private
2/28/2012 Tue Tuesday 5:00PM  10:00 PM DEN Test2_Auditorium... Tour of Califomia ... Confirmed - Private
2/29/2012 Wed Wednesday 5:00PM  10:00 PM DEN Test2_Auditorium... Tour of Califomia ... Confirmed - Private
3172012 Thu Thursday 5:00PM  10:00 PM DEN Test2_Auditorium... Tour of Califomia ... Confirmed - Private
3222 R Friday 5:00PM  10:00 PM DEN Test2_Auditorium... Tour of Califomia ... Confirmed - Private
4 1 3
Hide Cancelled Bookings: Hide Old Bookings: [ [ SelectAl | [ Unselect Al
Cancel « Previous

To show canceled bookings, clear Hide Cancelled Bookings. Conversely, to hide
canceled bookings, select Hide Cancelled Bookings. To show all bookings
regardless of date, clear Hide Old Bookings.
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7. Select the booking, or CTRL-click to select the multiple bookings to which you are
copying the booking details, or click Select All to select all the displayed bookingsin a
single step, and then click Finish.

A message opens indicating that the changes were made successfully.
8. Click OK to close the message and return to the Navigator.
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Deleting Booking Detall Items from Multiple
Bookings

If you add booking detail itemsto bookingsfor areservation in error, or abooking itemis no
longer valid for one or more bookings, and the item has not been invoiced, you can use the
Delete Item Wizard to delete the item. You can delete each item on an individua basis, or
you can delete all the items for a booking detail in asingle step. If you delete an item at the
package level, then the deletion cascades down to all the itemsin the package. You can also
delete individual items from a package.

To delete booking detail items from multiple bookings

1. Open thereservation from which you are deleting the booking detail itemsin the
Navigator. See:

»  “Opening areservation directly in the Navigator” on page 79.

» “Opening areservation through the Reservation Book” on page 80.
* “Opening areservation through a group” on page 80.

e Chapter 4, “Search Tools,” on page 195.

2. Intheleft pane of the Navigator, select the reservation from which you are deleting the
booking detail items.

3. Inthe Bookings pane, click Tools, and then click Delete Item Wizard.

The Delete Item Wizard opens. The first window that opensis the Select Categories
window.

Figure 3-71: Delete Iltem Wizard, Select Categories window

(Reservation Mo. 1325) - Delete Items

Category: -

Cancel
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4. Select the category (booking detail) from which you are deleting the items, and then

click Next.
The Select Categories/Items window opens.

Figure 3-72: Delete Item Wizard, Select Categories/ltems window

(Reservation No. 1325) - Delete Items

Category: hd
Grouping: (@lly -
Resource: Resources (3)

Podium
Round Table 60"

[ SelectAl | [ Unselect Al

Delete Empty Categories:  []

5. Optionaly, do one or both of the following:

»  Select a specific grouping to limit the display to only those items in the grouping.

» Select Delete Empty Categoriesto aso delete acategory after the last item is deleted

from the category.

6. Onthe Resourceslist, select the resource item, or CTRL-click to select the multiple

resource items that you are deleting.

7. Click Next.

The Select Bookings window opens. This page lists al the bookings for the selected
reservation with a date greater than or equal to the current day’s date and that have the
resource items that were selected for deletion. See Figure 3-73 on page 172.
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Figure 3-73: Delete Item Wizard, Select Bookings window

(Reservation No. 1325) - Delete Items
Date Start End Building Room Resource Quartity
1/10/2011 Mon 5:30PM  S:00 PM CCE MR 301  Chairs 10.00
1/17/2011 Mon 5:30PM  S:00 PM CCE MR 301  Chairs 10.00
1/24/2011 Mon 5:30PM  S:00 PM CCE MR 301  Chairs 10.00
[ SelectAl | [ Unselect Al
Cancel « Previous

8. Select the booking, or CTRL-click to select the multiple bookings from which you are
deleting the resource items, or click Select All to select al the displayed bookingsin a
single step, and then click Finish.

A message opens indicating that the changes were made successfully.
9. Click OK to close the message and return to the Navigator.
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Deleting Booking Detalls from Multiple Bookings

You use the Delete Booking Details Wizard to del ete one or more booking details that do not
have invoiced items from multiple bookings in asingle step. When you delete a booking
detail from a booking, any items that have been added for the detail are also deleted.

To delete booking details from multiple bookings
1. Open the reservation from which you are deleting the booking details in the Navigator.
See:
* “Opening areservation directly in the Navigator” on page 79.
*  “Opening areservation through the Reservation Book” on page 80.
* “Opening areservation through a group” on page 80.
e Chapter 4, “ Search Tools,” on page 195.

2. Intheleft pane of the Navigator, select the reservation from which you are deleting the
booking details.

3. Inthe Bookings pane, click Tools, and then click Delete Booking Details Wizard.

The Delete Booking Details Wizard opens. The first window in this Wizard, the Select
Categories window, displays all the categories (booking details) that are already in use
for any of the bookings in the selected reservation.

Figure 3-74: Delete Booking Details Wizard, Select Categories window

(Reservation No. 1673) - Delete Booking Details

Categories (5)
Agenda
Fumiture

Personnel
Room Charge

[ SelectAl | [ Unselect Al

Cancel Ned
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4. Select the category, or CTRL-click to select the multiple categories that you are deleting
from the reservation, or click Select All to select all categoriesin asingle step.

5. Click Next.

The Select Booking Details window opens. This page lists al the bookings for the
selected reservation with a date greater than or equal to the current day’s date that have
the categories (booking details) that were selected for deletion but do not have any
invoiced items.

Figure 3-75: Delete Booking Details Wizard, Select Booking Details window

(Reservation No. 1673) - Delete Booking Details

Date Service Start Service End Building Room Category Service Booking 1D

10/11/2010 Mon HC HCE Morth Audit. Fumiture {none) 5840
10/13/2010 Wed HC HCE North Audit. Fumiture {none) 5841
10/15/2010 Fii HC HCE North Audit. Fumiture {none) 5842

[ SelectAl | [ Unselect Al

Cancel « Previous

6. Select the booking, or CTRL-click to select the multiple bookings from which you are
deleting the categories, or click Select All to select all the displayed bookingsin asingle
step, and then click Finish.

A message opens indicating that the changes were made successfully.
7. Click OK to close the message and return to the Navigator.
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Working with Comments and Reminders in the
Navigator

A comment is atext entry that explains or clarifies areservation, a booking, a group, or a
booking detail that isa service order. A reminder is acomment that has a due date associated
with it, and if it is attached to areservation, booking, group, or service order, then it is called
an attached reminder. You can select from a pre-configured list of comment types and
reminder types, or you can create a user-specified comment type or reminder type if none of
the pre-configured types meets your working needs. You can add comments/reminders
directly to areservation, booking, or service order in the Navigator. You can also edit a
comment/reminder, delete acomment/reminder, and view the history for a comment/
reminder.

A reminder that you add to a reservation, booking, group, or booking detailsis
called an attached reminder. To work with unattached reminders, see “ Reminders
Tab” in*“ Overview of the EMS Dashboard and Dashboard Options’ on page 229.

To work with a comment or reminder in the Navigator

The following procedures are written fromthe per spective of working with a single
@ comment. By analogy, you can follow these procedures to work with a single
attached reminder. To add multiple comments and/or remindersto a reservation in
a single step, see “ Adding Multiple Comments and Reminders to a Reservation”
on page 179.
1. Openthereservation in the Navigator. See:

* “Opening areservation directly in the Navigator” on page 79.

»  “Opening areservation through the Reservation Book” on page 80.

e “Opening areservation through a group” on page 80.

e Chapter 4, “ Search Tools,” on page 195.

2. Intheleft pane of the Navigator, select the reservation, booking, or service order, and
then in the top right pane of the Navigator, open the Comments tab.

3. Continueto one of the following:
* “Toadd acomment” on page 176.
* “Toedit acomment” on page 177.
* “To delete acomment” on page 177.

* “Toview the history for acomment” on page 177.
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To add a comment
1. Click New.

The Comment dialog box opens.

Figure 3-76: Comment dialog box

= Comment = @
Comment | History | Audit
Comment Type: | hd
Alert Users:
A,“' Spelling [ QK ]| Cancel |

2. Onthe Comment Type dropdown list, select the type of comment that you are adding;
otherwise, if none of the pre-configured comment types meets your working needs,
select (user-specified comment), and then in the Description field, enter a description for
the comment type.

3. Inthe Notesfield, enter the comment.
4. Optionally, do one or both of the following:

» Toadert any EMS user that opens this reservation, booking, or service order that this
comment has been added, select Alert Users.

e Click Spelling to spell check the comment before you add it to the reservation,
booking, or service order.

5. Click OK.

The Comment dialog box closes. The comment is added to the reservation, booking, or
service order. The Comments tab remains open.
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To edit a comment

1

Select the comment that you are editing, and then click Edit.

The Comment dialog box opens, populated with the information for the selected
comment.

Edit the comment as needed, including itstype, description (if applicable), its Notes,
and/or its Alert User status.

Optionally, click Spelling to spell check the comment before you save the edited
comment.

Click OK.

The Comment dialog box closes. The edited comment is saved for the reservation,
booking, or service order. The Comments tab remains open.

To delete a comment

1

Select the comment that is you are deleting, and then click Delete.
A message opens asking you if it is OK to delete the selected comment.
Click Yes.

The selected comment is deleted from the reservation, booking, or service order. The
Comments tab remains open.

To view the history for a comment

1

Select the comment for which you viewing the history, and then click Edit.

The Comment dialog box opens populated with the information for the selected
comment.

Open the History tab.

The tab displays the following information for each change that was made to the
comment—the date of the change, the login ID for the user who made the change, and
the old and new values for the comment. See Figure 3-77 on page 178.
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Figure 3-77: Comment dialog box, History tab

= Comment | = '@
Comment | History | Audit
Date Changed By Field Qld Value MNew Value Miew
11/19/2010 Fri Admin Mert Users Yes No
'?f Spelling QK ] [ Cancel

3. Click OK.

The Comment dialog box closes. The Comments tab remains open.
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Adding Multiple Comments and Reminders to a
Reservation

When you add a comment or areminder to a reservation from the Comments tab or
Reminders tab, respectively, then you can add only a single comment or reminder at atime.
To add multiple comments or reminders to areservation in asingle step, you must use an
option on the context menu for reservationsin the Navigator.

When you add multiple reminders and comments to a reservation, your only

@ option isto select froma pre-configured list of comment types and reminder types.
To add a user-specified comment type or reminder type, you must add each
comment or reminder individually. See “ Working with Comments and Reminders
in the Navigator” on page 175.

To add multiple comments and reminders to a reservation

1. Open the reservation to which you are adding multiple comments and/or remindersin
the Navigator. See:

*  “Opening areservation directly in the Navigator” on page 79.

» “Opening areservation through the Reservation Book” on page 80.
»  “Opening areservation through a group” on page 80.

e Chapter 4, “Search Tools,” on page 195.

2. Intheleft pane of the Navigator, right-click the reservation, and on the context menu that
opens, click Add Reminders and Comments.

The Add Reminders and Comments window opens. Thiswindow lists all the available
pre-configured reminder and comment typesin the Available list. See Figure 3-78 on
page 180.
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Figure 3-78: Add Reminders and Comments window

= Add Reminders And Comments - NTA Students Association (Reservation Mo, 1459) EI@
Available (11) Description Selected (0) Description
Comment Admission Cost and Directions
Comment Event Recap
Comment Intemal Mote Iil
Comment Public Event Information
Comment Sales Call Follow-Up
Reminder Contact Off-Site AV Vendor
Reminder Finalize Event Details
Reminder Get Final Catering Count
Reminder Get Insurance Waiver Form
Reminder Tentative Booking Follow-Lp
Reminder Test Video Connections
4 1 3

3. Inthe Availablelist, select the comment/reminder type, or CTRL-click to select the
multiple comment/reminder types that you are adding to the reservation, and then click
the Move ( >) button to move the selected comment/reminder types to the Selected list.

4. To enter the text for the selected comment/reminder types, select a comment/reminder
type in the Selected list, and then click Edit.

A Notes dialog box opens in which you can enter the text for the selected comment/
reminder type.

5. After you have entered the text for a selected comment/reminder type, click OK to close
the Notes dialog box and return to the Add Reminders and Comments window.

6. Repeat Step 4 and Step 5 for each selected comment/reminder type.
7. Click Finish.

A message opens indicating that the comment/reminder types were added successfully.
8. Click OK to close the message and return to the Navigator.
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Working with User Defined Fields in the
Navigator

The User Defined Fields tab displays the additional fields that store custom data for a
reservation, booking, or abooking detail that is a service order. Your EM S administrator
configures the types of fields that are available aswell asthe allowed values for these fields.
You can add new user defined fields to areservation or booking detail, edit the value for a
user defined field, and delete user defined fields. You can also view the history for a user
defined field.

To work with user-defined fields in the Navigator

1

Open the reservation in the Navigator. See:

*  “Opening areservation directly in the Navigator” on page 79.

» “Opening areservation through the Reservation Book” on page 80.
» “Opening areservation through a group” on page 80.

»  Chapter 4, “Search Tools,” on page 195.

In the left pane of the Navigator, select the reservation or booking detail (remember, the
booking detail must be a service order), and then in the top right pane of the Navigator,
open the User Defined Fields tab.

Continue to one of the following:

* “To add auser-defined field” on page 182.

» “To edit auser-defined field” on page 182.

* “Todelete auser-defined field” on page 182.

» “Totheview history for a user-defined field” on page 183.
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To add a user-defined field

1. Click New.
The User Defined Field dialog box opens.
Figure 3-79: User Defined Field dialog box

= User Defined Field o 2|

User Defined Field | History | Audit

Field: | -

Value:

[ ok ][ cancel |

2. OntheField dropdown list, select the type of field that you are adding.

3. Onthe Value dropdown list, select an allowed value for the field.

4. Click OK.
The User Defined Field dialog box closes. The field is added to the reservation and the
User Defined Fields tab remains open.

To edit a user-defined field

1. Select the user defined field that you are editing, and then click Edit.

The User Defined Field dialog box opens. The field type and field value are displayed
for the selected user defined field.

2. Edit thefield type, field value, or both as needed.

3. Click OK.
The User Defined Field dialog box closes. The edited field is saved for the reservation or
booking detail and the User Defined Fields tab remains open.

To delete a user-defined field

1. Select the user-defined field that you are deleting, and then click Delete.
A message opens asking you if it is OK to delete the selected field.

2. Click Yes.
The selected field is deleted. The User Defined Fields tab remains open.
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1. Select the user-defined field for which you are viewing the history, and then click Edit.
The User Defined Field dialog box opens. The field type and field value are displayed

for the selected user defined field.
2. Openthe History tab.

The tab displays the following information for each change that was made to the field—
the date of the change, the login ID for the user who made the change, and the old and

new values for the field.

Figure 3-80: User Defined Field dialog box, History tab

= User Defined Field
User Defined Field | History | Audit

Date Changed By
8/3/2010 12:12 PM  Admin

4 T

Field

Value

o 3 sl

Old Val
Yes - Flg

Miew

3

[

oK | [ Cancel

You can use the scroll feature at the bottom of the dialog box to view all the history
for a selected change, or you can click a change, and then click View.

3. Click OK.

The User Defined Field dialog box closes. The User Defined Fields tab remains open.
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Working with Attachments in the Navigator

The term attachment is used to describe any file that you can add to or store on areservation
or booking. (Unlike a drawing, which is simply referenced, an attachment is actually stored
in the EM S database with the reservation or booking record.) You can also delete an
attachment from a reservation or booking, and view and edit an attachment.

You can also add an attachment to a group record. See “ Configuring Additional
@ Information for a Group” on page 263.

To work with attachments in the Navigator

1. Open the reservation in the Navigator. See:
*  “Opening areservation directly in the Navigator” on page 79.
» “Opening areservation through the Reservation Book” on page 80.
*  “Opening areservation through a group” on page 80.
e Chapter 4, " Search Tools,” on page 195.

2. Intheleft pane of the Navigator, select the reservation or expand the folder structure for
the reservation until the appropriate booking folder is visible, and then select the
booking folder.

3. Inthetop right pane of the Navigator, open the Attachments tab.
4. Continue to one of the following:
* “To add an attachment to a reservation or booking” on page 185.
» “To edit an attachment for areservation or booking” on page 186.
* “Todelete an attachment from areservation or booking” on page 186.

» “Toview an attachment for areservation or booking” on page 187.
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To add an attachment to a reservation or booking

1. Click New.

The Attachment dialog box opens.

Figure 3-81: Attachment dialog box

2.

= Attachment = @

Attachment | audit

Drescription:

Type: [none] -

&l

Attachment:

Notes:

Display On ‘wieb:

",“ Spelling Cancel

In the Description field, enter a name or description for the attachment.

The description can be a maximum of 50 characters, including spaces. If you
leave thisfield blank, then the Description field is populated with the name of the
file after you attach it to a reservation or booking.

On the Type dropdown list, select the attachment type.

Click the Search icon || to open the Find Attachment dialog box, and then browse to

and select the attachment.

The Find Attachment dialog box closes. The file name for the attachment is displayed in
the Attachment field.

Optionally, do one or more of the following as needed:

* |If you left the Description field blank, then the name of the attached file is used by
default for the file description, and you can edit this if needed.

» If the attachment isto be displayed in VEM S when it is attached to areservation or
booking, then select Display on Web.

 |f aVEMSuser isto be able to delete this attachment when it is attached to a
reservation or booking, then select Allow Web Delete.

» Enter any pertinent notes for the attachment.

e Click Spelling to spell check the description before you attach the drawing to the
booking.
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6. Click OK.
The Attachment dialog box closes. The attachment is added to the booking. The
Attachments tab remains open.

To edit an attachment for a reservation or booking

1. Select the attachment that you are editing, and then click Edit.

The Attachment dialog box opens populated with the information for the selected
attachment.

2. Do any of the following as needed:
e Edit the description.

@ The description can be a maximum of 50 characters, including spaces.

«  Click the Searchicon || to open the Find Attachment dialog box and scroll to and

select a different attachment.
» Edit the notes and/or web options.
»  Optionaly, click Spelling to spell check the description.
3. Click OK.

The Attachment dialog box closes. The Attachments tab remains open.

To delete an attachment from a reservation or booking

1. Select thedrawing or CTRL-click to select the multiple attachments that you are deleting
from the reservation or booking.

2. Click Delete.
A message opens asking you if it is OK to delete the selected attachments.
3. Click Yes.

The selected attachments are deleted from the reservation or booking. The Attachments
tab remains open.
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To view an attachment for a reservation or booking

Your computer must have the appropriate application installed to view
attachments of a specific type. For example, to open a .docx that is attached to a
booking, Microsoft Word must be installed on your computer.
1. Select the attachment that you are viewing, and then click Open.
The file opensin the appropriate application.

2. Closethe application after viewing the attachment, or if the application allowsit, edit the
attachment as needed, and then save the attachment.

The next time you open the attachment in the Navigator, you can see the changes that
you made.
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Working with Drawings in the Navigator

Theterm drawing is used to describe afile (text-based or image file) that you can add to a
booking. Thefile can stored on your organization’s network, or you can create adrawing “on
thefly,” in the default drawing program on your EMS client, and then add it to a booking.
Typicaly, adrawing is a setup diagram of the booking room. You can also detach a drawing
from a booking, and view and edit a drawing.

To work with drawings in the Navigator

1

188

Open the reservation in the Navigator. See:

* “Opening areservation directly in the Navigator” on page 79.

» “Opening areservation through the Reservation Book” on page 80.
»  “Opening areservation through a group” on page 80.

e Chapter 4, " Search Tools,” on page 195.

In the left pane of the Navigator, expand the folder structure for the reservation until the
appropriate booking folder is visible, and then select the booking.

In the right pane of the Navigator, open the Drawings tab.

Continue to one of the following:

» “To attach a stored drawing to a booking” on page 189.

* “Tocreate adrawing “on the fly” and attach it to a booking” on page 190.
» “To edit adrawing for abooking” on page 190.

* “To detach adrawing from abooking” on page 190.

» “Toview adrawing for abooking” on page 191.
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To attach a stored drawing to a booking

1

Click New > Attach.
The Drawing dialog box opens.

Figure 3-82: Drawing dialog box

2.

= Drawing = @
Drawing | Audit
Description:
Drawing: I:I
A,“' Spelling [ QK ] | Cancel |

In the Description field, enter a name or description for the drawing.

3.

The description can be a maximum of 50 characters, including spaces. If you
leave thisfield blank, then the Description field is populated with the name of the
file after you attach it to the booking.

Click the Search icon |:|_ to open the Find Drawing dialog box, and then browse to and
select the drawing.

The Find Drawing dialog box closes. The file name for the drawing is displayed in the
Drawing field.

Optionally, do one or both of the following:

» If you left the Description field blank, then the name of the attached file is used by
default for the file description, and you can edit this if needed.

» Click Spelling to spell check the description before you attach the drawing to the
booking.

Click OK.

The Drawing dialog box closes. The drawing is attached to the booking. The Drawings
tab remains open.
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To create a drawing “on the fly” and attach it to a booking

1

Click New > Create.

The application that you have selected as your default drawing application for your EMS
client opens, for example, Microsoft Paint.

2.
3.

You specify your default drawing application in your user preferences. See
“ Setting User Preferences and Default Values’ on page 403.

Create and save the drawing.

Continue to “ To attach a stored drawing to abooking” on page 189.

To detach a drawing from a booking

1

Select the drawing, or CTRL-click to select the multiple drawings that you are detaching
from the booking.

Click Detach.

A message opens asking you if it is OK to detach the selected drawings.

Click Yes.

The selected drawings are detached from the booking. The Drawings tab remains open.

To edit a drawing for a booking

1

Select the drawing that you are editing, and then click Edit.
The Drawing dialog box opens.

Do one or both of the following as needed:

e Edit the description.

@ Remember, the description can be a maximum of 50 characters, including spaces.

e Click the Searchiicon |:| to open the Find Drawing dialog box and scroll to and
select adifferent drawing.

Optionaly, click Spelling to spell check the description before you attach the drawing to
the booking.

Click OK.

The Drawing dialog box closes. The Drawing tab remains open.
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To view a drawing for a booking

Your computer must have the appropriate application installed to view drawings
of a specific type. For example, to open a .vsd file that is attached to a booking,
Microsoft Visio must be installed on your compuiter.
1. Seect the drawing that you are opening, and then click Open.
The file opensin the appropriate application.

2. Closethe application after viewing the drawing, or if the application allowsit, edit the
drawing as needed, and then save the drawing.

The next time you open the drawing in the Navigator, you can see the changes that you
made.
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Running the Resource Utility Conflicts Tool

Resource conflicts can occur if bookings for the same date and time require the same
resource, and there are insufficient quantities of the resource to accommodate al the
bookings. When you reserve any resource for which the inventory is maintained (for
example, equipment, personnel, and so on), EM S checks the avail able quantity and
automatically notifies you in an Inventory Conflict messageif there is an insufficient
guantity of the selected resource to accommodate your event.

Figure 3-83: Inventory Conflict message

Inventory Conflict E3

! Inventory for this Resource is 40, This will commit 50.

Is it OK to proceed?

You have the option of dismissing this message and over-committing the resource; however,
although you are aware that the resource has been over-committed, other users will not
necessarily be aware of thisfact. If you need to confirm that an over-commitment of
resources does not exist for a single reservation, then you can manually run the Resource
Inventory Conflictstool from the Navigator to generate an onscreen report that lists the
resources that are in conflict by booking for the reservation.

To confirm that an over-commitment of resources does not exist across multiple
reservations, run any of the various resource usage reports that are available. See
“ Satistics reports’ in“ Generating an EMS Report” on page 321.

To run the Resource Utility Conflicts tool

1. Openthereservation in the Navigator. See
* “Opening areservation directly in the Navigator” on page 79.
»  “Opening areservation through the Reservation Book” on page 80.
» “Opening areservation through a group” on page 80.
e Chapter 4, “ Search Tools,” on page 195.
2. Inthe Bookings pane, click Tools, and then click Resource Inventory Conflicts.

The Resource Inventory Conflicts report opens onscreen. The report lists the resources
that are in conflict by booking. See Figure 3-84 on page 193.

3. Optionaly, edit the booking details for the involved bookings to resolve the conflict.

192



Figure 3-84: Resource Inventory Conflicts report

Resource Inventory Conflicts
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Email | Beport | (= Prnt | | B B- =

% 171 a2

=l=]E

DEA - All Modules

Date

Resource Inventory Conflicts
Start End Location BookingID Category Qty.Used Used Start Used End
Overhead Projector (3M) (1)
12112010 9.00 AM 11:00 AM CHS1Lobby 27848 Audio Visual 1 9:.00 AM  11:00 AM
12112010 9.00 AM 10:00 AM CHS1Pool 27850 Audio Visual

1 9:00 AM  10:00 AM

The onscreen preview of the Resource Inventory Conflict report contains options
for printing a hard copy of the report, for emailing the report, and so on.
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EMS has a variety of options available to you for searching for reservations, bookings,
service orders, resources, and queries. These options include the Browser, the Web
Reservation tool, the Calendar, the Navigator, a Group, the Web Request tool, the Resource
Caendar, and the Service Order Management browser.

This chapter covers the following topics:

e “Searching with the Browser or with the Web Reservation Tool” on page 197.
» “Searching with the Calendar” on page 206.

e “Searching with the Resource Calendar” on page 215.

e “Searching with the Service Order Management Browser” on page 222.

Remember, a fast way to view and edit bookings is through the Reservation Book.
@ See“ Viewing and Editing Reservations in the Reservation Book” on page 62.

For information about searching with the Navigator, see Chapter 3, “ The

@ Navigator,” on page 77. For information about searching for reservations by
group, see “ Working with Reservations for a Group” on page 295. For
information about searching with the Web Request tool, see Chapter 5, “ EMS
Dashboard,” on page 227.
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Searching with the Browser or with the Web
Reservation Tool

You can use the Browser to search for reservations, bookings, service orders, resources, web
reservations, and queries. The results are displayed in alist view. When you carry out a
search in the Browser, you can carry out a basic search or an advanced search. A basic
search is based on the basic information that you specify for a reservation when you first
create it, such asthe starting date, the end date, the group for which the event was scheduled,
the group contact name, and so on. An advanced search isafield level search that is carried
out at the reservation level, the booking level, the booking detail level, the booking detail
item level, the service order level, or any combination of these. For example, in an advanced
search, you can specify criteria as granular as who added a specific booking detail item.

&

Aweb reservation isany reservation that a user has submitted through VEMS. The
Web Reservation searching tool isidentical to the Browser searching tool with one
exception—when the Browser opens for the first time, the Browse for functionis
set to Reservations whereas the Web Reservation tool is set to Web Reservations.
As a result, although this section is written from the per spective of using the
Browser, all the information can be applied when using the Web Reservation
searching tool. To open the Web Reservation searching took, click the \WWeb

Reservationsicon .. *?.  on the EMStoolbar.

Web Reservations

To carry out a search in the Browser

1. Onthe EMStoolbar, click the Browser icon

Browser

By default, the first time that the Browser window opens, the Filter tab is set to abasic
search; otherwise, the Filter tab is set to the search type (Basic or Advanced) that you
last carried out. See Figure 4-1 on page 198.
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Figure 4-1: Browser window, Basic search options

= Browser

Browse For:  Service Orders

Fiter | Results

(=[O el

- Refresh | Options

Starting Date:
Ending Date:

Include Cancelled: (]
Group:

st Contact:

Reservation Event Name:

I Reset I I Advanced >

I8

Building: (&l -
Category: (&l -
Booking Status: (&l -

2. Click the Basic/Advanced toggle to select the type of search that is to be carried out, and
then continue to one of the following:

» “Tocarry out abasic search in the Browser” below.

» “Tocarry out an advanced search in the Browser” on page 201.

To carry out a basic search in the Browser

1. Onthe Browse For dropdown list, select the item for which to search.

2. Enter the search criteria.

Field

Description

e Starting Time
« Ending Time

Both are optional.

Use Specific Times

Available only if the Starting Date is the same as the Ending Date.

Include Cancelled

By default, search results are not set to show canceled reservations.
Select this option to search for canceled reservations as well.

Group

If the pre-defined list of groups is too extensive to scroll, then click the
Search icon EJ to open the Groups window and search for a specific
group. See “To search for a group and/or contact” on page 255.

¢ 1st Contact

* Reservation Event
Name

Enter a search string by which to filter your search. The string is not
case-sensitive, but your search is limited to the exact order of characters in
the string and it must begin with the information for which you are
searching. For example, a search string of ed returns Ed, Edward, Eddie,
and so on, but not Ted or Fred.
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Field Description

Building The default value is set to (all). You can leave this value as is, or you can
select a specific building, area, or view.

Building/Room « If you select a specific building, then (all) rooms in the building are
selected by default. You can select a specific room in the building.

« If you select an area, then you can select a specific building that is
contained in the area.

< If you select a view, then Room is left blank; however, you can select a
specific room to search.

Category The default value is set to (all). You can leave this value as is, or you can
select a specific category (booking detail).

Resource Available only if you select a category that is a resource or service order.
The default value is set to (all). You can leave this value as is, or you can
select a specific resource item.

Booking Status The default value is set to (all). You can leave this value as is, or you can
select a specific booking status.

3. Optionaly, click Options and edit the default values for one or more additional search
options—Date/Time Filter, Number of Records to Return, When Filtering By Specific
Room, and Show Service Order Items.

4. Click Get Data or Refresh.
The search results are displayed on the Results tab.

Figure 4-2: Browser window, Results tab

“ Browser [F=5 Eol 5
Browse For:  Reservations =  Print Export Refresh | Options

Fiter | Resuls

Group Type  Reservation Event Type  First Booking Last Booking  Group Reservation Event Name 1st Contact Reservation
Staff Video Conference 2{27/2012Mon  3/2/2012Fri  Simington, Chance Tour of California Preview Simington, Chance
Director Video Conference 2/27/2012 Mon 3/2/2012Fri  Wright, Shaylene  Giro di Italia Preview Shaylene Wright :
Staff Meeting - Internal 2/20/2012 Mon  2/20/2012 Mon Anderson, Scott Test1Room {none) :
Staff Meeting - Internal 2/20/2012 Mon  2/20/2012 Mon Anderson, Scott Test2 {none) :
Staff Meeting - Internal 2/20/2012 Mon  2/20/2012 Mon Anderson, Scott Test3 {none) :
{none) Training 2/27/2012 Mon 3/2/2012Fri  Denver Cyding Club Tour of California - Stage Preview ({none) :
{none) Training 5/14/2012 Mon 5/18/2012Fri  Denver Cyding Club Tour of California - Stage Preview ({none) :
{none) Training 3/5/2012Mon  3/9/2012Fri  Denver Cyding Club Tour of California - Stage Preview ({none) :
{none) Training 3/12/2012 Mon 3/16/2012Fri  Denver Cyding Club Tour of California - Stage Preview ({none) :
{none) Meeting - Internal 4/16/2012 Mon  4/20/2012Fri  Denver Cyding Club Tour of California Stage Previews (none) :
{none) Meeting - Internal 2/27/2012 Mon 3/2/2012Fri  Denver Cyding Club Tour of California Stage Preview  {none) :
{none) Meeting - Internal 2/27/2012 Mon  2/27/2012 Mon ATL Facilities Mew Hire Orientation {none) :
Partner Meeting - Internal 2/27/2012 Mon  2/27/2012 Mon Evans, Dean Lunch and Learn Montoya, Julie :
Director Meeting - Internal 2/27/2012 Mon  2/27/2012 Mon Thacker, Rob Code Review Thacker, Rob :
Director Meeting - Internal 2/27j2012 Mon  2/27/2012 Mon Wright, Shaylene  Design Review Shaylene Wright :
Director Meeting - Internal 2/27/2012 Mon  2/27/2012 Mon Thacker, Rob Code Review Thacker, Rob :
Director Meeting - Internal 2/22j2012 Wed 2/24/2012Fri  Thacker, Rob Code Review Thacker, Rob :
Staff Training 2(23/2012 Thu 2/23/2012 Thu Simington, Chance Mew Hire Orientation Simington, Chance :
{none) Meeting - Internal 2/22/2012 Wed 2/22/2012 ... Johnston, Dean After Hours Team Building Johnson, Dean :
Partner Meeting - Internal 2/22/2012 Wed 2/24/2012Fri  Raasch, Kevin Design Review Taylor, Angela :

23Rec...
4 13




Chapter 4
Search Tools

200

Optionally, do one or more of the following:

The Resultstab is an EM S Browser window. See “An EMS Browser Window” on
page 35 for al the features that are available for this tab.

Double-click an event entry on the Results tab to open the event in the Navigator.
Click Print to print the search results.

In the Reservation view, select a search result entry, and then click Email to open a
pre-addressed SMTP email to the group that is associated with the selected
reservation. Complete and send the email as you would normally. See " Sending
Email from EMS’ on page 414.

Click Export to export the search results to a Microsoft Excel spreadsheet.

In the Bookings view, click Outlook to download the search results to your personal
calendar.

Your EMS administrator must set a system parameter to enable this function. If
this function is not available, contact your EMS administrator for assistance.

In the Service Orders view, to mark a service order as Reviewed, select the service
order, or CTRL-click to select multiple service orders, and then click Review >
Mark as Reviewed. Conversely, to mark a service order as Unreviewed, click
Review > Mark as Unreviewed.

In the Service Orders view, to change the state of a service order in abooking, select
the appropriate booking in the Results list, or CTRL-click to select multiple service
orders of the same category, and then click Change State. A Change State dialog box
opens. The dialog box lists al the available states for the service order. Select the
new state for the service order on the State dropdown list.

For more information about reviewing service orders and selecting states, see
“ Searching with the Service Order Management Browser” on page 222.

In the Browse For field, select a different item to search for. The Resultstabis
refreshed with the search results based on the item that you selected and the search
criteriaon the Filter tab.

Click Filter to return to the Filter tab, make any necessary changes to the search
criteria, and then repeat the search.

Click Refresh to requery the database based on the current search criteria.

6. Click Close.

Any changes that you made to the search results columns (position, width, and so on)
remain in effect for any other searches that you carry out. To reset the columnsto their
default values, see “Resetting Column Settings” on page 408.
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To carry out an advanced search in the Browser

Figure 4-3: Browser window, Advanced search options

“ Browser [F=5 Eol 5
Browse For:  Service Orders - Refresh | Options
Fiter | Results
Starting Date: E] [ Reset ] [ « Basic
Ending Date:
All Figlds | Favorite Fields (6) | Saved Values (5)|
Field Search: Fitter Summary
Level Field —
m -
Booking I yT—— i
Booking Added By
Booking Area
Booking Booking Date
Booking Booking Day Of The Week
Booking Booking 1D
Booking Booking Status
Booking Building
Booking Building Code -
Add To Favorites

1. Onthe Browse For dropdown list, select the item for which to search.
2. Optionaly, do one or more or al of the following:
» Enter aStarting Date, an Ending Date, or both.

* |If the Starting Date and the Ending Date are the same, select Use Specific Times and
enter specific time periods to search.

@ Use Soecific Timesis available only if the Sarting Date is the same as the Ending
Date.

» Click Options and edit the default values for one or more additional search
options—Date/Time Filter, Number of Records to Return, When Filtering By
Specific Room, and Show Service Order Items.
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3. For eachfield level option by which to carry out the search:

» Select thefield level option, and then click the Move button (>).

To filter the list of available fields, in the Field Search field, enter a search string.

@ Your search islimited to the exact order of the charactersin the string, but the
search string is not case-sensitive and it can appear anywhere in the search
results. For example, a search string of add returns Added by, Date Added, and
Group Address Line 1. Thelist of fields that meet your search criteriais
dynamically updated as you enter your search criteria.

*  When prompted, enter avalue or define the limits for the option, and then click OK.

The option is moved to the Filter Summary list.

search, then you can set up these fields to be your Favorite fields. See “ To set up

@ If you have specific fields and/or values by which you always want to carry out a
favorite fields for a Browser search” on page 205.

s Toview aselected field option in its entirety in the Filter Summary list, rest the
- @ " mouse pointer on the entry. A tooltip showing the complete field option
information opens.

Figure 4-4: Viewing a selected field option in the Filter Summary list
Filter Summany

Bu:u:ukil'lq Booking: Booking Date between '12/17/2009' and '12/24/2009 12:00 AM' h
Bu:u:ul%g: Booking Status equals Cancelled” |

202



Chapter 4
Search Tools

4, Click Get Data or Refresh.

The search results are displayed on the Results tab.

Figure 4-5: Browser window, Results tab

“ Browser [F=5 Eol 5
Browse For:  Reservations =  Print Export Refresh | Options

Fiter | Resuls

Group Type  Reservation Event Type  First Booking Last Booking  Group Reservation Event Name 1st Contact Reservation
Staff Video Conference 2{27/2012Mon  3/2/2012Fri  Simington, Chance Tour of California Preview Simington, Chance :
Director Video Conference 2/27/2012 Mon 3/2/2012Fri  Wright, Shaylene  Giro di Italia Preview Shaylene Wright :
Staff Meeting - Internal 2/20/2012 Mon  2/20/2012 Mon Anderson, Scott Test1Room {none) :
Staff Meeting - Internal 2/20/2012 Mon  2/20/2012 Mon Anderson, Scott Test2 {none) :
Staff Meeting - Internal 2/20/2012 Mon  2/20/2012 Mon Anderson, Scott Test3 {none) :
{none) Training 2/27/2012 Mon 3/2/2012Fri  Denver Cyding Club Tour of California - Stage Preview ({none) :
{none) Training 5/14/2012 Mon 5/18/2012Fri  Denver Cyding Club Tour of California - Stage Preview ({none) :
{none) Training 3/5/2012Mon  3/9/2012Fri  Denver Cyding Club Tour of California - Stage Preview ({none) :
{none) Training 3/12/2012 Mon 3/16/2012Fri  Denver Cyding Club Tour of California - Stage Preview ({none) :
{none) Meeting - Internal 4/16/2012 Mon  4/20/2012Fri  Denver Cyding Club Tour of California Stage Previews (none) :
{none) Meeting - Internal 2/27/2012 Mon 3/2/2012Fri  Denver Cyding Club Tour of California Stage Preview  {none) :
{none) Meeting - Internal 2/27/2012 Mon  2/27/2012 Mon ATL Facilities Mew Hire Orientation {none) :
Partner Meeting - Internal 2/27/2012 Mon  2/27/2012 Mon Evans, Dean Lunch and Learn Montoya, Julie :
Director Meeting - Internal 2/27/2012 Mon  2/27/2012 Mon Thacker, Rob Code Review Thacker, Rob :
Director Meeting - Internal 2/27j2012 Mon  2/27/2012 Mon Wright, Shaylene  Design Review Shaylene Wright :
Director Meeting - Internal 2/27/2012 Mon  2/27/2012 Mon Thacker, Rob Code Review Thacker, Rob :
Director Meeting - Internal 2/22j2012 Wed 2/24/2012Fri  Thacker, Rob Code Review Thacker, Rob :
Staff Training 2(23/2012 Thu 2/23/2012 Thu Simington, Chance Mew Hire Orientation Simington, Chance :
{none) Meeting - Internal 2/22/2012 Wed 2/22/2012 ... Johnston, Dean After Hours Team Building Johnson, Dean :
Partner Meeting - Internal 2/22/2012 Wed 2/24/2012Fri  Raasch, Kevin Design Review Taylor, Angela :

23Rec...
4 13

5. Optionaly, do one or more of the following:

The Resultstab is an EM S Browser window. See “An EMS Browser Window” on
page 35 for al the features that are available for this tab.

Double-click an event entry on the Results tab to open the event in the Navigator.
Click Print to print the search results.

In the Reservation view, select a search result entry, and then click Email to open a
pre-addressed SMTP email to the group that is associated with the selected
reservation. Complete and send the email as you would normally. See " Sending
Email from EMS’ on page 414.

Click Export to export the search results to a Microsoft Excel spreadsheet.

In the Bookings view, click Outlook to download the search results to your personal
calendar.

&

Your EMS administrator must set a system parameter to enable this function. If
this function is not available, contact your EMS administrator for assistance.
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* Inthe Service Orders view, to mark a service order as Reviewed, select the service
order, or CTRL-click to select multiple service orders, and then click Review >
Mark as Reviewed. Conversely, to mark a service order as Unreviewed, click
Review > Mark as Unreviewed.

* Inthe Service Orders view, to change the state of a service order in abooking, select
the appropriate booking in the Results list, or CTRL-click to select multiple service
orders of the same category, and then click Change State. A Change State dialog box
opens. The dialog box lists al the available states for the service order. Select the
new state for the service order on the State dropdown list.

For more information about reviewing service orders and selecting states, see
@ “ Searching with the Service Order Management Browser” on page 222.

* Inthe Browse For field, select adifferent item to search for. The Resultstab is
refreshed with the search results based on the item that you selected and the search
criteriaon the Filter tab.

» Click Filter to return to the Filter tab, make any necessary changesto the search
criteria, and then repeat the search.

* Click Refresh to requery the database based on the current search criteria.
6. Click Close.

Any changes that you made to the search results columns (position, width, and so on)
remain in effect for any other searches that you carry out. To reset the columnsto their
default values, see “Resetting Column Settings” on page 408.
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To set up favorite fields for a Browser search

If you have specific fields and/or values by which you always want to carry out a Browser
search, you do not have to filter the list of fields on the All Fields tab for every search.
Instead, you can set up each of these fields to be afavorite field with a specific value or limit
if needed.

1. Open the Browser, and make sure that the Advanced search features are displayed.

2. For each field that you are setting up as favorite field, select the field on the All Fields
tab, and then click Add to Favorites.

Thefield is added to the Favorite Fields tab.

3. Optionaly, after you define avalue or define the limits for afield, click Save Value on
the Filter dialog box.

The next time that you carry out a search, you can simply open the Favorite Fieldstab or
the Saved Values tab to carry out a search based on your customized list of search fields.
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Searching with the Calendar

You use the Calendar to search for reservations, bookings, and service ordersin your EMS
database. The results are displayed in a calendar view. When you carry out a search in the
Calendar, you can carry out abasic search or an advanced search. A basic searchisbased on
the basic information that you specify for areservation when you first create it, such asthe
starting time, the end time, the group for which the event was scheduled, the group contact
name, and so on. An advanced search isafield level search that is carried out at the
reservation level, the booking level, the booking detail level, the booking detail item level, or
any combination of these. For example, in an advanced search, you can specify criteriaas
granular as who added a specific booking detail item.

To carry out a search in the Calendar

e

1. Onthe EMStoolbar, click the Calendar icon

Calendar

The Calendar window opens. By default, the first time that the Calendar window opens,
the Results tab is the active tab and it is set to the current month and year. If you never
edit the Get Data when Calendar Opens option (under Options), then the Resultstab is
always the active tab when the Calendar window opens; otherwise, the Filter tab isthe
active tab.

Figure 4-6: Calendar window, Results tab

= Calendar EI@

Browse For:  Bookings =  Print Export Refresh | Options

Fiter | Resuls

<< < March 2012 > ==

26 27 28 29 1 2

12 13 14 15 16 17

19 20 21 22 23 24

Close Fitter
| Gose |
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2. If needed, click Filter to open the Filter tab.

Thefirst time that the Filter tab opens, it is set by default to a Basic search;
otherwise, the Filter tab displays the search type (Basic or Advanced) that you last
carried out.

3. Click the Basic/Advanced toggle to select the type of search that you want to carry out
and then continue to one of the following:

» “Tocarry out abasic search in the Calendar.”
» “Tocarry out an advanced search in the Calendar” on page 211.
To carry out a basic search in the Calendar

Figure 4-7: Calendar window, Filter tab with Basic search options

= Calendar I?!!_EI“_U_E_X_E“:i
Browse For:  Bookings - t t £ = Sta Refresh | Options
Fiter l Results |

Month: November - Reset | | Advanced >

Year: 2010 -

Include Cancelled: il

Group: D

1st Contact:

Reservation Event Name:

Building: (all) -

Category: (@lly -

Booking Status: (ally -
| Close | | Get Data

1. Onthe Browse For dropdown list, select the item for which to search.

2. Enter the search criteria.

Field Description
Month The default value is the current month and year, but you can change
Year one or both of these values if needed.
Include Cancelled By default, search results are not set to show canceled bookings. Select
this option if you want to search for canceled bookings as well.

207



Chapter 4
Search Tools

Field

Description

Group

If the pre-defined list of groups is too extensive to scroll, then click the
Search icon |:| to open the Groups window and search for a specific
group. See “To search for a group and/or contact” on page 255.

¢ 1st Contact
¢ Reservation Event

Enter a search string by which to filter your search. The search is not
case-sensitive, but your search is limited to the exact order of
characters in the string and it must begin with the information for which

Name
you are searching. For example, a search string of ed returns include
Ed, Edward, Eddie, and so on, but not Ted or Fred.
Building The default value is set to (all). You can leave this value as is, or you

can select a specific building, area, or view.

Building/Room

» If you select a specific building, then (all) rooms in the building are
selected by default. You can select a specific room in the building.

¢ If you select an area, then you can select a specific building that is
contained in the area.

« If you select a view, then Room is left blank; however, you can select
a specific room to search.

Category The default value is set to (all). You can leave this value as is, or you
can select a specific category (booking detail).
Resource Available only if you select a category that is a resource or service order.

The default value is set to (all). You can leave this value as is, or you
can select a specific resource item.

Booking Status

The default value is set to (all). You can leave this value as is, or you
can select a specific booking status.

3. Optionaly, click Options and edit the default values for one or more additional search
options—Date/Time Filter, Number of Recordsto Return, Get Data when Calendar
Opens, When Filtering By Specific Room, and Change Calendar Day Count Color.

4. Click Get Data or Refresh.

The search results are displayed on the Results tab in a calendar view. The number of
bookings that meet the search criteriaisindicated on the dates on which the events occur.
The current day’s date is outlined in black. See Figure 4-8 on page 209.

By default, the number of bookings isindicated in red unless you selected a

different color for the Change Calendar Day Count Color. Any color that you pick
hereis carried over to the same option for the Resource Calendar.
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Figure 4-8: Calendar window, Results tab

= Calendar =

Refresh | Options

Browse For:  Bookings +  Print Export Ema COutlook  Review Ch
Fitter | Resulis
| << < March 2012 > => |
5 M T W T F 5
26 27 28 29 1 2 3
o 3 5 6 8 9 10
o 11 12 13 14 15 16 17
o 18 19 20 21 22 23 24
o 25 26 27 28 29 30 3
o 1 2 3 4 5 & 7

5. Optionaly, do one or more of the following:

» Click on adate in the upper pane of the Results tab to view alist of bookings for the
date in the lower pane of the tab.

Figure 4-9: Calendar window, Results tab with list of events for selected dates

= Calendar [F=5 Eol 5
Browse For:  Bookings =  Print Export  Ema Qutlook  Revien Change State Refresh | Options
Fiter | Resuls
| << < March 2012 > == |
S M T W T F S
26 27 28 29 1 2 3
4
1
11 12 13 14 15 16 17
3 3
18 19 20 21 22 23 24
1
o 25 26 27 28 29 30 31
| 1 1 1 1 1
1 2 3 4 5 6 7
Date Reserved Start  Reserved End  EventStart | EventEnd  Time Zone  Building  Room Booking Event
3/14/2012 Wed 8:30 AM 11:30 AM 9:00 AM 11:00 AM MT Denver  02.West VC Test
3/14/2012 Wed 10:00 AM 12:00 PM 10:00 AM 12:00 PM CcT Chicage  CW11 - Conference Room 2 VC Test
3/14/2012 Wed 10:30 AM 1:30 PM 11:00 AM 1:00 PM ET Mew York Conference Room 2 VC Test
3 Records
4 13
Close Fitter i Open I
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» Thelower pane on the Resultstab isan EM S Browser window. See “An EMS
Browser Window” on page 35 for all the features that are available for this pane.

» Double-click the event entry on the Results tab to open an event in the Navigator.
»  Click Print to print the search results.

* Inthe Reservation view, select a search result entry, and then click Email to open a
pre-addressed SMTP email to the group that is associated with the selected
reservation. Complete and send the email as you would normally. See “ Sending
Email from EMS’ on page 414.

» Click Export to export the search results to a Microsoft Excel spreadsheet.

* Inthe Bookings view, click Outlook to download the search results to your personal
calendar.

Your EMS administrator must set a system parameter to enable this function. If
@ this function is not available, contact your EMS administrator for assistance.

* |nthe Service Ordersview, to mark a service order as Reviewed, select the service
order, or CTRL-click to select multiple service orders, and then click Review >
Mark as Reviewed. Conversely, to mark a service order as Unreviewed, click
Review > Mark as Unreviewed.

* Inthe Service Ordersview, to change the state of a service order in abooking, select
the appropriate booking in the Results list, or CTRL-click to select multiple service
orders of the same category, and then click Change State. A Change State dialog box
opens. The dialog box lists all the available states for the service order. Select the
new state for the service order on the State dropdown list.

For more information about reviewing service orders and selecting states, see
@ “ Searching with the Service Order Management Browser” on page 222.

* IntheBrowse For field, select a different item to search for. The Resultstab is
refreshed with the search results based on the item that you selected and the search
criteriaon the Filter tab.

» Click Filter to return to the Filter tab, make any necessary changesto the search
criteria, and then repeat the search.

» Click Refresh to requery the database based on the current search criteria.
6. Click Close.

Any changes that you made to the search results columns (position and width) remainin
effect for any other searches that you carry out. If you want to reset the columnsto their
default values, see “ Resetting Column Settings” on page 408.



Chapter 4
Search Tools

To carry out an advanced search in the Calendar

Figure 4-10: Calendar window, Advanced search options

= Calendar [F=5 Eol 5
Browse For:  Bookings - Refresh | Options
Fiter | Results
Month: November - Reset | | < Basic
Year: 2010 -
All Figlds | Favorite Fields (5) | Saved Values (5)|
Field Search: N Sy
Booking: Booking Date between "10/31/2010" and. ..
Level Field - <
Booking Actual Attendance
Booking Added By <<
Booking Area
Booking Booking Day Of The Week
Booking Booking 1D
Booking Booking Status
Booking Building
Booking Building Code =
4 m 3
Add To Favorites

1. Onthe Browse For dropdown list, select the item for which to search.
2. Optionaly, do one or both of the following:

e Thedefault values for the month and year are the current month and year. You can
enter different values as needed.

» Click Options and edit the default values for one or more additional search
options—Date/Time Filter, Number of Recordsto Return, Get Data when Calendar
Opens, When Filtering By Specific Room, and Change Calendar Day Count Color.

3. For eachfield level option by which to carry out the search:

e Sdect thefield level option, and then click the Move button (>).

Tofilter thelist of available fields, in the Field Search field, enter a search string.

@ Your search islimited to the exact order of the charactersin the string, but the
search string is not case-sensitive and it can appear anywhere in the search
results. For example, a search string of add returns Added by, Date Added, and
Group Address Line 1. The list of fields that meet your search criteriais
dynamically updated as you enter your search criteria.

*  When prompted, enter avalue or define the limits for the option, and then click OK.

The option is moved to the Filter Summary list.
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If you have specific fields and/or values by which you always want to carry out a
@ search, then you can set up these fields to be your Favorite fields. See “ To set up
favorite fields for a Calendar search” on page 214.

1+ Toview a selected field option in its entirety in the Filter Summary list, rest the
- @ " mouse pointer on the entry. A tooltip showing the complete field option
information opens.

Figure 4-11: Viewing a selected field option in the Filter Summary list

Filter Summany ‘
Bnnkinq Booking: Booking Date between '12/17,/2009' and '12/24/2009 12:00 AM' h
Bnnl&g: Booking Status equals Cancelled” ' | |

4. Click Get Data or Refresh.

The search results are displayed on the Results tab in a calendar view. The number of
bookingsthat meet the search criteriaisindicated on the dates on which the events occur.
The current day’s date is outlined in black.

By default, the number of bookings isindicated in red unless you selected a
different color for the Change Calendar Day Count Color.

Figure 4-12: Calendar window, Results tab

= Calendar EI@
Browse For:  Bookings =  Print Export Refresh | Options
Fiter | Resuls
<< < March 2012 > ==
S M T W T F S

26 27 28 29 1 2 3

12 13 14 15 16 7

8 19 20 21 22 23 24

25 26 27 28 29 30 31

1 2 3 4 5 6 7
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5. Optionaly, do one or more of the following:

Figure 4-13: Calendar window, Results tab with list of events for selected dates
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Click on adate in the upper pane of the Resultstab to view alist of bookings for the
date in the lower pane of the tab.

= Calendar [F=5 Eol 5
Browse For:  Bookings =  Print Export Cutlook Refresh | Options
Fiter | Resuls
<< < March 2012 > >=>
S M T W T F S
26 27 28 29 1 2 3
4
4 5 6 7 8 9 10
1
12 13 14 15 16 7
3 3
19 20 21 22 23 24
1
2 26 27 28 29 30 31
1 1 1 1
1 2 3 4 5 6 7
Date Reserved Start  Reserved End  EventStart | EventEnd  Time Zone  Building  Room Booking Event v
3/14/2012 Wed 8:30 AM 11:30 AM S:00 AM 11:00 AM MT Denver 02.West VC Test
3/14/2012 Wed 10:00 AM 12:00 PM 10:00 AM 12:00 PM CcT Chicage  CW11 - Conference Room 2 VC Test
3/14/2012 Wed 10:30 AM 1:30 PM 11:00 AM 1:00 PM ET Mew York Conference Room 2 VC Test
3 Records
4 13

The lower pane on the Results tab isan EM S Browser window. See “An EMS
Browser Window” on page 35 for all the features that are available for this pane.

To open an event in the Navigator, double-click the event entry on the Results tab.
Click Print to print the search results.

In the Reservation view, select a search result entry, and then click Email to open a
pre-addressed SMTP email to the group that is associated with the selected
reservation. Complete and send the email as you would normally. See " Sending
Email from EMS’ on page 414.

Click Export to export the search results to a Microsoft Excel spreadsheet.

In the Bookings view, click Outlook to download the search results to your personal
calendar.

&

Your EMSadministrator must set a system parameter to enable this function. If
this function is not available, contact your EMS administrator for assistance.
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* Inthe Service Orders view, to mark a service order as Reviewed, select the service
order, or CTRL-click to select multiple service orders, and then click Review >
Mark as Reviewed. Conversely, to mark a service order as Unreviewed, click
Review > Mark as Unreviewed.

* Inthe Service Orders view, to change the state of a service order in abooking, select
the appropriate booking in the Results list, or CTRL-click to select multiple service
orders of the same category, and then click Change State. A Change State dialog box
opens. The dialog box lists al the available states for the service order. Select the
new state for the service order on the State dropdown list.

For more information about reviewing service orders and selecting states, see
@ “ Searching with the Service Order Management Browser” on page 222.

* Inthe Browse For field, select adifferent item to search for. The Resultstab is
refreshed with the search results based on the item that you selected and the search
criteriaon the Filter tab.

» Click Filter to return to the Filter tab, make any necessary changesto the search
criteria, and then repeat the search.

* Click Refresh to requery the database based on the current search criteria.
6. Click Close.

Any changes that you made to the search results columns (position and width) remain in
effect for any other searches that you carry out. If you want to reset the columnsto their
default values, see “Resetting Column Settings” on page 408.

To set up favorite fields for a Calendar search

If you have specific fields and/or values by which you always want to carry out a Calendar
search, you do not have to filter the list of fields on the All Fields tab for every search.
Instead, you can set up each of these fields to be afavorite field with a specific value or limit
if needed.

1. Openthe Calendar, and make sure that the Advanced search features are displayed.

2. For each field that you are setting up as favorite field, select the field on the All Fields
tab, and then click Add to Favorites.

Thefield is added to the Favorite Fields tab.

3. Optionaly, after you define avalue or define the limits for afield, click Save Value on
the Filter dialog box.

The next time that you carry out a search, you can simply open the Favorite Fieldstab or
the Saved Values tab to carry out a search based on your customized list of search fields.
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Searching with the Resource Calendar

You use the Resource Calendar to search for a particular resource and determine how much
of the resource (that is, how many individual items) is needed for a specific day or monthin
a specific year. For example, how many slices of key lime pie are needed in November,
20127 You can use the results of the search to assist you in managing the counts of the
resources that your organization must ensure are available for scheduled events. When you
carry out asearch in the Resource Calendar, you can carry out abasic search or an advanced
search. A basic search is based on the basic information that you specify for aresource item
when you first create it, such asits category and status. An advanced search isafield level
search that is carried out the booking level, the booking detail level, the booking detail item
level, the reservation level, the service order level, or any combination of these. For example,
in an advanced search, you can specify criteria as granular the date that the service order
reminder was added. You can open aresource item that has been returned in the search
results in the Navigator, and edit the item if needed.

To carry out a search in the Resource Calendar

1. Onthe EMS menu bar, click Reservations > Reservations > Resource Calendar.

Thefirst time that the Resource Calendar opens, the Filter tab is set by default to aBasic
search; otherwise, the Filter tab is set to the search type (Basic or Advanced) that you
last carried out.

Figure 4-14: Resource Calendar, Basic search

= Resource Calendar EI@
Options

Fiter | Results

Month: November - Reset | | Advanced >

Year: 2010 -

Include Cancelled:

Category: hd

Status: {ally -

Close
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2. Click the Basic/Advanced toggle to select the type of search that is to be carried out, and
then continue to one of the following:

» “Tocarry out abasic search in the Resource Calendar.”

* “To carry out an advanced search in the Resource Calendar” on page 218.

To carry out a basic search in the Resource Calendar

1. Leavethe Month and Year set to the default values (current month and year), or
optionally, enter different values as needed.

2. Enter the search criteria.

Field Description

Include Cancelled By default, search results are not set to show resource items for
canceled reservations. Select this option to search for resource items in
canceled reservations as well.

Category Select a specific category (booking detail).

Resource Available only if you select a category that is a resource or service order.
Select a specific resource item.

Status The default value is set to (all). You can leave this value as is, or you
can select a specific booking status.

3. Optionaly, click Options and edit the default values for one or more additional search
options—Date/Time Filter, Number of Recordsto Return, Specific Room Filters, and
Change Calendar Day Count Color.

4. Click Get Data or Refresh.

The search results are displayed on the Results tab in a calendar view. The total number
of resourcesin all bookings that meet the search criteriaisindicated on the dates on
which the events occur. The current day’s date is outlined in black. See Figure 4-15 on
page 217.

By default, the number of resourcesisindicated in red unless you selected a
different color for the Change Calendar Day Count Color. Any color that you pick
hereis carried over to the same option for the Calendar.
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Figure 4-15: Resource Calendar window, Results tab

[ o e
Print Export Emal Outlook Review  Change State Refresh | Options
| << < February 2012 > == |
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0 Records

40

() o=

5. Optionaly, do one or more of the following:

» Click on adate in the upper pane of the Results tab to view alist of bookings for the
date in the lower pane of the tab.

Figure 4-16: Resource Calendar window, Results tab with list of events for selected dates

~ Resource Calendar =n =R ==
Print Export Emal Outlook Review  Change State Refresh | Options
Fitter | Results
| << < February 2012 > == |
S M T W T F S
29 30 31 1 2 3 4
| 5 6 7 8 9 10 11
| 12 13 14 15 16 17 18
| 19 20 24 25
| 26 27 2 3
| % Resources % Resources % Resources
4 5 9 10
Date Reserved Start  Reserved End  EventStart | EventEnd  Time Zone  Building  Room Booking Event Mame Bg
12:00 AM  9:00 AM 12:00 M 9:00 AM 12:00 M MT Denver  Test2_Auditorium_30_50 Tour of California Stage Preview M
12:00 AM  12:00 PM 3:00 PM 12:00 PM 3:00 PM MT Denver  Test2_Auditorium_30_50 Tour of California Stage Preview M
12:00 AM  5:00 PM 10:00 PM 6:00 PM 9:00 PM MT Denver  Test2_Auditorium_30_50 Tour of California - Stage Preview Tr
3 Records
4 C 13

A ][ open ]
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» Thelower pane on the Resultstab isan EM S Browser window. See “An EMS
Browser Window” on page 35 for all the features that are available for this pane.

» Double-click an event entry on the Results tab to open the event in the Navigator.

* Click Print to print the search results.

» Click Export to export the search results to a Microsoft Excel spreadsheet.

» Click Filter to return to the Filter tab, make any necessary changesto the search
criteria, and then repeat the search.

» Click Refresh to requery the database based on the current search criteria.
6. Click Close.

Any changes that you made to the search results columns (position and width) remainin
effect for any other searches that you carry out. If you want to reset the columnsto their
default values, see “Resetting Column Settings” on page 408.

To carry out an advanced search in the Resource Calendar

Figure 4-17: Resource Calendar, Advanced search

= Resource Calendar EI@
Options
Fiter | Results
Year: 2010 -
Al Fields | Favorte Fields (5) | Saved Values (5)|
Field Search: Fitter Summary
Level Field o Booking: Booking Date between "10/31/2010" and
vl i
-(
Booking Actual Attendance
Booking Added By
Booking HArea
Booking Booking Day Of The Week
Booking Booking 1D
Booking Booking Status
Booking Building
Booking Building Code
Booking Building Extemal Reference
Booking Building Motes
Booking Building Print Motes On Confirmation 2
Add To Favorites

1. Optionally, do one or both of the following:

* Thedefault values for the month and year are the current month and year. You can
enter different values as needed.

» Click Options and edit the default values for one or more additional search
options—Date/Time Filter, Number of Recordsto Return, Specific Room Filters,
and Change Calendar Day Count Color.
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2. For eachfield level option by which to carry out the search:

Select the field level option, and then click the Move button (>).

&

To filter thelist of available fields, in the Field Search field, enter a search string.
Your search islimited to the exact order of the charactersin the string, but the
search string is not case-sensitive and it can appear anywhere in the search
results. For example, a search string of add returns Added by, Date Added, and
Group Address Line 1. Thelist of fields that meet your search criteriais
dynamically updated as you enter your search criteria.

When prompted, enter avalue or define the limits for the option, and then click OK.

The option is moved to the Filter Summary list.

If you have specific fields and/or values by which you always want to carry out a
search, then you can set up these fields to be your Favorite fields. See “ To set up
favorite fields for a Resource Calendar search” on page 221.

To view a selected field option in its entirety in the Filter Summary list, rest the

~ mouse pointer on the entry. A tooltip showing the complete field option

information opens.

Figure 4-18: Viewing a selected field option in the Filter Summary list

Filter Summany ‘
Bu:u:ukil'lq Booking: Booking Date between '12/17/2009' and '12/24/2009 12:00 AM' i
Bu:u:ul%g: Booking Status equals Cancelled” '_| l

3. Click Get Data or Refresh.

The search results are displayed on the Results tab in a calendar view. The total number
of resources in all bookings that meet the search criteriaisindicated on the dates on
which the events occur. The current day’s date is outlined in black. See Figure 4-19 on
page 220.

By default, the number of resourcesisindicated in red unless you selected a
different color for the Change Calendar Day Count Color.
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Figure 4-19: Resource Calendar, Results tab
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4. Optionally, do one or more of the following:

» Click on adate in the upper pane of the Resultstab to view alist of bookings for the
date in the lower pane of the tab.

Figure 4-20: Resource Calendar window, Results tab with list of events for selected dates

~ Resource Calendar o[ =[]
Print Export Emal Outlook Review  Change State Refresh | Options
| << < February 2012 > == |
S M T W T F S
29 30 31 1 2 3 4
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Date Reserved Start  ReservedEnd  EventStart EventEnd  Time Zone  Building  Room Booking Event Name Bqg
12:00 AM  9:00 AM 12:00 M 9:00 AM 12:00 M MT Denver  Test2_Auditorium_30_50 Tour of California Stage Preview M
12:00 AM  12:00 PM 3:00 PM 12:00 PM 3:00 PM MT Denver  Test2_Auditorium_30_50 Tour of California Stage Preview M
12:00 AM  5:00 PM 10:00 PM 6:00 PM 9:00 PM MT Denver  Test2_Auditorium_30_50 Tour of California - Stage Preview Tr
3 Records
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» Thelower pane on the Resultstab isan EM S Browser window. See“An EMS
Browser Window” on page 35 for all the features that are available for this pane.

» Double-click an event entry on the Results tab to open the event in the Navigator.

*  Click Print to print the search results.

» Click Export to export the search results to a Microsoft Excel spreadsheet.

» Click Filter to return to the Filter tab, make any necessary changesto the search
criteria, and then repeat the search.

» Click Refresh to requery the database based on the current search criteria.
5. Click Close.

Any changes that you made to the search results columns (position and width) remainin
effect for any other searches that you carry out. If you want to reset the columnsto their
default values, see “Resetting Column Settings” on page 408.

To set up favorite fields for a Resource Calendar search

If you have specific fields and/or values by which you always want to carry out a Resource
Caendar search, you do not have to filter thelist of fields on the All Fieldstab for every
search. Instead, you can set up each of these fieldsto be a favorite field with a specific value
or limit if needed.

1. Open the Resource Calendar, and make sure that the Advanced search features are
displayed.

2. For each field that you are setting up as favorite field, select the field on the All Fields
tab, and then click Add to Favorites.

Thefield is added to the Favorite Fields tab.

3. Optionaly, after you define avalue or define the limits for afield, click Save Value on
the Filter dialog box.

The next time that you carry out a search, you can simply open the Favorite Fieldstab or
the Saved Values tab to carry out a search based on your customized list of search fields.
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Searching with the Service Order Management
Browser

You use the Service Order Management browser to search for and view the resources with
and without service orders for all bookings on a particular day as well as the current state of
the resources and their Reviewed status. After viewing aresource, if applicable, you can
change the state for aresource. You can review aresource, or you can mark aresource as
unreviewed. You can also open aresource in the Navigator, and edit it if necessary.

A category state is a process phase, or state, that describes the movement of a
resource in the category through your organization’s processes, for example,
“Unassigned,” “ Assigned,” “ Out for Delivery,” “ In Prep,” and so on. Your EMS
administrator configures the states that are specific to your organization. Contact
your EMSadministrator for assistance with states.

To search with the Service Order Management browser

1. Onthe EMStoolbar, click the Manage Servicesicon.

The Service Order Management window opens. When this window first opens, the
display is static and you must manually refresh it. To set options for automatically
refreshing the window’s display, go to Step 2; otherwise, go to Step 4.

Figure 4-21: Service Order Management window

= Service Order Management ===
Optior
Date: 2/23/2012The [+ Buiding: Building: (all) ~ Category: (&l - \:l
Status (1) Change State
] @l Reviewsd
7] Canceled State Reviewed Date Group Building Room Category Service Time Start Time Eng = =
Ul Comfimed | [ e
7] Confimed - rivate Open
] Hold =
7] No Show =
7] Out of Servics Print
V] Request
V| Vistor
V| Wait List
7] Web Corfiict
0Records
. Close
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2. Click Options.
The Options dialog box opens.
Figure 4-22: Options dialog box
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= Options
Automatically Refresh

@ MNever

@ MNone

Every |D

Event Time

Highlight Changes Within: (hours) 0

Show Deleted Service Orders/ftems:

v

Time Display for Resources w/o Service Orders

hours

Reserved Time

[

OK

] | Cancel

3. Edit the display options as needed for the Manage Services window, and then click OK

to apply these changes.

4. Tofilter the search results, do one or more of the following:

* Leavethe Date set to the default value (the current day’s date), or select a different

date.

*  Onthe Building dropdown list, leave the value set to the default value (all
buildings), or select a specific building, area, or view.

* Onthe Category dropdown list, select the category by which to search.

* Inthe Status pane, select one or more specific booking statuses, or select (all)

statuses.
5. Click Refresh.

A list of all bookings that meet your search criteriais displayed in the upper pane of the

window.

» If states are assigned to any of the resourcesin a booking, then the name of the state
and if applicable, its color, is displayed in the State column for the booking. If a
resource for abooking is of the type to which states can be assigned, but none has
been assigned, then (none) is displayed in the State column for the booking.

» If aresource has been reviewed for a booking, then “Yes” is displayed in the

Reviewed column for the booking.

» If your Options are set to show deleted service orders/items, then an “x” appears
next to the booking for which the orders/items were del eted and a single line through

the booking is displayed.
See Figure 4-23 on page 224.
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Figure 4-23: Service Order Management window with results

< Senvice Order Management (===
Optians
Date 2/2/2012Mon [v]  Buiding: Building: (all) +  Category: (&l - [
Status (11) “ | |cnange State
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15 Records
‘
ltems | Changes
Statt End  Activity
| 5:30PM 6:30PM Radioshack Nissan Leaf VIPs
Close

6. Optionaly, do one or more of the following:

The upper pane on the Service Order Management window is an EMS Browser
window. See “An EMS Browser Window” on page 35 for all the features that are
available for this pane.

To view the resources (individual items) for a booking, select the booking. The

resources are displayed on the Items tab in the lower pane of the window. See Figure
4-23 above.

To open an event in the Navigator and edit the resource item as needed, double-click
the event entry on the Results tab. See Chapter 3, “The Navigator,” on page 77.

If you edit any information for a resource (quantity, notes, and so on) or the
service order (service order time, estimated count, or so on) for a booking, then a
Changed icon is displayed next to the booking.

Figure 4-24: Booking with Changed icon
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. Approved

Yes 227/2012 Mon Denver Cyding Club Denver  Test2_Auditorium_30_50 Catering

Changed icon

To mark aresource for abooking as reviewed, select the booking, or CTRL-click to
select multiple bookings, and then click Reviewed. A message opens asking you if
you are sure that you want to mark the resource as reviewed. Click Yesto close the
message. “Yes' is displayed in the Reviewed column for the booking.
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» Toreversethe Reviewed status for a resource in a booking, select the appropriate
booking, or CTRL-click to select multiple bookings, and then click Unreviewed. A
message opens asking you if you are sure that you want to mark the selected
resource as unreviewed. Click Yesto close the message. “Yes’ is cleared from the
Reviewed column for the booking.

» To change the state of the resources for a booking, select the booking, or
CTRL-click to select multiple service orders of the same category, and then click
Change State. A Change State dialog box opens. The dialog box lists all the
available states for the resource. Select the new state for the resource on the State
dropdown list.

» To view the changes made to the resources for a booking, select the booking, and
then open the Changestab in the lower pane of the window.

Figure 4-25: Viewing changes to a resource in the Service Order Management window
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Annmuad 1 Dan Hanvar ! e Latadng Dabisan: Sandes 8- D8 2000 D8
15 Records .
‘ v
Description Field Old Value  New Value Date Changed Changed By
2/27/2012 Mon 9:00 AM - Test2_Auditorium_30_50
Catering - 8:30 AM Actual Count 12 18 2/23/2012 201 PM SysAdmin
Estimated Court 15 2 2/23/2012 2:01 P SysAdmin
Guaranteed Courtt 10 15 2/23/2012 201 PM SysAdmin
Actual Court 0 12 2/23/2012 1:14 PM_ SysAdmin
Estimated Court 0 15 2/23/2012 1:14 PM - SysAdmin
Guaranteed Court 0 10 2/23/2012 1:14 PM_ SysAdmin
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» Toprint thelist of service ordersthat are displayed, click Print. An onscreen preview
of the Service Orderslist opens. The preview window contains optionsfor printing a
hard copy of thelist, for emailing the list, and so on.

Figure 4-26: Onscreen preview for a printed reminder

Order Management =n
Export | ey Print | 5 | 3 (B8 2 | Gk 6 100% - B 13 {F~
J e R T S T B S S S T S T ST ST (S O S S S RO S B S R - N U B S A T S IR AEE - S S S BRI ST RIS
Dean Evans & Associales, Inc. (Development) Service Order Management
State Reviewsd Date Group il (¢ i TimeSai  TimeEnd  DaleChanged Changed By

10/12/2011 Wed Bardwell, Robert Denver Room Charge 111212010 8:37 AW Admin
02.110 (none)

10/12/2011 Wed Bardwell, Robet Denver Room Charge 111212010 8:37 AW Admin
02111 (none)

10/12/2011 Wed Bardwell, Robet Denver Room Charge 11/2/2010 8:37 AWM Admin
02.120 (none)

10/12/2011Wed Evans, Dean Denver Room Charge 11/2/2010 8:35 AWM Admin

02 East (none)

* Theltemstab and the Changes tab in the lower pane of the Service Order
Management window have some of the same basic features as an EM S browser
window. You can rearrange the column order by dragging a column to a new
location using the column heading, you can change the width of the data columns,
and you can sort the data columns on atab in either ascending or descending sort
order. See“An EMS Browser Window” on page 33.

» Make any necessary changes to the search criteria, and then click Refresh to repeat
the search based on the new search criteria

7. Click Close.

Any changes that you made to the search results columns (position and width) remainin
effect for any other searches that you carry out. If you want to reset the columnsto their
default values, see “ Resetting Column Settings” on page 408.
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The Dashboard is awindow that centralizes critical information about reservationsin a
single location. The information that is displayed on this window, including notifications,
reminders, web reservations, and so on, provides you with the necessary input to manage
your work in EMS.

This chapter covers the following topics:

*  “Overview of the EMS Dashboard and Dashboard Options’ on page 229.
* “Notifications Tab” on page 232.

e “Reminders Tab” on page 234.

*  “Web Reservations Tab” on page 240.

*  “Web Requests Tab” on page 241.

e “Wait List Tab” on page 245.

*  “Reconfirm Dates Tab” on page 246.

» “Building Hours Exceptions Tab” on page 247.
» “Anaytics Tab” on page 248.

* “AtA Glance Tab” on page 251.
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Overview of the EMS Dashboard and
Dashboard Options

The Dashboard is awindow that centralizes critical information about reservationsin a
single location. The information that is displayed on this window provides you with the
necessary input to manage your work EMS. By default, when the window first opens, it has
nine tabs—Notifications, Reminders, Web Reservations, Web Requests, Wait List,
Reconfirm Dates, Building Hours Exceptions, Analytics, and At A Glance. If any tab on the
Dashboard window has at least one record displayed on it, then, by default, when you log
into EMS, the Dashboard window opens and the Dashboard icon on the main toolbar flashes
briefly. Also, an asterisk (*) isdisplayed to theright of the tab name. All the tabsin the upper
pane of the window have some of the basic features of an EM S browser window. You can
sort the data columns on atab in either ascending or descending sort order, you can rearrange

the column order by dragging a column to anew location using the column heading, and you
can change the width of the data columns.

@ For information about working with data columns on a Dashboard tab, see“ To

group data by columnsin an EMS Browser window” on page 36 and “” on page
39.

You can change the default behavior of the Dashboard in the Dashboard Options
@ dialog box. See* Dashboard options’ on page 230. You can also click the
Dashboard icon at any time to open the Dashboard window.

Figure 5-1: Dashboard window

= Dashboard [F=5 Eol 5
Options
Show New Only Notification Date (0} Reservation |D Group Group Type 1st Contact Event Name
Motification Rule (6) N =
CO Web Request 0 [
Fumiture Notification 0 —
MY Web Request 0 ficdresh
NY Web Request ] il oW
g T— S o
S Reviewed
V| Unreviewed
{J Reminders*
& Web Reservations
Q) Web Requests
D Wait List
“* Reconfirm Dates
‘ Building Hour...
Wil Analytics
|E= At A Glance v T b
Close
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Dashboard options

The appearance and functioning of your Dashboard window are determined by the values
that you set for the Dashboard options. To view, and if needed, edit these values, in the upper
right corner of the Dashboard window, click Options to open the Dashboard Options dialog
box.

Figure 5-2: Dashboard options dialog box
= Dashboard Options EI@

/| Open Dashboard At Startup i kems Edst

/| Show Reminders | Show Wait List

| Show Web Reservations /| Show Reconfimn Dates

V| Show Web Requests | Show Building Hours Exceptions
V| Show Analytics | Show At A Glance

-

"Thru Today" includes x¢ Days Priorto Today: 7
Activate Flashing Indicator For:

@ Automatically At Startup Only Newver

@ Automatically At Startup Only () Newver

@ Automatically At Startup Only Newver

@ Automatically At Startup Only Newver

@ At Startup Only Newver

At Startup Only @ Mever

At Startup Only @ Mever

[ ok ][ Cancel
Option Description
Open Dashboard At Startup | Selected by default. The Dashboard window opens automatically
If tems Exist after you log into EMS if any tab displays at least one item.
¢ Show Reminders Selected by default. Indicates the tabs that are to be displayed on

« Show Web Reservations the Dashboard window.
* Show Web Requests

¢ Show Analytics

¢ Show Wait List

* Show Reconfirm Dates

¢ Show Building Hours
Exceptions

* Show At A Glance
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Option

Description

“Thru Today” includes xx
Days Prior to Today

Indicates how far into the past that reminders are to be displayed i
the “Thru Today” view. The default value is seven.

n

Activate Flashing Indicator
For:

* Notifications

¢ Reminders

¢ Web Reservations
¢ Web Requests

Set on a per tab basis. Indicates when the Dashboard icon on the
EMS toolbar is to flash if at least one item is displayed on any tab.

Values are:

« Automatically—Immediately when there is at least one record
that is displayed on the indicated tab, even when you are
working in EMS.

e At Startup Only
¢ Never

Activate Flashing Indicator
For:

¢ Wait List

¢ Reconfirm Date
Reminders

e Building Hours
Exceptions

Set on a per tab basis. Indicates when the Dashboard icon on the

EMS toolbar is to flash if tasks on the tab require your attention.
Values are:

e At Startup Only
¢ Never
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Notifications Tab

232

Your EMS administrator can configure notification rulesto aert you or groups of which you
are amember when additions or modifications have been carried out in the EM S database
such as the creation or modification of a booking, the creation or modification of a service
order, the creation of a new web account, and so on.

Figure 5-3: Dashboard window, Notifications tab

= Dashboard EI@
Options
Show New Only Motification Date (0) Reservation 1D Group Group Type 1st Contact Event Name

Motification Rule (6) N =
]

Fumiture Notification 0| —
MY Web Request o Refresh

NY Web Request ] il oW
T v oid

V| Unreviewed
{J Reminders*

& Web Reservations
Q) Web Requests

D Wait List

“* Reconfirm Dates
‘ Building Hour...
Wil Analytics

|E= At A Glance

Close

When the Notifications tab first opens, all the notification rules that include you are listed in
the Notification Rule pane (upper left pane) of the tab. Next to each rule, the number of new

notifications (notifications with the current day’s date) is displayed. The tab isinteractive.
You can:

Select arule to view all unreviewed notifications for future bookings.

Select arule, and under Show, select Reviewed to view all reviewed notifications for
future bookings.

Select arule, and under Show, select Old to view all notifications for past bookings.

Select anatification to view detailed information about the notification (such as new

bookings, the changes made to abooking, and the userswho were notified of the changes)
in a pane at the bottom of the window.

Select Show New Only to show only new natifications (notifications with the current
day’s date) for the notification rules.

Select a notification, and then click Reviewed to mark a notification as “ Reviewed.”
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Select anatification and then click Go To to open the item to which the notification refers.

» If the notification is attached to a reservation, booking, or booking detail, then the
reservation opensinthe Navigator, and the appropriate folder (Reservation, Booking,
or Booking Detail) is automatically selected.

» If thenotification isattached to agroup, then the Group window openswith the group
information displayed in the window.

Click Refresh to check for notifications that have been issued since you opened the
Dashboard.

Select anatification, or CTRL-click to select multiple notifications, and then click Delete
to delete the notifications from the Notifications tab.
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Reminders Tab

A comment is atext entry that explains or clarifies a reservation, booking, group, or service
order. A reminder isacomment that has a due date associated with it. The Reminders tab
displays all the reminders for which you are the responsible user and that, by default, have a
due date through the current day’s date.

Figure 5-4: Dashboard window, Reminders tab

= Dashboard =)
Options
Responsible User (5) View Thru Today - = s
@l Reminder Type: ) = - -
BUAdmin - CS
E ol Ad""" o Attached To @l +  Exclude Completed
imin -
[F] ServiceAdmin Search In Text: Hide Cancelled:
[T Syshdmin Reminders (16) ~ Descripion  Aached To  Responsible User  Group Event Name
[ test 2/17/2012 Fi Follow-Up Reservation SysAdmin Anderson, Scott  Test1Room
21172012 Fi Follow-Up Reservation  Syshdmin Anderson, Scolt Test2
2172012 Fd Follow-Up Reservation  SysAdmin Anderson, Scott Testd
2/22/2012Wed  Follow-Up Reservation  Syshdmin ATL Facilties New Hire Orientation ot
272212012 Wed  Follow-Up Reservation  SysAdmin Denver Cycling Club. Tour of Calfomia Stage Preview
2/22/2012Wed  Follow-Up Reservation  Syshdmin Denver Cycing Club Tour of Calformia Stage Previews
272212012 Wed  Follow-Up Reservation  SysAdmin Evans, Dean Lunch and Leam
e m— 2/22/2012Wed  Follow-Up Reservation  Syshdmin Johnston, Dean  After Hours Team Buiding
272212012 Wed  Follow-Up Reservation  SysAdmin Rasasch, Kevin  Design Review
22A12Wed  Folowlp  Resevaion  Syshdmin Smington, Chance  Usabilty Review
272212012 Wed  Follow-Up Reservation  SysAdmin Thacker, Rob  Code Review
JWeb Reservations 2/22/2012Wed  Follow-Up Reservation  Syshdmin Thacker, Rob Code Review
@ Web Requests 272212012 Wed  Follow-Up Reservation  SysAdmin Thacker, Rob  Code Review
2/22/2012Wed  Follow-Up Reservation  Syshdmin Wiight, Shaylene  Design Review
[} Wait List 2/23/2012 Thu Follow-Up Reservation SysAdmin Denver Cycling Club Tour of Calfomia Stage Preview
T —— 2232012y Follow-Up Reservation  Syshdmin Denver Cycling Club. Tour of Calfomia Stage Preview
‘ Building Hours Exceptions
i Analytics
|E= At A Glance ’ = v

Close

Thetab isinteractive. You can:

* View alist of reminders for other responsible users and/or set the criteriafor which
reminders that you want to view. See “ To change the Reminders tab view” on page 235.

» Create an unattached reminder. “To create an unattached reminder” on page 236.
» Editareminder. “To edit areminder” on page 237.

» Deleteareminder. “To delete areminder” on page 237.

e Print areminder. “To print areminder” on page 238.

» Gototheitemtowhichareminder isattached. See“To go to theitem to which areminder
is attached” on page 238.

» Complete areminder. See “To complete areminder” on page 238.

* Reassign multiple reminders from one EMS user to another. See “To reassign multiple
reminders between EM S users’ on page 239.
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To change the Reminders tab view

By default, when the Dashboard window first opens, the Reminderstab displays al the
reminders for which you are the responsible user and that have a due date through the current
day’s date. You can do one or more of the following to change this view:

» Toview the reminders for which other users are responsible, smply select the user or
usersin the Responsible User pane.

» Toview only aspecific group of reminders for which you or others are the responsible
users, change the viewing criteria.

Option Description

View View reminders that have the indicated due date. The default value is
Thru Today. If a value from the pre-configured list does not meet your
needs, then select (user specified) and in the Date Due fields, enter at
least a Starting due date. The Ending due date is optional.

Reminder Type The default value is (all).

Attached To The default value is (all). To view reminders that are not attached to any
item (reservation, booking, group, or service order), select (none). See
“To create an unattached reminder” on page 236.

Search in Text Enter the string by which to search for specific reminders. (The search is
carried out on the Notes field for the reminder.) Your search is limited to
the exact order of the characters in the string, but the search string is
not-case sensitive and it can appear anywhere in the search results. For
example, a search string of cat returns reminders that have “catering” or
“Mary’s catering” in the Notes field.

Date Completed Available only if Exclude Complete is not checked.

Exclude Completed Selected by default. Clear this option to display completed reminders in
the Reminders list. To display completed reminders that meet the other
viewing criteria, regardless of their completion dates, leave the Date
Completed fields blank; otherwise, to view completed reminders that
were completed by a specific date, you can enter a Starting date or a
date range in the Date Completed fields.

Hide Cancelled Not selected by default. Select this option to display canceled reminders
in the Reminders list.
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To create an unattached reminder

When you create reminder on the Navigator, the reminder is attached to a specific
reservation, booking, or booking detail. Similarly, when you create areminder on the Groups
window, the reminder is attached to a specific group. If needed, however, you can create a
reminder that addresses just your general business needs and is not attached to any specific
item. For example, you can create areminder about “ preparing for your organization’s yearly
safety inspection.” Any reminder that you create from the Reminders tab on the Dashboard
window is an unattached reminder.

1. Click New.
The Reminder dialog box opens.

Figure 5-5: Reminder dialog box

= Reminder = @
Reminder | History | Audit
Reminder Type: -
Admin
A,“' Spelling QK ]| Cancel

2. Do oneof thefollowing:
» Select aReminder Type.

» If none of the pre-configured Reminder Types meets your working needs, then select
(user-specified), and in the Description field, enter a description for the reminder
type.

The Responsible User field is populated with your User 1D and the Date Duefield is
populated with the current day’s date.

3. Optionaly, change the value for the Responsible User, the Date Due, or both.

4. If you are completing the reminder today, select a Date Completed; otherwise, leave this
field blank. (Thisfield is populated automatically when you or another user completes
the reminder. See “ To complete areminder” on page 238.)

5. Optionaly, do one or both of the following:
* Inthe Notesfield, enter any further explanation or information about the reminder.

» Click Spelling to spell check the reminder before you saveit.
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6. Click OK.

The Reminder dialog box closes. The newly created reminder is not attached to an item.
It might or might not be displayed in the Reminders list depending on the values that you
have set for filtering the display.

To edit a reminder

1. Onthe Reminderslist, select the reminder that you are editing, and then click Edit.

The Reminder dialog box opens. The dialog box is populated with the current
information for the reminder.

Edit the reminder as needed.

Optionally, click Spelling to spell check the reminder before you save the edited
reminder.

Click OK.

The Reminder dialog box closes. If the reminder is attached to an item such asa
reservation, then the reminder remains attached; otherwise, it is saved as an unattached
reminder.

To delete a reminder

You can delete any reminder (attached or unattached) regardless of its due date and
regardiessif it is completed.

1

On the Reminders list, select the reminder that you are deleting, and then click Delete.
A message opens asking you if it is OK to delete the reminder.

Click Yes.

The message closes and the reminder is del eted.
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To print a reminder

1. Onthe Reminderslist, select the reminder that you are printing, and then click Print.

An onscreen preview of the reminder opens. The preview window contains options for
printing a hard copy of the reminder, for emailing the reminder, and so on.

Figure 5-6: Onscreen preview for a printed reminder

o | Emil |Epot | @it [ (& (BB 2| *ERE -~ (@8 1 [ &

EMS Professional Demo Remil

Attached To  Booking Date EventName/Location  Category / Service Group User Description

1 Wednesday, August 04, 2010

Service Order 10M1/201C 30th Annual Enginesing  Food Senvics Dr. James Rouse Admin GetFinal Catering Count
Egq Throw Demonstatons
HCE North Audit Lunch Dr. James Rouse 303-555-3889

WMary's Catering 303-965-3395

Thursday, August 05, 2010

2. Select the option or options that best fit your working needs.

To go to the item to which a reminder is attached

On the Reminders list, select areminder, and then click Go To.

The Attached To column for the reminder must state anything other than
@ “ Unattached.”

» If thereminder is attached to a reservation, booking, or booking detail, then the
reservation opens in the Navigator, and the appropriate folder (Reservation, Booking, or
Booking Detail) is automatically selected.

» |If thereminder is attached to a group, then the Group window opens, with the group
information displayed in the window.

To complete a reminder

1. Onthe Reminderslist, select the reminder, or CTRL-click to select the multiple
reminders that you are compl eting.
2. Click Completed.
A message opens asking you if it is OK to set the selected reminders as compl eted.
3. Click Yes.

The message closes. The reminders are completed with a date equal to the current day’s
date. The reminders might or might not be displayed in the Reminders list depending on
the values that you have set for filtering the display.
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To reassign multiple reminders between EMS users

1. Onthe Reminderslist, select the reminder, or CTRL-click to select the multiple
reminders that you are reassigning.
2. Click Reassign.

The Select User dialog box opens. This dialog box lists all the users for your EMS
implementation.

Figure 5-7: Select User dialog box

= Select User [F=5 Eol 5
Search: |
Description
BUAdmin - CS
BUAdmin - El
ServiceAdmin
SysAdmin
test
e

3. Select the user to whom you are reassigning the reminder.

limited to the exact order of the charactersin the string, but the search string is
not case-sensitive and it can appear anywhere in the search results. For example,
a search string of Admin returns both Admin users and SysAdmin. The list of
users that meet your search string is dynamically updated as you enter the string.

@ To search for a user, enter a search string in the Search field. The search string is

4. Click OK.

A message opens, asking you if you are sure that you want to reassign the selected
remindersto the user.

5. Click Yes.

The Select User dialog box and message close and the reminder is reassigned.
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Web Reservations Tab

The Web Reservation tab displays any reservation that was submitted through VEMS for
web process templates that are set to Self Serve mode.

Figure 5-8: Web Reservations tab

= Dashboard EI@
Options
Status (1) » | View: - = .
fal) 5 Date Added Group Evert Name 1st Contact Evert Type Group Type  * Refresh
E::;:::: 10/2/2009 11:... Somentin... State Street Me... Somentino, Bry... Meeting - Inter... Partner
Corfimed - Private il 1042042009 11... Somentin... BCG Meeting Somenting, Bry... Meeting - Client  Partner
10/21/2009 8:... Somentin.. EMSVC Somertino, Bry... Video Corfers... Partner =
Building {27} Description ~ * || 8/27/2009 12:... Somertin.. Workspace -5... Somertino, Bry... Workspace Partrier 1
(&l (ally 10/21/2005 8: . Somentin .. PPD Client Rev.. Somentino, Bry. . Meeting - Client  Partner
Area Americas 10/29/2005 7.... Somentin... BMNP Parbas Ex... Somentino, Bry... Meeting - Inter... Partner
Area APAC 1042772009 11... Somentin... BNP Meeting Somenting, Bry... Meeting - Client  Partner
Area Australia - |10/29/2009 7-... Somentin.. BNP Example ... Somentino, Bry... Meeting - Inter... Partner
q m b 11/5/2009 7:5... Somentin... EMS VC Somertino, Bry... Video Confere... Partner

11/5/2009 7:3... Somentin... GSK Meeting Somerting, Bry... Meeting - Client  Partner
1/27/2010 9:0... Somentin... Workspace - 5... Somentino, Bry... Workspace Partner

& Notifications 1/27/20105:1... Somentin.. Workspace - Somertino, Bry... Workspace Partrer
1/27/20108:2... Somentin.. Workspace - 5... Somentino, Bry... Workspace Partrer
{3 Reminders* 2/10/2010 2:1... Somentin... Workspace - S...  Somentino, Bry... Workspace Partner
2/10/20104:3... Somentin... Workspace -5... Somentino, Bry... Workspace Partner
211/2010 8:0... Somentin... Workspace - Somenting, Bry... Workspace Partrner
\?,‘.‘Lreb Requests 2/11/2010 8:0... Somentin... Workspace - Somenting, Bry... Workspace Partner
o 1/27/20109:2... Somentin... MS Meeting Somertino, Bry... Meeting - Inter... Partner
D Viait List 2/13/2010 24... Somentin... Workspace - Somertino, Bry... Workspace Partner
== Reconfirm Dates 2M13/201025... Somentin... Workspace - Somenting, Bry... Workspace Partner
2M12/20109:0... Somentin.. EMSVC Somertino, Bry... Video Confere... Partner
‘ I L TI0E EERRRTTE 2/11/2010 8:3... Somentin... EMS Meeting Somenting, Bry... Meeting - Inter... Partner
gl Analytics 2/11/2010 8:1... Johnston... Workspace - Johnson, Dean  Workspace {none)

2M12/20104:1... Somentin... Workspace - Somertino, Bry... Workspace Partner i

|E= At A Glance 7 m \

Thetab isinteractive. You can:

» Select optionsto filter the reservations that are displayed on the tab. After you select or
edit the filtering options, click Refresh.

e Statusand Building/Area/View options are displayed on the left pane of thetab. Y ou
can select one or more statuses, or you can select all statusesin asingle step. Y ou can
select aspecific building, area, and/or view, or you can select all buildings, areas, and
viewsin asingle step.

» Dateoptionsaredisplayed onthe View list at the top of the right pane of thetab. You
can view reservations for the indicated due date. The default valueis Thru Today. If
avalue from the pre-configured list does not meet your needs, then select (user
specified) and in the Date Due fields, enter at least a Starting due date. The Ending
due date is optional.

»  Select thereservation in the Reservations list, and then click Go To to open the
reservation in the Navigator.
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Web Requests Tab

The Web Requests tab displays any reservation that was submitted through VEMS for web
process templates that are set to Request mode. A request that has not yet been processed has
a status of Pending.

Figure 5-9: Dashboard window, Web Requests tab

= Dashboard

{#:Web Requests

i
i

Options
Status (5) o
(ally

Approved
Declined

=| | Date Requested Group Event Name Event Type Status Start Date
1/11/2011 217 PM  Ed Nowak  Training Training In Progress  1/14/2011 Delete

EEEE

In Progress - Pril

Building (8) o Refresh
(=lly
{no preference)
Chicago
Denver

EEEEE

Hong Kong =

& Notifications
{J Reminders*

& Web Reservations

D Wait List

“* Reconfirm Dates

‘ Building Hours Exceptions
Wil Analytics

|E= At A Glance

Close

Thetab isinteractive. You can:

Select optionsto filter the reservations that are displayed on the tab. After you select or
edit the filtering options, click Refresh.

» Statusand Building/Area/VView options are displayed on the | eft pane of the tab. Y ou
can select one or more statuses, or you can select al statusesin asingle step. You can
select aspecific building, area, and/or view, or you can select all buildings, areas, and
viewsin asingle step.

* Room options are displayed on the Room list at the top of the right pane of the tab.
To enable the Room list, you must select a specific building.

Edit aweb request, including processing it. See“ To edit aweb request” on page 242.
Delete aweb request. See “To delete aweb request” on page 244.
Print aweb request. See “To print aweb request” on page 244.
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To edit a web request

1. Select the web request that you are editing, and then click Edit.

The Web Request dialog box opens. All of the information that was submitted for the
request through VEMS is displayed in the dialog box. The dialog box always has a
Description tab, a Web Questions tab, and an Audit tab. If the request included resources
or setup notes, it also has a Servicestab.

Figure 5-10: Web Request dialog box

= Web Request = @
Description | Services | Web Questions | Audit
Date Requested: 1/2/2008 9:39 AM Dates (1)
Web User: 1/9/2008 Wed
Group: susan killen
Contact: susan
Phone: 303-850-2623 Fax:
Email Address: susan kilen@dea.com
Event Name: Event1
Start Time: 5:00 AM End Time: 5:00 FM
Event Type: Fundraiser
Building: {no preference)
Room: MU Ballroom All
Setup Type: {no preference) for 100
Reservation 1D: 0
Request Status: In Progress| hd Process
MNotes:
oK | [ Cancel

2. Do one of the following:

» Edit the request as necessary without processing it and then click OK. When editing
the request without processing it, optionally, you can do one or more of the
following:

» If you have questions about the request or want to confirm some information
(for example, “Will acohol be served at the event?’) before you process the
request, you can enter these questions or comments in the Notes field on the
Description tab. A web user can see these notes when viewing the request in
VEMS and you can wait for a response before deciding whether to process the
request.

* Inaddition, to indicate that you are reviewing the request before you processiit,
you can set the status of the request to In Progress on the Description tab. A web
user can see this status when viewing the request in VEMS.
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» If therequest required questions to be answered on the web, open the Web
Questionstab to see the questions and the user’s answers.

» If therequest includes resources, open the Services tab to see what the request
includes. To view the details for each category, double-click a category to
display its associated details in the right pane.

» To process the request and create atrue reservation for the request in your EMS
database, on the Description tab, click Process.

The reservation opens in the Reservation Wizard. Continue to “Making a
Reservation Using the Reservation Wizard” on page 45.

After you create a true reservation using the Wizard and the reservation includes a
@ request for services, the Process Web Request Details window opens. (See Figure

5-11 below.) You can process the services immediately using the options on this

window, or to process the services at a later date, click Cancel to close the

window. You can then open the reservation on the Web Requests tab, and on the
Services tab, click Process.

Figure 5-11: Process Web Request Details window

Process Web Request Details

Categories (1) Service

Resources

Select Al Unselect Al
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To delete a web request

1. Select the web request, or CTRL-click to select the multiple requests that you are
deleting, and then click Delete.

A message opens asking you if it is OK to delete the selected web requests.
2. Click Yes.
The message closes. The selected web requests are del eted.

To print a web request
1. Select the web request, or CTRL-click to select the multiple requests that you are
deleting, and then click Print.

An onscreen preview of the selected requests opens. A variety of options are available
from this preview, including the optionsto print ahard copy of the requests, to export the
requeststo a .pdf, and to email the requests.

Figure 5-12: Print preview for a web request

= Web Requests =N [ |
[ | Email | Export | dprint B |08 |B0 @ & | G [IEE @

[ T 20 30 40 5 6 7o 8

EMS Professional Demo

RequestID Status Group/Contact StartTime  End Time Location / Event Setup | Event Type WebUs

1 InProgress susan killen 9.00 AM 5.00 PM Ballroom EastWest (no preference) (100}
sssss 303-850-2823 Eventl Fundraiser

Motes.

Dates: 11972008

Services: Audio Visual
1 30"LCDTV

2. Select the option or options that best fit your working needs.
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Wait List Tab

The Wait List tab provides you away of monitoring wait-listed reservations. It also provides
an indicator when the requested room becomes available.

Figure 5-13: Wait List tab

= Dashboard [F=% (o =5
Options
Status (1) View:  Thru Today - - .
Wi |
W Wat List Date (1) Start End Building Room Foom Type Group G
8/6/2010Fi 145PM 515PM CTC 01 Classroom Al Greene  Inl Refresh
4 m
Building (26) Descriptic *
9| Buiding (other) |
| Building City High £
| Building Corporate
| Building Corporate
| Building Corporate
| Building Corporate ™
4 M 3
{J Reminders*
) Web Reservations*
@ Web Requests*
“* Reconfirm Dates*
‘ Building Hours Exceptions v T b

Thetab isinteractive. You can:

» Select optionsto filter the reservations that are displayed on the tab. After you select or
edit the filtering options, click Refresh.

e Statusand Building/Area/View options are displayed on the left pane of thetab. Y ou
can select one or more statuses, or you can select all statusesin asingle step. Y ou can
select aspecific building, area, and/or view, or you can select all buildings, areas, and
viewsin asingle step.

» Dateoptionsaredisplayed onthe View list at the top of the right pane of thetab. You
can view reservations for the indicated due date. The default valueis Thru Today. If
avalue from the pre-configured list does not meet your needs, then select (user
specified) and in the Date Due fields, enter at least a Starting due date. The Ending
due date is optional.

» Select the reservation in the Reservations list, and then click Go To to open the
reservation in the Navigator.
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Reconfirm Dates Tab
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The Reconfirm Dates tab displays reservations that have been booked in a status that
requires the Reconfirm Date option (for example, a Tentative or Hold status). The list of
reservationsis automatically sorted in ascending order by Reconfirm Date. You use this tab
as areminder to reconfirm such reservations.

Figure 5-14: Reconfirm Dates tab

7

~ e S [ [

{3 Reminders*

& Web Reservations*
& Web Requests*
[3 wait List

‘ Building Hours Exceptions i e 3

Dashboard EI@
Options
Status (1) View:  Thru Today - = .
Tentative Date (1) Start End Building Room Reconfim Date Event
8/13/2010Fi 145FM 5:15FM CTC 101 8/5/2010 Thu Evert ||  Refresh |

Building (26) Descriptic =

Building {other) 3
Building City High £
Building Comporate
Building Comporate
Building Corporate
Building Comporate ™

m }

Close

Thetab isinteractive. You can:

Select options to filter the reservations that are displayed on the tab. After you select or
edit the filtering options, click Refresh.

Status and Building/Area/View options are displayed on the left pane of thetab. You
can select one or more statuses, or you can select al statusesin asingle step. Y ou can
select aspecific building, area, and/or view, or you can select all buildings, areas, and
viewsin asingle step.

Date options are displayed onthe View list at the top of theright pane of thetab. Y ou
can view reservations for the indicated due date. The default value is Thru Today. If
avalue from the pre-configured list does not meet your needs, then select (user
specified) and in the Date Due fields, enter at least a Starting due date. The Ending
due date is optional.

» Select thereservation in the Reservations list, and then click Go To to open the
reservation in the Navigator.
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Building Hours Exceptions Tab

The Building Hours Exceptions tab displays reservations that occur outside of configured
building hours.

Figure 5-15: Building Hours Exceptions tab

~ Dashboard =0 ESH =
Options
Status (14) “ | View: (userspecified) v Between:  FEUENN <)t 8232000 [
/| Corfimed = | Date (1) Start End Building Room Group Event
Tentati ————
Ematve 8/23/2010Mon 3:00AM 5:00PM TJHS Lbrary  Academic Affairs Middle Scho Refresh
Web Request

Academic - Corfimed
Confirmed - Special Event
Corfirmed - Intemal Meeting ~

Building (26) Descriptic

m | »

Building (other)

Building City High £

Building Corporate

Building Corporate

Building Corporate

Building Comporate -~
4 M 3

{J Reminders*

) Web Reservations*
@ Web Requests*

D Wait List*

“* Reconfirm Dates*

['! Building Hours Exceptions |88 o o
Close

Thetab isinteractive. You can:

» Select optionsto filter the reservations that are displayed on the tab. After you select or
edit the filtering options, click Refresh.

» Statusand Building/Area/View options are displayed on the left pane of the tab. Y ou
can select one or more statuses, or you can select al statusesin asingle step. Y ou can
select aspecific building, area, and/or view, or you can select all buildings, areas, and
viewsin asingle step.

» Dateoptionsaredisplayed onthe View list at the top of theright pane of thetab. Y ou
can view reservations for the indicated due date. The default valueis Thru Today. If
avalue from the pre-configured list does not meet your needs, then select (user
specified) and in the Date Due fields, enter at least a Starting due date. The Ending
due date is optional.

»  Select thereservation in the Reservations list, and then click Go To to open the
reservation in the Navigator.
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Analytics Tab

The Analytics tab provides quick access for queries that have been defined using the Query

builder and to which you have access as a user. You can run these queries from the Analytics
tab.

Figure 5-16: Dashboard window, Analytics tab

= Dashboard EI@
Options
Select Queries Query Options Booking Date/Time
Queries (6) * | Dates: This Month -
Starting Date: 11172000 [+)
::;:ﬁ:;ﬁ;::m =|  Ending Date: 1173072010 [+]

Bookings per Room

Catering Browser
i Miliee i = Report Comment:

& Notifications Resutts

{J Reminders*

& Web Reservations
Q) Web Requests

D Wait List

“* Reconfirm Dates

‘ Building Hour...

[E% At A Glance Pit || Bpot | [ GetData |

To run aquery from the Analytics tab, do the following:
1. Inthe upper left corner of the Analyticstab, click Select Queries.

The Queries dialog box opens. This dialog box lists the queries that have been defined
using the Query builder and to which you have access.

2. Select the queries that you want to run, and then click OK.

The Queries dialog box closes. The selected queries are displayed in the Queries pane
(upper left) on the Analyticstab.
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3. Inthe Queries pane, select the query that you want to run, and then select the date for
which the datain your EM S database is to be queried.

Option

Description

Custom

The starting date is set to the first day of the month and the ending date
is set to the last day of the month but you can edit one or both of these
dates.

Note: For some queries, if you select Custom, a Use Specific Times
option becomes available. If you enter the same date for the
starting date and ending date, you can select Use Specific
Times, and then enter a starting time and ending time to query
the data for in specific time range on the same day.

Last Month

The starting date is set to the first day of the previous month and the
ending date is set to the last day of the previous month.

Last Quarter
This Quarter
This Quarter To Date

Quarters are based on a calendar year:
e First quarter is 1/1 through 3/31.

e Second quarter is 4/1 through 6/30.
e Third quarter is 7/1 through 9/30.

e Fourth quarter is 10/1 through 12/31.

For example, if the current day’s date is 11/22/2010, and you select Last
Quarter, then the starting date is set to 7/1/2010 and the ending date is
set to 9/30/2010.

Last Year The starting date is set to 1/1 of the previous year, and the ending date
is set to 12/31 of the previous year.

This month The starting date is set to the first day of the current month and the
ending date is set to the last day of the current month.

This Year The starting date is set to 1/1 of the current year, and the ending date is

set to 12/31 of the current year.

This Year to Date

The starting date is set to 1/1 of the current year, and the ending date is
set to the current day’s date.

4. Optionally, in the Report Comment field, enter a description or explanation of the query.

Click Get Data.

If the query returns data, then the results are displayed in the Results pane on the

Analytics tab.

6. Optionaly, do one or more of the following:

» To export the query results to an Excel spreadsheet or to an XML file, click Export,
and then select the appropriate file type. A dialog box opens in which you can
specify the file name (the default file name is the name of the query, but you can
always edit this), and the location to which to save thefile.

Thefiletypefor an Excel spreadsheet is.xl or .xIsand you cannot change this. The
filetype for an XML file is .xml and you cannot change this.
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» To generate an onscreen preview of the printed query results, click Print. The
preview window contains options for printing a hard copy of the query results, for
emailing theresults, and so on. Select the option or optionsthat best fit your working

needs.
Figure 5-17: Onscreen preview of a query results
= Billing Transactions EI =
[fq | Email | Bxpot | = Print | | 30 e 171 8
—1
[0 T P T S T T T S S T T S S T S S S A B U - S A S R U S O - S A A S B AR A S SRR S SR
EMS Enterprise Demo
Type(2) Item Amount Group Billing Reference Event Type Transaction Date Invoice Due Date
1 Invoice 0.00 OU Department of Chemistry Academic Class  11/16/2010 Tue 121162010 Thu
Invoice 100.00 OU Department of Chemistry Academic Class  11/16/2010 Tue 1211672010 Thu

» If the query has been defined with a Chart, the Chart option is enabled. Click Chart
to generate an onscreen preview of the charted data. The preview window contains
optionsfor printing ahard copy of the chart, for emailing the chart, and so on. Select
the option or options that best fit your working needs.

Figure 5-18: Onscreen preview of query results that are charted/graphed

% Bookings per Room =i
[ | Email | Boport | Pt |By | B B~ & |G Gh100% - 11 7

[ T T T T B EE T T S S S S L S T S S S T S T S S O S T S SR - A CE U IR ST S-S S SR Y SRR S AR S S S IRV RN AT OE - BV S S

EMS Enterprise Demo
Reporting Period: 1/1/2004 thru 12/27/2010

Bookings per Room

354

28—

250



Chapter 5
EMS Dashboard

At A Glance Tab

The At A Glancetab provides quick access to high-level booking statistics for events at your
organization or facility. You can select to show booking statistics by category, by event type,
by group type, by reservation source, by room type, or by status.

Figure 5-19: At A Glance tab

= Dashboard [F=% (o =5
Options
Status () | Date: EJ 11/22/2010 Mon EJEJ Today Reservations: 0 Bookings: 0
Corfimed ~| Type: By Category -

4 1 }

Service Orders
Building (24) Desc ~

Area Camp
Building (other =

] T ¢
& Notifications

{J Reminders*

& Web Reservations

Q) Web Requests

D Wait List

“* Reconfirm Dates

‘ Building Hour...

Wil Analytics

- At A Glance

Close

By default, when the tab first opens, the date is set to the current day’s date, and category is

the selected display type. To view booking statistics for your facility on a given date, do the
following:

1

Select options (Status and Building) on the |eft pane of the tab to filter the resultsthat are
displayed on the tab.

Change the date and/or the display type as needed to view the bookings statistics for a
selected date.
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A group is an entity for which reservations are made at your facilities. A group is one of the
four core dataitems that your EM S administrator must configure so that you can make
reservations. A group can be an internal or external entity and it can be an organization or an
individual. A contact is a person who serves as the coordinator or focal point for a group.

This chapter covers the following topics:

o “Searching for and Configuring Groups’ on page 255.

* “Configuring Additional Information for a Group” on page 263.
» “Configuring Contacts for a Group” on page 278.

e “Editing Group Information” on page 286.

*  “Importing Groups’ on page 294.

*  “Working with Reservations for a Group” on page 295.

e “Emailing a Group” on page 300.

* “Printing and Exporting Group Information” on page 301.

* “Printing and Exporting Web User Information” on page 303.
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Searching for and Configuring Groups

A group is an entity for which reservations are made at your facilities. A group can be an
internal or external entity and it can be an organization or an individual. A group must be
configured before you can make reservations for it in EMS. Optionally, if you want to first
confirm that a group has not already been configured, then you can search for the group.

&

Typically, your EMS administrator carries out basic configuration of the groups
for which you need to make reservations. You always have the option of modifying
any group that your EMS administrator has configured and you always have the
option of configuring new groups when needed.

&

Your organization might use a different term (such as client, customer, and so on)
to identify the entities for which reservations are made at your facilities. Contact
your EMSadministrator if you need assistance in clarifying this term.

To search for a group and/or contact

]
1. Onthetoolbar, click the Groupsicon 8

Groups

The Groups window opens. The Resultstab isthe active tab. By default, when the
Results tab first opens, it lists the first 2000 groups that are currently configured in your
EMS database and that have a status of Active.

Figure 6-1: Groups window, Results tab

= Groups [F=5 (=R =<5
Reset Filter I.i MNew Reservation Options
Fiter | Results
Search
= Open
X = Select
Group City State  Group Type Biling Reference Number | External
BS AAA Colorado Denver co External 345-345-3 Email
gg Academic Advising Department Denver co Faculty [ 5taff
- . i T
£* Academic Affairs Denver co University Dept New
5?_ Accounting Department Denwver co University Dept
BS Acme World Industries Denver co External Iﬂl
gg Alumni Department Denver co University Dept Print
- .
£ Association of Broadcasters Telluride co External —
5?_ Athletics Denver co University Dept
BS Biomedical Student Assodation Greenwood Vilage CO Student Import
gg Boys & Girls Club Denver” co External Tools
gg Bryan Pedk Denver co Faculty [ Staff 121-4224-4245
5?_ Campus Recreation Boulder co Faculty [ Staff
BS Checkers Club Denver co Student
gg Chemistry Alumni {none)
gg Chemistry Department Denver co University Dept 56-4657-55
5?_ Chess Club Greenwood Vilage CO Student
BS Christina Jackson Denver co Faculty [ Staff
gg Continuing Education Department Denver co University Dept
gg Dan Hurley Denver co Faculty [ Staff
50 Records -
1 » Close
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Optionally, to change the number of records that are displayed in the Groups
window, click Options, and then on the Group Options dialog box, select a
different number of records to return.

2. Open the Filter tab and set your search criteria.

Option

Description

Display

» Groups—Display all groups that meet your search criteria on the Results tab.

» Contacts—Display all contacts that meet your search criteria on the Results
tab.

Note: When a list of contacts is displayed, the contact’s group is also displayed.

Search Fields

» Starts with—The string is not case-sensitive, but your search is limited to the
exact order of the characters in the string, and the string must begin with the
information for which you are searching. For example, Assoc returns
Association of Broadcasters but not Biomedical Student Association.

» Contains—Your search is limited to the exact order of the characters in the
string, but the string is not case-sensitive, and the string can be found
anywhere in your search results. For example, Assoc returns both Association
of Broadcasters and Biomedical Student Association.

Group Fields are available if you select Groups for Display. Enter values as needed in
any or all fields.
Contact Fields are available only if you select Contacts for Display. Leave all fields set to

their default search values to search for all active contacts that are currently
configured in your EMS database, or enter values as needed in any or all fields.

Note: If you select Contact, then both the Group fields and the Contact fields are
available for searching. If you enter data in both sets of fields when you are
searching for a contact, then your search criteria must be met for both the
contact and the contact’s group to be displayed on the Results tab.

Note: To reset the Filter at any time to its default settings, click Reset Filter.

3. Click Get Data

The Results tab opens with alist of search results that meet all your search criteria.

4. To further filter the display on the Resultstab, in the Search field, enter a search string.

Thelist of groupsis dynamically updated as you enter your search string.

search string is not case-sensitive and it can appear anywhere in the search

@ Your search islimited to the exact order of the charactersin the string, but the

results. For example, a search string of Assoc returns both Association of
Broadcasters and Biomedical Sudent Association.
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To configure groups

Typicaly, your EM S administrator carries out basic configuration of the groups for which
you need to make reservations. You aways have the option of modifying any group that your
EMS administrator has configured and you always have the option of configuring new
groups when needed.

Remember that before you configure a group, you might want to search for the
group to verify that it has not already been configured. See  To search for a group
and/or contact” on page 255.

1. Onthetoolbar, click the Groupsicon E‘S

Groups

The Groups window opens. The Results tab is the active tab. By default, when the
Results tab first opens, it lists up the first 1000 groups that are currently configured in
your EMS database and that have a status of Active.

Figure 6-2: Groups window, Results tab

= Groups [F=5 Eol 5
Reset Filter .,"" Mew Reservation Options

Fiter | Resuls

Search:

:
Group City State  Group Type Billing Reference Number  External LT

£5 AAA Colorado Denver O External 345-345-3
QQ Academic Advising Department Denver Cco Faculty [ Staff

QQ Academic Affairs Denver co University Dept
QQ Accounting Department Denver ca University Dept

QQ Acme World Industries Denver co External
QQ Alumni Department Denver Cco University Dept Print

QQ Assodation of Broadcasters Telluride co External
QQ Athletics Denver Cco University Dept

QQ Biomedical Student Association Greenwood Village CO Student
: g% Boys & Girls Club Denver” co External Tools

QQ Bryan Peck Denver Cco Faculty [ Staff  121-4224-4245

QQ Campus Recreation Boulder Cco Faculty [ Staff

QQ Checkers Club Denver co Student

QQ Chemistry Alumni {none)

QQ Chemistry Department Denver ca University Dept 56-45657-55

QQ Chess Club Greenwood Village CO Student

QQ Christina Jackson Denver Cco Faculty [ Staff

QQ Continuing Education Department Denver ca University Dept

QQ Dan Hurley Denver Cco Faculty [ Staff

50 Records -
: :
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2. Click New.

The Group dialog box opens. The Group tab is the active tab.

Figure 6-3: Group dialog box, Group tab

3. Enter the summary information for the new group.

= Group = [-o ]
Group | Billng Information | Other [ Audit |
MName: |
Address:
City ST Zip:
Courntry:
Intemational: [}
Group Type: {none)
Phone: -
Fan: -
Email Address: u
URL:
Default Contact: {none)
Require Cortacts: [}
VIP: [}
Available To Web Users: [
[ Inactive [ OK ] I Cancel

isoptional and can be added at a later date when needed.

@ The only required information is the group name. All other information on all tabs

Field Description
Name Required field. The name of the group.
Note: The name can be a maximum of 50 characters, including spaces.
Address The street or mailing address for the group.
City
ST
Country
Zip
International Select this option to drop the State and Zip fields for an international group.
Group Type Pick a group type.
Note: If calculations have been assigned to a group type, then these
calculations are applied only to new groups of this type.
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Field

Description

Phone
Fax

The phone number and fax number for the group.

Note: The Phone and Fax fields have a dropdown list available on which
you can select a different value (Fax, Mobile, Other, or Phone) for the
field label, or you can enter a user-defined value. To enter a
user-defined value, double-click the current field label to select it, and
then enter the user-defined value over the selected label.

Email Address

The email address for the group.

Note: If your computer is connected to a network, click the Search icon 7

to open a Global Address Lookup dialog box and search for the email
address.

URL

The URL for the group’s website.
Note: Web users can link to this group's web site on VEMS.

Default Contact

Populated with the name of the default contact for the group after you have
defined default contacts for the group.

Require Contacts

Select this option if the group is to always require a contact when a
reservation is being made for the group.

VIP

Select this option if the group is to be designated as a VIP group.

Available to Web
Users

Select this option if users are to be able to select the group on the Group
Lookup page in VEMS.

Inactive

Leave this option blank to add the group as an active group. Select this
option to inactivate the group.

4. Optionally, do one or both of the following; otherwise, go to Step 5.

Open the
group.

Billing Information tab and add the default billing information for the

Figure 6-4: Group dialog box, Billing Information tab

% = | ]
Biling Information |0thef | Audit |
Pricing Plan: Standard -
Paymert Type {none) -
Salesperson: {none) -
Event Coordinator: {none) -
Sales Category: {none) -
Status 0K -
Cost Center Number: I:I
Department Code I:I
Extemnal Reference:
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The values that you specify here are the default values that are applied when a
@ new reservation is made for the group. Any EMSuser can change these values if

needed.

Option Description
Pricing Plan Pick a pricing plan.
Payment Type Pick a payment type.
Salesperson Pick a salesperson.

Event Coordinator

Pick an event coordinator.

Sales Category

Pick a sales category.

Status

The status is a way to indicate the standing or ranking of the group. The
default values are the following:

*« OK—A reservation can be made for the group. (In your organization,
this status could indicate that the group is current in payments due.)

* Warning—If a group status is set to Warning, then a Warning
message opens when you make a reservation for the group. It does
not, however, prevent a reservation from being made for the group.

« Bad—If a group status is set to Bad, then reservations cannot be
made for the group.

Billing Reference
Number

You can manually enter data into the field, or you can click the Search

icon | ' '|to open a master list of billing reference numbers and select a

reference.

Note: To define alist of eligible billing references that are specific to the
group, see “Configuring Additional Information for a Group” on
page 263.

PO Number

You can manually enter data into the field, or you can click the Search

icon | .| to open a master list of PO Numbers and select a PO number.

Note: To define a list of eligible PO numbers that are specific to the
group, see “Configuring Additional Information for a Group” on
page 263.

External Reference

Links the group to a web user record and/or HR Toolkit.

Account

Pick an account.
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*  Open the Other tab and add any other identifying information for the group as

needed.

Figure 6-5: Group dialog box, Other tab

= Group

| Group I Billing Information | Other |A|.|d'rt |

Network |D:

Badge Mumber:
Cther ID:

Personnel Number:

] [ Cancel

Option

Description

Network 1D

The Windows login for the group.

Personnel Number

Organization number for the group.

Badge Number

Badge number for the group.

Other ID

Any secondary ID for the group.

5. Click OK.

The Group dialog box closes and a group-specific window opens with the newly
configured group automatically selected. (See Figure 6-6 on page 262.) You can use the
options on this window to carry out additional configuration for the group. See
“Configuring Additional Information for a Group” on page 263.
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Figure 6-6: Example of a group-specific window

262

~ AAA Colorado

=g A Colorado
£ Contacts
& Reminders
€ Commerts
4 Mtachments
7 User Defined Fields
| Reservations
Calculations
Biling References
PO Numbers
L Web Users

Summary | Biing Information | Other | Audt |

Edi

Group:
Address:

City ST Zip:
Courtry:
Intemational.
Group Type.
Phone:

Fax:

Email Address
URL.

Default Contact
Require Contacts:
VIF:

Active:

AAA Colorade
5656 Washington Street

Denver. CO 8026

No

(none)

303-434-1313
3034342323

will smith@aaa.co_com

(none)
No
No
Yes

Toals

]
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Configuring Additional Information for a Group

After you have configured a new group in your EM S database with the basic group
information (group identifying information, billing information and/or other information),
you have the option of configuring additional information for the group. You can:

» Create aweb user from the group. See “To create aweb user from agroup” on page 263.
e Assign the group to aweb user. See “ To assign the group to aweb user” on page 266.

» Addremindersto the group. See " To add a reminder to a group” on page 268.

* Add commentsto the group. See “ To add a comment to agroup” on page 269.

» Add attachments to the group. See “ To add attachments to a group” on page 271.

* Add user defined fields to the group. See“ To add user defined fieldsto agroup” on page
272.

» Assign calculations to the group. See “ To assign calculations to agroup” on page 273.

* Configure amaster list of group-specific hilling reference numbers. See “To configure a
list of billing reference numbers’ on page 275.

»  Configure amaster list of group-specific PO numbers. See “To configure alist of PO
numbers’ on page 276.

When you select a configuration item (contacts, reminders, and so on) in the left
@ pane in the group-specific window, the right pane for the window is an EMS
browser window. See “ An EMS Browser Window” on page 35

For information about adding a contact to a group, including creating a web user

@ for a contact, see “ Configuring Contacts for a Group” on page 278. For
information about editing a contact for a group, see“ Editing Group Information”
on page 286.

To create a web user from a group

A web user isaregistered user who can submit requests for reservations or schedule
reservationsin VEMS. When you add a new group in your EMS database, you decide the
“level” of the group that you are adding. For agroup that is added at the individual
(personnel/employee) level, you might also need to create a web user from the group. This
user can then create and view reservations on behalf of agroup or groupsin VEMS. You can
create only one web user froma group. When you create aweb user, you can a so specify one
or more delegates for the web user. A delegate is aweb user who can create and view
reservations on behalf of another web user.

1. Open the Groups window and search for the group for which you are creating the web
user. See “To search for agroup and/or contact” on page 255.
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2. Onthe Groups window, select the group, and then click Tools > Create Web User.

A group-specific dialog box opens. The Web User tab is the active tab.

The User Defined Fields tab displays the questions that a web user was required
to answer when the user requested to create an account through VEMSand it is
not relevant to the procedure that is described bel ow.

Figure 6-7: Group-specific dialog box, Web User tab

3. Enter theinformation for the web user.

—= Anderson, Scott = @
Web User | Process T | Groups | Delegates | User Defined Fields | Audt |
Mame: Anderson, Scott]
Password:
Email Address: scott@deax.com
Phone/Fax:
MNotes:
Extemnal Reference: scott
Network |D:
Email Opt Out: [}
Status: Active -
Security Template: MS -
Time Zone: -
A:r' Spelling QK ] I Cancel

Ideally, you should enter all the necessary information for your web user before
you save the web user; however, at any time if you need to access your web user,
on the EMS menu bar, click Configuration > Web > Web Users.

Field Description
Name Automatically populated after you select the group from the Groups
window.
Password The password that a web user must enter to log in to VEMS.

Email address

If this information has been entered in the Groups window for the group,
then this field is automatically populated after you select the group from
the Groups window. If the field is blank, you must enter the full email
address for the user. (The user must enter this address to log in to
VEMS.)
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Field Description

Phone/Fax Optional fields. If this information has been entered for the group, then

these fields are automatically populated after you select the group from
the Groups window. If the fields are blank, you can enter values if
needed.

Notes

Optional field.

External Reference Optional field. Links the web user to a group and/or HR Toolkit.

Network ID Optional field. The web user’s network ID.

Email Opt Out Select this option if the web user is not to receive automatic emails

(such as reservation summary emails) from VEMS. The user will still
receive manually sent emails.

Status

Required field. Select the status for the web user:
¢ Active—The web user can log in to VEMS.

« Inactive—The user cannot log in to VEMS and is instructed to contact
the EMS administrator.

« Pending—The web user cannot log in to VEMS and is informed that
he/she must check back at a later time.

Security Template Required field. This determines the web user's access to the system—

the menu items that the user can see and the information that the user
can view in a tooltip when 'rolling-over' an event in VEMS.

Time Zone Required field. Select the time zone for the user.

4. Open the Process Templates tab and on the Available list, select the web process
template, or CTRL-click to select the multiple templates to which you are assigning the
user, and then click the Move button (>) to move the selected templates to the Selected

list.

&

A web process template defines the functions that are available to each type of web
user in VEMSwhen the user is submitting a request for a reservation.

5. Open the Groups tab and do one of the following to specify the groups on whose behalf
the web user can view and make reservationsin VEMS.

The group (web user) is selected by default. You can leave this group in the Selected
list, or you can select the group and click the Remove button (<).

Specify any combination of search criteria for the Find field and Group Type, and
then click Display to produce alist of all groups that meet the criteria. In the
Availablelist, select agroup, or CTRL-click to select multiple groups, and then click
the Move button (>) to move the selected groups to the Selected list.

If you leave the Find field blank, then a list of all currently active groups for the
selected group type is displayed. If you enter a search string in the Find field, the
string is not case-sensitive, but your search is limited to the exact order of the
charactersin the string and it must begin with the information for which you are
searching. For example, And returns Anderson, Scott, but not Cooper, Anderson.
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6. Open the Delegates tab, and on the Search by dropdown list, do one of the following to
specify the delegates for the web user:

* LeavetheFind field blank, and then click Display to open alist of all currently
available web users. Select a user, or CTRL-click to select multiple web users, and
then click the Move button (>) to move the selected web users to the Selected list.

*  Onthe Search By dropdown list, select the option by which to search (Email
Address or User Name), and in the Find field, enter the string by which to filter your
search, and then click Display. Select aweb user, or CTRL-click to select web
multiple users, and then click the Move button (>) to move the selected usersto the
Selected list.

The string is not case-sensitive, but your searchislimited to the exact order of the

@ charactersin the string and it must begin with the information for which you are
searching. For example, if searching by Email Address, a search string of bob
retur ns bob.worth@dea.com but not dbobbett@dea.com.

7. Optiondly, click Spelling to spell check any information that you manually entered for
the web user.
8. Click OK.

The dialog box for creating aweb user closes and a message opens indicating that the
web user was created successfully.

9. Click OK to close the message and return to the Groups window.

To assign the group to a web user

When you add a new group in your EM S database, you should al so assign the group to aweb
user. Thisweb user can then create and view reservations on behalf of the group in VEMS.
You can assign a group to one or more web users.

1. Open the Groups window and search for the group to which you are assigning the web
user. See “To search for agroup and/or contact” on page 255.

2. On the Groups window, select the group, and then click Tools > Assign to Web Users.
The Assign Group dialog box opens. See Figure 6-8 on page 267.
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Figure 6-8: Assign Group dialog box

= Assign Group - Anderson, Scott EI@
Search By: User Name -
Find: Display
Awailable (0) Email Address Status s Selected (0}
4 n 3
Cancel

3. Do one of the following to select the web users that are being assigned to the group:

Leave the Find field blank, and then click Display to open alist of all currently
active web users. Select the web user, or CTRL-click to select multiple web users,
and then click the Move button (>) to move the selected web users to the Selected
list.

In the Search By dropdown list, select the option by which to search (Email Address
or User Name) and then in the Find field, enter the string by which to filter your
search, and then click Display. Select the web user, or CTRL-click to select multiple
web users, and then click the Move button (>) to move the selected usersto the
Selected list.

&

The string is not case-sensitive, but your search islimited to the exact order of the
charactersin the string and it must begin with the information for which you are
searching. For example, if searching by Email Address, a search string of bob
returns bob.worth@dea.com but not dbobbett@dea.com.

4. Click Finish.
A message opens indicating that the group was assigned successfully.

5. Click OK to close the message and return to the Groups window.
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To add a reminder to a group

A comment is atext entry that explains or clarifies areservation, a booking, a group, or a
booking detail that isa service order. A reminder isacomment that has a due date associated
withit.

1

Open the Groups window and search for the group to which you are adding the reminder.
See “To search for agroup and/or contact” on page 255.

On the Groups window, select the group, and then click Open.

A group-specific window opens. The group is automatically selected in the window.

3.

@ For an example of a group-specific window, see Figure 6-6 on page 262.

In the left pane of the group-specific window, select Reminders.

A list of al remindersthat are currently configured for the group is displayed in the right
pane of the window.

Click New.

The Reminder dialog box opens. The Responsible User field is populated with the your
User ID.

Figure 6-9: Reminder dialog box

= Reminder = @
Reminder | History | Audit
Reminder Type: -
Admin
A,“' Spelling [ QK ]| Cancel |

5. Onthe Reminder Type dropdown list, select the type of reminder that you are adding;

otherwise, if none of the pre-configured reminder types meets your working needs,
select (user specified comment), and then in the Description field, enter a description for
the reminder type.

The Date Duefield is populated with the current day’s date.
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Optionally, change the value for the Responsible User, the Date Due, or both.

If you are completing the reminder today, select a Date Completed; otherwise, leave this
field blank.

If you leave this field blank, then it is automatically populated when you or
another user completes the reminder on the Reminders tab of the Dashboard
window. See“ To complete areminder” on page 238.

Optionally, do one or both of the following:

* Inthe Notesfield, enter any further explanation or information about the reminder.
» Click Spelling to spell check the reminder before you save it.

Click OK.

The Reminder dialog box closes. The newly added reminder is automatically selected in
the group-specific window.

To add a comment to a group

A comment is atext entry that explains or clarifies areservation, a booking, a group, or a
booking detail that is a service order.

1

Open the Groups window and search for the group to which you are adding the
comment. See “To search for a group and/or contact” on page 255.

On the Groups window, select the group, and then click Open.

A group-specific window opens. The group is automatically selected in the window.

3.

@ For an exampl e of a group-specific window, see Figure 6-6 on page 262.

In the left pane of the group-specific window, select Comments.

A list of all commentsthat are currently configured for the group is displayed in the right
pane of the window.
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4. Click New.
The Comment dialog box opens.

Figure 6-10: Comment dialog box

= Comment = @
Comment | History | Audit
Comment Type: | hd
Alert Users:
A,“' Spelling [ QK ]| Cancel |

5. Onthe Comment Type dropdown list, select the type of comment that you are adding;
otherwise, if none of the pre-configured comment types meets your working needs,
select (user specified comment), and then in the Description field, enter a description for
the comment type.

@ The description can be a maximum of 30 characters, including spaces.

6. Inthe Notesfield, enter the comment.
7. Optionadly, do one or both of the following:

» Todert any EMS user who opens this group or areservation that is assigned to this
group that this comment has been added to the group, select Alert Users.

» Click Spelling to spell check the comment before you add it to the group.
8. Click OK.

The Comment dialog box closes. The newly added comment is automatically selected in
the group-specific window.
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To add attachments to a group

An attachment is used to describe any file that you can add to or store on areservation, a
booking, or a group.

1. Open the Groups window and search for the group to which you are adding the
attachment. See “ To search for a group and/or contact” on page 255.

2. Onthe Groups window, select the group, and then click Open.

A group-specific window opens. The group is automatically selected in the window.

@ For an exampl e of a group-specific window, see Figure 6-6 on page 262.

3. Intheleft pane of the group-specific window, select Attachments.

A list of al attachments that have already been added to the group is displayed in the
right pane of the window.

@ To view any attachment in thislist, select it, and then click View.

4. Click New.
The Attachment dialog box opens.
Figure 6-11: Attachment dialog box

= Attachment = @

Attachment | audit

Drescription:

Type: [none] -

Altachment: I:I

Motes:

Dizplay On‘web:

A,“' Speling [ QK ]| Cancel |

5. Inthe Description field, enter aname or description for the attachment.

The description can be a maximum of 50 characters, including spaces. If you
leave this field blank, then the Description field is populated with the name of the
file after you attach it to a group.
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6. Onthe Type dropdown list, select the attachment type.
7. Click the Searchicon |:| to open the Find Attachment dialog box, and then browse to
and select the attachment.

The Find Attachment dialog box closes. The file name for the attachment is displayed in
the Attachment field.

8. Optionally, do one or both of the following as heeded:

» If you left the Description field blank, then the name of the attached file is used by
default for the file description, and you can edit this if needed.

» Click Spelling to spell check the description before you attach the drawing to the
group.
9. Click OK.

The Attachment dialog box closes. The newly added attachment is automatically
selected in the group-specific window.

To add user defined fields to a group

272

A user defined field (UDF) isacustom field that stores additional datafor agroup. Typically,
your EM S administrator configures the types of fields that are available as well asthe
allowed values (text, numeric, and so on) for the fields. When you add a user defined field to
agroup, you must specify avalue for the field.

1. Openthe Groupswindow and search for the group to which you are adding the UDF. See
“To search for agroup and/or contact” on page 255.

2. Onthe Groups window, select the group, and then click Open.

A group-specific window opens. The group is automatically selected in the window.

@ For an example of a group-specific window, see Figure 6-6 on page 262.

3. Intheleft pane of the group-specific window, select User Defined Fields.

A list of al UDFsthat have aready been added to the group is displayed in the right
pane of the window.

4. Click New.
The User Defined Field dialog box opens. See Figure 6-12 on page 273.
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Figure 6-12: User Defined Field dialog box

= User Defined Field o 2|

User Defined Field | History | Audit

Field: | -

Value:

[ ok ][ cancel |

5. OntheField dropdown list, select the UDF that you are adding to the group.
6. IntheVauefield, enter avalue for the UDF.
7. Click OK.

The User Defined Field dialog box closes. The newly added UDF is automatically
selected in the group-specific window.

To assign calculations to a group

Calculations are additional charges that can be applied to billableitems (a category, agroup,
agroup type, aresource, or aroom) such as gratuity or sales tax. When you configure a
group, you can assign the calculations that are to always apply to the group.

1. Open the Groups window and search for the group to which you are assigning the
calculations. See“ To search for agroup and/or contact” on page 255.

2. On the Groups window, select the group, and then click Open.
A group-specific window opens. The group is automatically selected in the window.

@ For an example of a group-specific window, see Figure 6-6 on page 262.

3. Intheleft pane of the group-specific window, select Calculations.

The right pane of the group-specific window displays any calculations that have already
been assigned to the group.
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4. Click Edit.

The Calculations dialog box opens. The group name is displayed at the top of the dialog

box.

Figure 6-13: Calculations dialog box

= AAA Colorado

Calculations

Awvailable (2)
Gratuity
Sales Tax

Selected (0)

o 3 sl

[

OK

] | Cancel |

5. Onthe Available list, select the calculation, or CTRL-click to select the multiple
calculations that are to aways apply to this group, and then click the Move button (>) to
move the selected cal culations to the Selected list.

Your EMSadministrator can also assign calculations to a group type. If your EMS
@ administrator has already assigned calculations for this group’s type, then these
calculations are automatically applied to the group. The calculations are
displayed in the Selected list after you click OK and save the group; however, you
can always edit these calculations.

6. Continue with any other optional configuration for the group as needed; otherwise, click
OK to close the Calculations dialog box and return to the group-specific window.
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To configure a list of billing reference numbers

You can configure alist of billing reference numbers that are specific to the group.

1. Open the Groups window and search for the group for which you are configuring the
master billing reference numberslist. See “To search for agroup and/or contact” on page
255.

2. Onthe Groups window, select the group, and then click Open.

A group-specific window open. The group is automatically selected in the window.

@ For an example of a group-specific window, see Figure 6-6 on page 262.

3. Intheleft pane of the group-specific window, select Billing Reference.

A list of al currently active billing reference numbers for the group is displayed in the
right pane of the group-specific window.

4. Optionally, to display al billing reference numbers regardliess of status, click Show
Inactive.

Any inactive billing reference numbers are displayed in red italics in the right pane.
5. Click New.

The Billing Reference dialog box opens.
Figure 6-14: Billing Reference dialog box
= Billing Reference o [= =

Biling Reference Mumber | Apdit

Biling Reference |

Description:

MNotes:

Inactive A,“' Spelling QK ]| Cancel
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6. Enter theinformation for the new billing reference number.

Option Description
Billing Reference The billing reference number that is associated with the group.
Number Note: The reference can be alphanumeric and it has a maximum of
100 characters, including spaces.
Description A description of the billing reference number.
Notes Any other comments or statements that are applicable for the billing

reference number.

Inactive Leave this option blank to add the reference as an active reference (the
billing reference number is to be available when a reservation is made
for the group). Select this option to inactivate the billing reference
number.

7. Optiondly, click Spelling to spell check the information for the billing reference number
before you saveit.

8. Continue with any other optional configuration for the group as needed; otherwise, click
OK to close the Billing Reference Number dialog box and return to the group-specific
window.

To configure a list of PO numbers

You can configure alist of PO numbers that are specific to the group.

1. Open the Groups window and search for the group for which you are configuring the
master PO numbers list. See “ To search for a group and/or contact” on page 255.

2. Onthe Groups window, select the group, and then click Open.

A group-specific window open. The group is automatically selected in the window.

@ For an exampl e of a group-specific window, see Figure 6-6 on page 262.

3. Intheleft pane of the group-specific window, select PO Numbers.

A list of al currently active PO numbers for the group is displayed in the right pane of
the group-specific window.

4. Optionally, to display al PO numbers regardless of status, click Show Inactive.
Any inactive PO numbers are displayed in red italics in the right pane.
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5. Click New.
The PO Number dialog box opens.
Figure 6-15: PO Number dialog box

= PO Number = @
PO Mumber | Audit

PO Number: |

Description:

MNotes:

Inactive %" spelling [ 0K ]| Cancel

6. Enter theinformation for the new PO number.

Option Description

PO Number The PO number that is associated with the group.

Note: The reference can be alphanumeric and it has a maximum of
100 characters, including spaces.

Description A description of the PO number.

Notes Any other comments or statements that are applicable for the PO
number.

Inactive Leave this option blank to add the PO number as an active number (the

PO number is to be available when a reservation is made for the group).
Select this option to inactivate the PO number.

7. Optiondly, click Spelling to spell check the information for the PO number before you
saveit.

8. Continue with any other optional configuration for the group as needed; otherwise, click
OK to close the PO Number dialog box and return to the group-specific window.
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Configuring Contacts for a Group

A contact is a person who serves as the coordinator or focal point for agroup. You have two
optionsfor configuring a contact for agroup. You can configured’ freeform” contact, which
reguires you to manually enter the contact information, or you can configure a contact from
another group, which means that you do not have to manually enter the contact information.
Instead, the group information is automatically used for the contact.

You can also configure and edit a contact “ on the fly” during the reservation

process. See “ Making a Reservation Using the Reservation Wizard” on page 45
for details.

To configure contacts
1. Open the Groups window and search for the group for which you are configuring the
contact. See “To search for agroup and/or contact” on page 255.
2. Select the group, and then click Open.

A group-specific window opens. The group is automatically selected in the window.

Figure 6-16: Group-specific window

< AAA Colorado (=% B =<=|
=-gF AMA Colorado Summary | Biling Information | Other | Audt | Edit

£ Contacts

& Reminders Group: AAA Colorado Delete

€ Comments Address 5656 Washington Strect =

7 Mtachmerts
7 User Defined Filds fp— Denver. CO 8026 [ Emal |
" Courtry

Intemational No
Group Type {none)
Phone: 303-434-1313
Fax: 303-434-2323

Email Address will_smith@aaa_co.com
URL. www_.aaa.co.com
Default Contact {none)

Require Contacts: No

VIF: No

Active: Yes

3. Intheleft pane of the group-specific window, select Contacts.

A list of al currently active contacts for the group is displayed in the right pane of the
group-specific window.
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Optionally, to display all group contacts regardless of status, click Show Inactive.
Any inactive contacts are displayed in red italics in the right pane.

4. Continue to one of the following:

*  “To configure a contact manually” below.

* “To configure a contact from a group” on page 281.

To configure a contact manually

1. Click New.

The Contact dialog box opens.

Figure 6-17: Contact dialog box

= Contact = @
Contact | it
Contact:
Title:
Group: AAA Colorado
5656 Washington Street Use Group Address:
Denver Co 80216
uUsAa
Phone: ~ 3034341313
Fax: ~ 3034342323
Email Address: [J
Extemal Reference:
Notes:
Set As Defautt: (]
[ Inactive % speling oK | [ Cancel
2. Enter the information for the new contact.
Field Description
Contact The name of the contact.
Note: The name can be a maximum of 50 characters, including
spaces.
Title The title (Mr., Ms., Dr., and so on) of the contact.
Group Populated with the name of the group that you selected. You cannot
change this value.
Address Populated with the address of the group that you selected. If the contact

address is not the same as the group address, then clear Use Group
Address and enter the appropriate values in the Address fields.
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Field Description
International Select this option to drop the State and Zip fields for an international
group.
Phone The phone number and fax number for the contact. By default, they are
Fax set to the phone number and fax number for the group, but you can

always edit these values.

Note: The Phone and Fax fields have a dropdown list available on
which you can select a different value (Fax, Mobile, Other, or
Phone) for the field label, or you can enter a user-defined value.
To enter a user-defined value, double-click the current field label
to select it, and then enter the user-defined value over the
selected label.

Email Address

The email address for the contact.
Note: If your computer is connected to a network, click the Search icon

|:| to open a Global Address Lookup dialog box and search for
the email address.

External Reference

Links the contact to an outside program, for example, HR Toolkit, if
needed.

Notes

Any other information that is pertinent for the contact.

Set as Default

Select this option if the contact is to be the default contact for the
selected group.

Note: If a default contact has been defined for a group, then when you
specify the group information for a reservation, the Contact field
is automatically populated with the name of the default contact.

Note: You can always specify a contact as the default contact for a
selected group at a later date. To do so, select the contact in the
right pane of the group-specific window, click Set Default, and
then click Yes at the prompt to set the selected user as the
default contact.

Inactive

Leave this option blank to add the contact as an active contact. Select
this option to inactivate the contact.

Optionally, do one or both of the following:

» Click Spelling to spell check the information for the contact before you save it.

» Make sure that the newly created contact is selected so that you can create aweb
user from the contact. See “To create a web user from a contact” on page 283.

Click OK.

The Contact dialog box closes. The contact is added to the group. The group-specific
window remains open.
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1. Click Tools> Click Create Contact from Another Group.

A second Groups window opens.

2. Search for the group that isto be the source of the contact, and then click Select.

@ See“ To search for a group and/or contact” on page 255.

The Contact dialog box opens. The name of the group (contact source) is displayedin
the Group field and you cannot edit this value. The remainder of the fields (Contact
Name, Address, Phone, and so on) display the information for the group that you
selected in Step 2 of “To configure contacts’ on page 278.

Figure 6-18: Contact dialog box

= Contact =] @
Contact | it
Contact:
Title:
Group: AAA Colorado
5656 Washington Street Use Group Address: v
Denver Co 80216
uUsAa
Phone: ~ 3034341313
Fax: - 303-434-2323
Email Address: I:I
BExtemal Reference:
Motes:
Set As Default:
Inactive A:r' Spelling QK ] | Cancel
3. If needed, edit the information for the contact.
Field Description
Contact The name of the contact.
Note: The name can be a maximum of 50 characters, including
spaces.
Title The title (Mr., Ms., Dr., and so on) of the contact.
Group Populated with the name of the group that you selected first (the group

value.

for which you are configuring the contact). You cannot change this
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Field Description

Address Populated with the address of the contact. If the contact address is the
same as the group address, then select Use Group Address to
populated the address fields with the group address; otherwise, you can
edit these values.

International Not applicable if Use Group Address is selected. Select this option to
drop the State and Zip fields from the address for an international
contact.

Phone The phone number and fax number for the group.

Fax Note: The Phone and Fax fields have a dropdown list available on

which you can select a different value (Fax, Mobile, Other, or
Phone) for the field label, or you can enter a user-defined value.
To enter a user-defined value, double-click the current field label
to select it, and then enter the user-defined value over the
selected label.

Email Address The email address for the contact.
Note: If your computer is connected to a network, click the Search icon

|_|_ to open a Global Address Lookup dialog box and search
for the email address.

External Reference Links the contact to an outside program, for example, HR Toolkit, if
needed.

Notes Any other information that is pertinent for the contact.

Set as Default Select this option if the contact is to be the default contact for the

selected group.

Note: If a default contact has been defined for a group, then when you
specify the group information for a reservation, the Contact field
is automatically populated with the name of the default contact.

Note: You can always specify a contact as the default contact for a
selected group at a later date. See “To edit the contacts for a
group” on page 287.

Inactive Leave this option blank to add the contact as an active contact. Select
this option to inactivate the contact.

4. Optionally, do one or both of the following:
» Click Spelling to spell check the information for the contact before you save it.

» Make surethat the newly created contact is selected so that you can create aweb
user from the contact. See “To create aweb user from a contact” on page 283.

5. Click OK.

The Contact dialog box closes. The contact is added to the group. The group-specific
window remains open.
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To create a web user from a contact

A web user isaregistered user who can submit requests for reservations or schedule
reservationsin VEMS. When you add a contact to agroup in your EM S database, you might
also need to create aweb user from the contact. This web user can then create and view
reservations on behalf of the contact’s group in VEMS. You can create only one web user
from a contact. When you create aweb user, you can also specify one or more delegates for
the web user. A delegate is aweb user who can create and view reservations on behalf of
another web user.

1. If needed, open the group that contains the contact from which you are creating the web
user in the group-specific window. See “To configure contacts’ on page 278.

2. Intheleft pane of the group-specific window, make sure that Contacts is selected.

3. Intheright pane of the window, select the contact from which you are creating the web
user.

4. Click Tools > Create Web User from Contact.
A contact-specific dialog box opens. The Web User tab is the active tab.

The User Defined Fields tab displays the questions that a web user was required
to answer when the user requested to create an account through VEMSand it is
not relevant to the procedure that is described below.

Figure 6-19: Contact-specific dialog box, Web User tab

= Linda Beezle = @

Web User | Process Templates | Groups | Delegates | User Defined Fields | Audit

Mame:

Password:

Email Address:

Phone/Fax: 303-220-4435

MNotes:

Extemnal Reference:

Network |D:

Email Opt Out:

Status: Active -

Security Template: Administrator -

Time Zone: -

A,“' Spelling QK ] | Cancel
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5. Enter theinformation for the web user.

Field Description
Name Automatically populated after you select the contact. You can edit this
information.
Password The password that a web user must enter to log in to VEMS.
Email address If this information has been entered for the contact, then this field is

automatically populated after you select the contact. If the field is blank,
you must enter the full email address for the user. (The user must enter
this address to log in to VEMS.)

Phone/Fax Optional fields. If this information has been entered for the contact, then
these fields are automatically populated after you select the contact. If
the fields are blank, you can enter values if needed.

Notes Optional field.

External Reference Optional field. Links the web user to an outside program if needed.
Network ID Optional field. The web user’s network ID.

Email Opt Out Select this option if the web user is not to receive automatic emails

(such as reservation summary emails) from VEMS. The user will still
receive manually sent emails.

Status Required field. Select the status for the web user:
* Active—The web user can log in to VEMS.

« Inactive—The user cannot log in to VEMS and is instructed to contact
the EMS administrator.

* Pending—The web user cannot log in to VEMS and is informed that
he/she must check back at a later time.

Security Template Required field. This determines the web user's access to the system—
the menu items that the user can see and the information that the user
can view in a tooltip when 'rolling-over' an event in VEMS.

Time Zone Required field. Select the time zone for the user.

6. Open the Process Templates tab and on the Available list, select the web process
template or CTRL-click to select the multiple templates to which this user isto be
assigned, and then click the Move button (>) to move the selected templates to the
Selected list.

A web process template defines the functions that are available to each type of web
@ user in VEMSwhen the user is submitting a request for a reservation.
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7. Open the Groups tab and do one of the following to specify the groups on whose behal f
the web user can view and make reservationsin VEMS.

The contact’s group is selected by default. You can leave this group in the Selected
list, or you can select the group and click the Remove button (<).

Specify any combination of search criteriafor the Find field and Group Type, and
then click Display to produce alist of all groups that meets the criteria. In the
Availablelist, select agroup, or CTRL-click to select multiple groups, and then click
the Move button (>) to move the selected groups to the Selected list.

If you leave the Find field blank, then a list of all currently active groups for the
selected group type is displayed. If you enter a search string in the Find field, the
string is not case-sensitive, but your search is limited to the exact order of the
charactersin the string and the string must begin with the information for which
you are searching. For example, AAA returns AAA Colorado, but not Colorado
AAA,

8. Open the Delegates tab, and on the Search by dropdown list, do one of the following to
specify the delegates for the web user:

Leave the Find field blank, and then click Display to open alist of all currently
available web users. Select aweb user, or CTRL-click to select multiple web users,
and then click the Move button (>) to move the selected web users to the Selected
list.

On the Search By dropdown list, select the option by which to search (Email
Address or User Name), and in the Find field, enter the string by which to filter your
search, and then click Display. Select aweb user, or CTRL-click to select multiple
web users, and then click the Move button (>) to move the selected web usersto the
Selected list.

The string is not case-sensitive, but your searchislimited to the exact order of the
charactersin the string and the string must begin with the information for which
you are searching. For example, if searching by Email Address, a search string of
bob returns bob.worth@dea.com but not dbobbett@dea.com.

9. Optionaly, click Spelling to spell check any information that you manually entered for
the user.

10. Click OK.

The dialog box for creating aweb user closes and a message opens indicating that the
web user was created successfully.

11. Click OK to close the message and return to the group-specific window.
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Editing Group Information

You can edit any and all information for a group. The way that you edit the information
depends on the information itself. You can edit the Summary information, the Billing
information, and the Other information through the Edit function on the group-specific
dialog box. You must edit the group’s contacts, reminders, comments, attachments, UDFs,
calculations, billing reference numbers, PO numbers, and web users on the group-specific
window.

To edit group information

1. Open the Groups window and search for the group for which you are editing the
information. See “To search for agroup and/or contact” on page 255.

2. Select the group, and then click Open to open the group in the group-specific window.
The group is selected by default. The Summary tab is the active tab.

Figure 6-20: Group-specific window

< AAA Colorado (=% B =<=|
=-gF AMA Colorado Summary | Biling Information | Other | Audt | e ]
£ Contacts
2 Group: AAA Colorado Delete
Address 5656 Washington Street Tools
Ciy ST Zip Denver. CO 8026 [ e |
Courtry.
Intemational No
Group Type: (none)
Phone: 303-434-1313
Fax: 303-434-2323

Email Address will_smith@aaa_co.com
URL. www_.aaa.co.com
Default Contact {none)

Require Contacts: No

VIF: No

Active: Yes

3. Continueto one of the following:
» “To edit summary, billing, and/or other group information” on page 287.
» “To edit the contacts for agroup” on page 287.
* “To edit the reminders for agroup” on page 288.
* “To edit the comments for agroup” on page 288.
* “To edit the attachments for a group” on page 289.
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* “Totheedit user defined fields (UDFs) for agroup” on page 290.
* “To edit the calculations for agroup” on page 290.

* “To edit the billing reference numbers for agroup” on page 291.
* “To edit the PO numbers for agroup” on page 291.

* “To edit the web usersfor agroup” on page 292.

To edit summary, billing, and/or other group information

1

To edit the summary information, billing information, and/or other information for the
group, click Edit.

The group-specific dialog box opens.

Open the appropriate tab, and then edit the information as needed.
See Step 3 and Step 4 of “ To configure groups’ on page 257.
After you edit the information, click OK.

The group-specific dialog box closes. You return to the group-specific window with the
group still selected.

To edit the contacts for a group

1

In the left pane of the group-specific window, select Contacts.

A list of al contacts that are currently configured for the group is displayed in the right
pane of the window.

In the right pane of the window, select the contact that you are editing, and then do one
of the following:

» To set the selected contact as the default contact for the group, click Set Default, and
then click Yes at the prompt.

« To edit theinformation for the contact, click Edit.

The Contact dialog box opens. The dialog box displays the information for the
selected contact.

Edit theinformation for the contact as needed. See“ To configure acontact manually” on
page 279.

Click OK.

The Contact dialog box closes. You return to the group-specific window with Contacts
still selected.
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To edit the reminders for a group

1

3.

In the left pane of the group-specific window, select Reminders.

A list of dl remindersthat are currently configured for the group is displayed in the right
pane of the window.

In the right pane of the groups-specific window, select the reminder that you are editing,
and then click Edit.

The Reminder dialog box opens. The Reminder tab is the active tab.

Do any or al of the following to edit the reminder as needed:

e Onthe Reminder Type dropdown list, select a different reminder type.

* Optionaly, change the value for the Responsible User, the Date Due, or both.

» If you are completing the reminder today, select a Date Completed; otherwise, leave
thisfield blank.

@ If you leave this field blank, then it is automatically populated when you or

another user completes the reminder on the Reminders tab of the Dashboard
window. See “ To complete a reminder” on page 238.
* Inthe Notesfield, enter any further explanation or information about the reminder.
Optionally, click Spelling to spell check the edited reminder before you saveit.
Click OK.

The Reminder dialog box closes. The newly edited reminder is automatically selected in
the group-specific window.

To edit the comments for a group

1

In the left pane of the group-specific window, select Comments.

A list of all commentsthat are currently configured for the group is displayed in the right
pane of the window.

In the right pane of the group-specific window, select the comment that you are editing,
and then click Edit.

The Comment dialog box opens. The Comment tab is the active tab.
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3. Doany or al of the following to edit the comment as needed:
*  Onthe Comment Type dropdown list, select a different comment type.
If none of the pre-configured comment types meets your working needs, select
(user specified comment), and then in the Description field, enter a description for
the comment type. The description can be a maximum of 30 characters, including
spaces.
* Inthe Notesfield, enter or modify the comment.
» Toadert any EMS user that opens this group that this comment has been added to the
group, select Alert Users.
4. Optionally, click Spelling to spell check the edited comment before you saveit.
5. Click OK.

The Comment dialog box closes. The newly edited comment is automatically selected in
the group-specific window.

To edit the attachments for a group

1

In the left pane of the group-specific window, select Attachments.

A list of all attachmentsthat have been added for the group is displayed in the right pane
of the window.

In theright pane of the group-specific window, select the attachment that you are editing,
and then click Edit.

The Attachment dialog box opens.

3. Doany or al of thefollowing to edit the attachment as needed:

» Edit the description for the attachment.

@ The description can be a maximum of 50 characters, including spaces. If you

leave thisfield blank, then the Description field is populated with the name of the
file after you attach it to a group.

* Onthe Type dropdown list, select a different attachment type.

«  Click the Searchicon [/ to open the Find Attachment dialog box, and then browse

to and select a different attachment.

» If you left the Description field blank, then the name of the attached file is used by
default for the file description, and you can edit thisif needed.

4. Optionally, click Spelling to spell check the edited attachment before you saveit.
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5. Click OK.
The Attachment dialog box closes. The newly edited attachment is automatically
selected in the group-specific window.

To the edit user defined fields (UDFs) for a group

1. Intheleft pane of the group-specific window, select User Defined Fields.

All user defined fields that are currently configured for the group are displayed in the
right pane of the group-specific window.

2. Intheright pane of the group-specific window, select the UDF that you are editing, and
then click Edit.

The User Defined Field dialog box opens. The User Defined Field tab is the active tab.
3. Do oneor both of the following to edit the UDF:
* OntheField dropdown list, select adifferent UDF.
* [nthevauefield, edit the value for the UDF.
4. Click OK.
The User Defined Field dialog box closes. The newly edited UDF is automatically
selected in the group-specific window.

To edit the calculations for a group

1. Intheleft pane of the group-specific window, select Calculations, and then click Edit.
The Calculations dialog box opens.

2. Do oneor both of the following:

* OntheAvailablelist, select the calculation, or CTRL-click to select the multiple
calculations that are to always apply to this group, and then click the Move button
(>) to move the selected calculations to the Selected list.

*  Onthe Selected list, select the calculation, or CTRL-click to select the multiple
calculations that are not to apply to this group, and then click the Remove button (<)
to move the selected calculations to the Available list.

3. Click OK.

The Calculations dialog box closes. You return to the group-specific window with
Calculations still selected.
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To edit the billing reference numbers for a group

1. Intheleft pane of the group-specific window, select Billing References.
2. Intheright pane of the window, select the billing reference number that you are editing,
and then click Edit.
The Billing Reference dialog box opens. The dialog box displays the information for the
selected billing reference number.
3. Edit theinformation for the billing reference number as needed.
Option Description
Billing Reference The billing reference number that is associated with the group.
Note: The reference can be alphanumeric and it has a maximum of
100 characters, including spaces.

Description A description of the billing reference number.

Notes Any other comments or statements that are applicable for the billing
reference number.

Inactive Leave this option blank to add the reference as an active reference (the
billing reference number is to be available when a reservation is made
for the group). Select this option to inactivate the billing reference
number.

4. Optionally, click Spelling to spell check the information for the billing reference number
before you save it.
5. Click OK.

The Billing Reference dialog box closes. You return to the group-specific window with
Billing References still selected.

To edit the PO numbers for a group

1. Intheleft pane of the group-specific window, select PO Numbers.
2. Intheright pane of the window, select the PO number that you are editing, and then click
Edit.
The PO Number dialog box opens. The dialog box displays the information for the
selected PO number.
3. Edit the information for the PO number as needed.
Option Description
PO Number The PO number that is associated with the group.
Note: The reference can be alphanumeric and it has a maximum of
100 characters, including spaces.
Description A description of the PO number.
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Option Description
Notes Any other comments or statements that are applicable for the PO
number.
Inactive Leave this option blank to add the PO number as an active number (the
PO number is to be available when a reservation is made for the group).
Select this option to inactivate the PO number.

4. Optionally, click Spelling to spell check the information for the billing reference number
before you saveit.

5. Click OK.

The PO Number dialog box closes. You return to the group-specific window with PO
Numbers still selected.

To edit the web users for a group

When you edit the web users for a group, you can select additional web users for the group,
or you can remove web users for the group. You cannot edit the web user itself, nor can you
edit the delegates for aweb user.

1. Intheleft pane of the group-specific window, select Web Users.

2. Intheright pane of the group-specific window, select the web user whom you are
editing, and then click Edit.

The Web Users dialog box opens.
3. Do one or both of the following:
» Toadd anew web user for the group:

» LeavetheFind field blank, and then click Display to open alist of all currently
active web users. Select the web user, or CTRL-click to select multiple web
users, and then click the Move button (>) to move the selected web usersto the
Selected list.

* Inthe Search By dropdown list, select the option by which to search (Email
Address or User Name) and then in the Find field, enter the string by which to
filter your search, and then click Display. Select the web user, or CTRL-click to
select multiple web users, and then click the Move button (>) to move the
selected users to the Selected list.

The string is not case-sensitive, but your search islimited to the exact order of the
charactersin the string and the string must begin with the information for which
you are searching. For example, if searching by Email Address, a search string of
bob returns bob.worth@dea.com but not dbobbett@dea.com.
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» Toremove aweb user from agroup, in the Selected field, select the user, or
CTRL-click to select the multiple web users that you are removing from the group,
and then click the Remove button (<) to move the selected web users to the
Availablelist.

4, After you edit the information, click OK.

The Web User dialog box closes. You return to the group-specific window with Web
Users still selected.
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Importing Groups

You can import groups into your EM S database from atab-delimited text file. (See Import
File Specification in the EMS Setup Guide for the file specifications.)

To import groups

1. Onthe EMStoolbar, click the Groupsicon E‘S .

Groups
The Groups window opens.
Figure 6-21: Groups window
= Groups [F=5 Eol 5
Reset Filter .,"" Mew Reservation Options

Fiter | Resuls

Search:

) = Select
Group City State  Group Type Billing Reference Number  External

£5 AAA Colorado Denver O External 345-345-3
QQ Academic Advising Department Denver Cco Faculty [ Staff

QQ Academic Affairs Denver co University Dept
QQ Accounting Department Denver ca University Dept

QQ Acme World Industries Denver co External
QQ Alumni Department Denver Cco University Dept Print

QQ Assodation of Broadcasters Telluride co External
QQ Athletics Denver Cco University Dept

QQ Biomedical Student Association Greenwood Village CO Student
: g% Boys & Girls Club Denver” co External Tools

QQ Bryan Peck Denver Cco Faculty [ Staff  121-4224-4245

QQ Campus Recreation Boulder Cco Faculty [ Staff

QQ Checkers Club Denver co Student

QQ Chemistry Alumni {none)

QQ Chemistry Department Denver ca University Dept 56-45657-55

QQ Chess Club Greenwood Village CO Student

QQ Christina Jackson Denver Cco Faculty [ Staff

QQ Continuing Education Department Denver ca University Dept

QQ Dan Hurley Denver Cco Faculty [ Staff

50 Records -
: :

2. Click Import.
The Open File dialog box opens.
3. Browseto and select the text file that lists the groups that you are importing.

A dialog box opens, indicating the number of groups that you are about to import, and
asking you if you want to continue.

4. Click Yes.
A message opens indicating that the import was successful.
5. Click OK to close the message and return to the Groups window.
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Working with Reservations for a Group

You have avariety of options for working with the reservations for a group. You can:
»  Search for and make areservation for a group from the Groups window.
»  Search for and make areservation for a group from the group-specific window.

e Searchfor reservations by group, and then open and view any existing reservationsin the
Navigator for a group from the group-specific window.

» Reassign the reservations for agroup or contact from the group-specific window.

In EM S Workplace, you can also make a group reservation from the Group Reservation
window.

To work with reservations for a group

1. Open the Groups window and search for the appropriate group. See “ To search for a
group and/or contact” on page 255.

2. Onthe Groups window, select the group, and then do one of the following:

» Click New Reservation at the top of the window to open the Reservation Wizard,
and then continue to “Making a Reservation Using the Reservation Wizard” on page
45,

» Click Open to open the group-specific window (the group is automatically selected
in the window), and then continue to one of the following:

e “Tosearchfor and view reservations by group from the group-specific window”
bel ow.

» “To search for and make areservation for a group from the group-specific
window” on page 296.

» “Toreassign areservation for agroup from the group-specific window” on page
296.

To search for and view reservations by group from the
group-specific window

1. Intheleft pane of the group-specific window, select Reservations.

All reservations that have been made for the group in your EM S database and that have a
date greater than or equal to the current day’s date are displayed in the right pane of the
group-specific window.

Optionally, to show all reservations that have been made for the group, click Show
Old.
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2.

3.

In the right pane of the group-specific window, select the appropriate reservation, and
then click Open.

The reservation opens in the Navigator.

Continue to Chapter 3, “The Navigator,” on page 77.

To search for and make a reservation for a group from the
group-specific window

1

In the left pane of the group-specific window, select Reservations.

All reservationsthat have been made for the group in your EM S database and that have a
date greater than or equal to the current day’s date are displayed in the right pane of the
group-specific window.

2.

3.

Optionally, to show all reservations that have been made for the group, click Show
Old.

Click New.

The Reservation Wizard opens.

Continue to “Making a Reservation Using the Reservation Wizard” on page 45.

To reassign a reservation for a group from the group-specific
window

1

In the left pane of the group-specific window, select Reservations.

All reservations that have been made for the group in your EM S database and that have a
date greater than or equal to the current day’s date are displayed in the right pane of the
group-specific window.

2.

Optionally, to show all reservations that have been made for the group, click Show
Old.

In the right-pane of the group-specific window, select the appropriate reservation, or
CTRL-click to select multiple reservations, and then click Reassign.

The Reassign Group/Contact on Reservations dial og box opens. See Figure 6-22 on page
297.
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Figure 6-22: Reassign Group/Contact on Reservations dialog box

= Reassign Group/Contact On Reservations EI@
Group/Contacts
Group: I:I
Web User: {no change) I:I Reset
[ ok ][ cancel |

3. Onthe Group dropdown list, select the group to which you are reassigning the
reservation, or click the Search icon \: to open the Groups window and search for the
group. See “To search for agroup and/or contact” on page 255.

4. Optionally, edit any and/or all of the group information as needed.

Option Description
1st Contact The contact for the group to which you are reassigning the reservation.
2nd Contact Note: If none of the pre-configured contacts is appropriate, then select

(temporary contact) and in the Temp Contact field, enter the name of the
temporary contact.

Phone The phone, fax, and email address for the contacts for the group to which the
Fax reservation is being reassigned. If you selected from the list of the pre-configured
contacts, then some or all of this information might be automatically populated,
but you can still edit the values. If you selected a (temporary contact), then you
must enter this information for the contact.

Email Address

Web User The web user for the group. Initially, this field is set to (no change) which means

that the web user for the group to which you are reassigning the reservation is to

remain as is; however, if needed, you can click the Search icon \_ to open the

Web Users dialog box and select a different web user.

* You can search by User Name or Email Address.

» To search a list of all available web users, leave the Search field in the Web
Users dialog box blank, and then click Display.

« To search for a specific web user, enter a search string in the Search field, and
then click Display.

Note: The string is not case-sensitive, but your search is limited to the exact
order of characters in the string and the string must begin with the
information for which you are searching. For example, if searching by
Email Address, a search string of bob returns bobworth@dea.com but not
dbobbett@dea.com.

Note: To return this field to the (no change) value at any time, click Reset.
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5. Click OK.

A Reassign Reservations message opens, asking you if it is OK to reassign the selected
reservations to the group.

6. Click Yes.

The Reassign Reservations message closes and a second Reassign Reservations message
opens, indicating the reservations were successfully reassigned.

7. Click OK.

The message closes, and the reassigned reservations are no longer displayed in the
group-specific window.

You might have to click Reservationsin the | eft-pane of the group-specific window
@ to refresh the display.

To make a group reservation from the Group Reservation window
(EMS Workplace only)

1. Onthe EMS Workplace toolbar, click the Group Reservation icon Ne!

Group Reservation *

The Group Reservation window opens. The Results tab is the active tab.

Figure 6-23: Group Reservation window

= Graups = e
Reset Filter Options
Fiter | Results
Search: |
- Open
Group City State  Group Type  Biling Reference  External Reference m]

99- Academic - Chess Club Denver co Internal Email
99- Academic - College of Education Denver co Internal
99- Academic - Rotary Clubs International Evanston L External
99- Academic Affairs Arvada co Internal
99- Academic -Athletic Department Denver co Internal
99- Academic -Music Department Internal
99- Academic -Sigma Chi Omega East Lansing MI Internal e
99- Academic -Society of Professional Students Denver co Internal
99- Administration Internal Import
99- Amy Cardello Leawood KS Internal 4589-78952-4123
99- Big Brothers Charity Denver co External
99- Coporate Marketing Greenwood Vilage CO Internal 4589-7532-1258
99- Corporate - Amanda Bright Greenwood Vilage CO Internal 4589-2563-7456
99- Corporate - Colorado Association of Geologists Rifle co External
99- Corporate - Environmental Law New York MY Internal 1119898
99- Corporate -Dean Evans & Assodates, Inc. Greenwood Vilage CO External
99- Corporate Tax Law New York MY Internal 111-2589
99- Denver Cyding Club External
99- Finance Dept Internal 95765
99- Gaiam Health Products Broomfield co Excternal
99- Global Oil & Gas Law New York NY Internal 111-6325
99- Health - Pre-Natal Care Inc. Denver co Excternal
99- Health - Wellness Comittee Leadville co Internal 4756-12387-9876
99- Health Center Board of Directors Denver co Internal
99- Health Center Education Programs Denver co Internal
99- Health Center Human Resources Denver co Internal
99- Health Center Marketing Denver co Internal

59 Records . Close
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2. Openthe Filter tab, and search for the group for which you are making a reservation. See
“To search for agroup and/or contact” on page 255.

3. Select the group for which you are making the reservation, and then click Reservation.
A dropdown list of the available Reservation Wizard templates opens.

4. Select the appropriate template.

The Reservation Wizard opens. The name of the group for which you are making the
reservation is displayed in the title bar of the Reservation Wizard. The Reservation
Wizard template that you selected is displayed on the Wizard Template dropdown list at
the top of the Reservation Wizard. (You can always select a different templateif needed.)

Depending on how your EMS administrator has configured the template that you
selected, you might be prompted to select a reservation start date before the
Reservation Wizard opens.

Figure 6-24: Reservation Wizard with Wizard Template option

= Reservation Wizard (Denver Cycling Club) EI@
Wizard Template:  Denver Building Reservation Wizard Ti~ Options
Calendar | Selected Dates (0) Location | Features (2)
<< < March 2012 > >> @ o
Method: @ Standard ) Best Fit ) Specific Room
S M T W T F S i
26 27 28 20 1 2 3 = -

4 5 6 8 9 10
11 12 13 14 15 16 17
Room Specifications:

19 20 21 22 23 24

Type: (&l -
25 26 27 28 29 30 31 Tore (al) -
1 2 3 4 5 6 7 Setup Type: () v
Date Pattem ” Clear Month ” Clear All Setup Court: |0
Time Status
Start: EJ‘ End: EJ‘ Status: ~ @ -
Time Zone:  Eastem Time -
Setup/Teardown
Use Default: Minutes Setup: |0 Teardown: |0
I Cancel I I Reset I I Group Info I

5. Continue making the reservation as you normally would. See “Making a Reservation
Using the Reservation Wizard” on page 45.
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Emailing a Group

Whether your organization uses Microsoft Outlook or SMTP, you can always email an EMS
group.

If your organization uses Microsoft Outlook, you can continue to use this email
systemto send emailsto EMSgroups; otherwise, to email an EMSgroup using the
SMITP option, your user account must have an email address

To email a group
1. Searchfor the group that you are emailing. See* To search for agroup and/or contact” on
page 255.
2. Do one of thefollowing:
*  On the Groups window, select the group and then click Email.

Depending on how your system is configured, either a pre-addressed Outlook email
form or a pre-addressed SMTP email form opens. The To field is popul ated with the
email addressthat is defined for the group, but you can edit this value if needed. Go
to Step 4.

*  On the Groups window, select the group, and then click Open.
The group-specific window opens. Go to Step 3.

3. On the group-specific window, make sure that the group is selected in the |eft pane, and
then click Email.

Depending on how your system is configured, either apre-addressed Outlook email form
or apre-addressed SMTP email form opens. The To field is popul ated with the email
address that is defined for the group, but you can edit this value if needed.

4. Complete and send the email as you normally would.

300



Chapter 6
Groups and Contacts

Printing and Exporting Group Information

You can print avariety of information for selected groups such as contact summary
information, status exceptions, group import format information, and billing information,
and you can a so export alist of selected groups and the summary information for each group
(type, name, address, and so on) to an Excel spreadsheet.

To print group information

1. Search for the groups for which you are printing the information. See “ To search for a
group and/or contact” on page 255.

2. Onthe Groups window, click Print.

A list with avariety of options for printing information for the groups that are currently
displayed in the Groups window opens.

Figure 6-25: Group print options
List
Contact Summary

Status Exceptions

Import Format

Transaction Report
Staternents

Voided Transaction Report
Ageing Report

General Ledger Distribution

3. Select the information that you want to print for the displayed groups.

Option Description

List Opens an onscreen preview of all groups (group name, address, phone
number, email address, pricing plan, and status) that are currently
displayed in the Groups window. The groups are sorted by group type.

Contact Summary Opens an onscreen preview of all the contacts (group name, group
phone number, contact name, and contact phone number) that have
been configured for all the groups that are currently displayed in the
Groups window.

Status Exceptions Opens an onscreen preview of a list of groups that is derived from all the
groups that are currently displayed in the Groups window that have any
status other than OK. The groups are sorted by group type.

Import Format Opens an onscreen preview of the required format for the tab-delimited
file that is to be used when importing groups.
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Option

Description

Note: A variety of options are available from an onscreen preview, including the options to print a
hard copy of the information, to export the information to a .pdf, and to email the printed
information. See Figure 6-26 below.

Transaction Report

See “Generating an EMS Billing Report” on page 394.

Statements

See “Generating an EMS Billing Report” on page 394.

Report

Voided Transaction

See “Generating an EMS Billing Report” on page 394.

Ageing Report

See “Generating an EMS Billing Report” on page 394.

General Ledger
Distribution

See “Generating an EMS Billing Report” on page 394.

Figure 6-26: Example of an onscreen preview of printed group information

To export a list of groups to an Excel spreadsheet

1. Searchfor the groupsthat are you exporting to an Excel spreadsheet. See “ To search for

agroup and/or contact” on page 255.

2. On the Groups window, click Export.

A Save As dialog box opens for naming the file and selecting the location in which to
save thefile. (The file details the summary information—type, name, address, and so
on—for each group.) By default, the file is named Groups.xls, and the file location is
your Document Library, but you can change the name if needed, and you can also select
adifferent location in which to save the file. After you name and save thefile, you have

the option of previewing the exported file.

= Groups EEn
B | Email | Bxport | hPrint [B |48 (B2 @ & |G & @B |
—
[0 o o PR S R - RS A A AR SR Cos T
EMS Professional Demo
N Group Address Phone 1 Phone 2 Email Address Pricing Plan
i (none)
- OU Alumni Assaciaton (nons)
Registar (nons)
Sarah Colley 123ems land 303-812-7677 sarah.colley@dzacom (nons)
N Denver, GO 80218
2
. External
z Big Brothers Charty 3551 So. Harlan St 555.555.5002 555.555-7894 heatherfres @ddd.com External Non,
Denver, CO 80235
- Bryan Sorrenting 5813 DTC Parkway, Suite 1250 583-288-3770 303-796-7429 bryan.sorrentino@deacom  External For-
: Greenwood Village, CO 80111
- Colorado Assoditon of 30235 Penn Ave 303-555-1232 303-555-4322 geologists@deacom External Non,
Geologiss
N Rifle, CO 80212
N DeanEvans & Associates,Inc. 5613 DTC Parkway, Suite 1250 800-440-3584 303-796-7428 sales@dea.com External For-
4 Greenwood Village, CO 80111
. Dr. James Rouse 4564 Broadway 303-555-9999 303-555-5658 james@deacom External For-
Denver, GO 80210

@ To preview the file, Microsoft Excel must be installed on your EMSclient.
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Printing and Exporting Web User Information

You can print avariety of information for selected web users and you can also export alist of
selected web users (name and email address) to an Excel spreadsheet.

To print or export web user information

1. Onthe EMS menu bar, click Configuration > Web > Web Users.

The Web Users window opens. In the upper left hand corner, the number of web users
currently in use for VEMSis displayed.

Figure 6-27: Web Users window

= Web Users [F=5 Eol 5
Web Users In Use: 138 Options
Group Type: (all)y - City:
Search By: User Name - Process Template:  (all) -
Status: (all)y - Find: | Display

Web Users (187) Group City Email Address Status Securty Template = MNew
Ace Jones acejones@dea.com Active Edit
Administrator admin@dea.com Active e
Alen Hawley alen hawley@ecolab... Active £
Alison Pain AMligon.Pain@gs.com  Active Print
Aman, Brian brian.aman@td.com  Active =
Amrita Sasidharan Amrita.Sasidharan@...  Active

amy amy@dea.com Active More...
Attomey Office attomey@dea.com Inactive

Beno, Susan susan benoX@deac... Inactive

Bemy, Denise denise bemy@dea.com Active

Bhanyousad Filate Bhanuprasad .V Fillat... Active

Bryan bryan shepherd1@d... Inactive

Bryan P. Peck brypeck@gmail.com  Inactive

Brvan Peck brvan@dea.com Active kT

F m 3 Close

2. Enter any combination of the following search criteria:

*  Onthe Group Type dropdown list, leave the group type set to the default value of
(@l), or select a specific group type.

*  Onthe Search by dropdown list, select User Name or Email Address.
*  Onthe Status dropdown list, select the user status by which to search.

*  Onthe Process Template dropdown list, leave the default value of (all), or select a
specific web process template.
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3. Tofurther filter the displayed search results do one or both of the following:

e Tofilter the search results based on either the User Name or Email Address, in the
Filter field, enter a search string.

» Tofilter the search results based on city, in the City field, enter a search string.

For either field, the string is not case-sensitive, but your search is limited to the
@ exact order of the charactersin the string and it must begin with the information
for which you are searching. For example, if searching by Email Address, a search
string of bob returns bobworth@dea.com but not dbobbett@dea.com.
4. Click Display.

The web users who meet your search criteria are displayed in the lower pane of the Web
Users window.

5. Continue to one of the following:
e “To print web user information” below.

» “Toexport alist of web usersto an Excel spreadsheet” on page 305.

To print web user information
1. Onthe Web Userswindow, click Print.

A list with avariety of options for printing information for the web users that are
currently displayed in the Web Users window opens.

Figure 6-28: Web User print options

List
Web Delegates
Web Delegates By Web User

2. Select the information that you want to print for the displayed web users.

Option Description

List Opens an onscreen preview of a list of all the web users (web user
name, email address, status, security template, process template, and
last login) who are currently displayed in the Web Users window. The list
is sorted alphabetically by web user name.

Web Delegates Opens an onscreen preview of a list of all the web delegates (delegate
name, delegate email address, delegate status, web user, web user
email address, and web user status) for all the active web users who are
currently configured in your EMS database. The list is sorted
alphabetically by web delegate name and then by web user name for
web users that have multiple delegates.
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Option

Description

Web Delegates by Web
User

Opens an onscreen preview of a list of all the web delegates (web user
name, web user email address, web user status, delegate name,
delegate email address, and delegate status) for all the active web
users who are currently configured in your EMS database. The list is
sorted alphabetically by web user name and if a web user has multiple
delegates, the delegate is then sorted alphabetically by delegate name.

information. See Figure 6-29 below.

Note: A variety of options is available from an onscreen preview, including the options to print a
hard copy of the information, to export the information to a .pdf, and to email the printed

Figure 6-29: Example of an onscreen preview of the Web Delegates by Web User report

= Web Delegates Report EI&IL
o | Email | Beport | Fint |Gy | G B~ = | S Gh 100% o B s e
A T B VE v B T o e,
Dean Evans & Associates, Inc. (Development) Web Delegates Report
Web User Email Status Delegate Delegate Email Delegate Status
B AceJones acejonesi@deacom Active Ed Mowak edi@dea.com Active
1 Alen Hawley alen.hawley@ecolabeom Active Chad Daty Chad.Doty@ecolabeom Active
Alison Pain Alison. Pain@gs.com Active Bryan Sorrenting bryan.sorrentino@deacom  Active
_ Colin Cave Colin.Cavef@gs.com Active
Diavid Elliot David.Ellioti@gs.com Active
- Jennifer Scribner Jennifer.Scribnen@gs.com Actve
% Kimberly King Kimberly King@gs.com Active
Micole Mohovich Micole.Mohaovichi@gs.com Active

To export a list of web users to an Excel spreadsheet

On the Web Users window, click Export.

A Save Asdialog box opens for naming the file and selecting the location in which to
save the file. (The file contains the name and address for each web user that is currently
displayed in the Web Users window.) By default, the file is named Web User List.xls,
and the file location is your Document Library, but you can change the name if needed,
and you can also select adifferent location in which to save the file. After you name and
save the file, you have the option of previewing the exported file.

@ To preview the file, Microsoft Excel must be installed on your EMSclient.
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In EMS, a confirmation is a document that details the critical information for areservation—
the date, the time, the location, the scheduled resources, and so on. You send a confirmation
to the group who is sponsoring or hosting the event as verification that the reservation has
been correctly set up—the time and location are correct, all the necessary resources have
been scheduled, and so on. You can also use the confirmation to inform the group of any
outstanding issues related to the reservation (such as a balance due) and to provide other
information that is not necessarily reservation-specific such as your organization’'s
cancellation policies, your organization’s alcohol policies, and so on. You can generate a
confirmation for all the bookingsin areservation, or just for a selected booking in a
reservation.

This chapter covers the following topics:
»  “Specifying your Confirmation Settings’ on page 308.
» “Generating a Single Confirmation at a Time” on page 311.

» “Generating Word Merge Documents for Custom Documentation” on page 316.

Remember, a fast way to view reservations is through the Reservation Book. See
@ “Viewing and Editing Reservations in the Reservation Book” on page 62.

This chapter details the generation of a single confirmation at a time. To generate
@ confirmations for multiple reservations in a single step, see“ Generating Multiple
Confirmations’ on page 420.
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Specifying your Confirmation Settings

The Confirmation Settings dialog box provides a variety of options that you can specify for
manual and automatic generation of a confirmation for a reservation or a booking. You can
specify your confirmation settings one time and use these settings for all confirmations that
you generate, or you can change the settings on as-needed basis and tailor them for each
confirmation that you generate.

To specify your confirmation settings

1. Open areservation in the Navigator. See:
* “Opening areservation directly in the Navigator” on page 79.
*  “Opening areservation through the Reservation Book” on page 80.
»  “Opening areservation through a group” on page 80.
e Chapter 4, " Search Tools,” on page 195.
2. Inthe upper right hand corner of the Navigator, click Settings > Confirmation Settings.
The Confirmation Settings dialog box opens.

Figure 7-1: Confirmation Settings dialog box

= Confirmation Settings EI@
Date Range | Buildings I Cat i I Statuses I Options I Email Option5|
Department: h
Cancel Copies To Print: 1 0K

3. Specify the settings for your system’s confirmations.

Field ‘ Description

Date Range tab—The department name that appears at the top of a printed confirmation.

Buildings tab—Select the specific buildings that are to be included in the confirmation.

Categories tab—Select the specific booking details that are to be included in the confirmation.
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Field

Description

Statuses tab—Select the specific statuses that are to be included in the confirmation.

Options tab—Format settings for a printed confirmation.

Confirmation Title

Appears bold and centered at the top of the printed confirmation.

Header Message
Footer Message

Pre-configured blocks of text that appear in the header and footer of the
printed confirmation.

Paper Size

The size of the paper on which the confirmation is printed. Values are
Letter, Legal, and A4.

Print Comments

Include the comments for the reservation in the printed confirmation.

Print Reminders

Include the reminders for the reservation in the printed confirmation.

Print Cancel Reasons

Include the reasons for cancellation in the printed confirmation.

Print User Defined
Fields

Include user-defined fields and their values in the printed confirmation.

Print Room Phone

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

Print Room Notes

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

Print Building Notes

Include any notes about the building in the printed confirmation.

Print Billing Reference
Allocation

Include the billing reference numbers for the event as well as the
percentage of charges that is allocated to each number in the printed
confirmation.

Print PO Allocation

Include the PO numbers for the event as well as the percentage of
charges that is allocated to each number in the printed confirmation.

Print Category
Subtotals

Include the subtotal charges by category in the printed confirmation.

Print Room Type

Include the room type for the event in the printed confirmation.

Print Item Selection
Notes

Include the notes for each resource selection item for the event in the
printed confirmation.

Suppress Reserved
Time

Do not show the reserved time for the event in the printed confirmation.

Suppress Location

Do not show the location for the reservation in the printed confirmation.

Suppress Pricing

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

Suppress Logo

Do no show your organization’s logo in the printed confirmation.

Suppress Item Notes

Do not show notes for any booking items in the printed confirmation.

Suppress Item Special
Instructions

Do not show special instructions for any booking items in the printed
confirmation.

Suppress ltem
Selections

Do not show any resource item selections in the printed confirmation.

Always Display Time
Zone

Always show the time zone for the event in the printed confirmation.
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Field

Description

Display Messages as
HTML

If you have defined any HTML messages, then select this option to
display the HTML version of these messages in the printed
confirmation; otherwise, the message is displayed in plain text.

Limit Bookings to Those
With Details in Selected
Categories

Show only those bookings in the printed confirmation that contain details
for the categories that are selected on the Categories tab.

Email Options tab—Format settings for the body of an emailed confirmation.

Header Message
Footer Message

Pre-configured blocks of text that appear in the body of the emailed
confirmation.

Note: Your EMS administrator configures these values. Contact your
administrator if you need assistance with adding or editing a
value.

Email Format

» None—Opens a blank email form.
« Detail—The confirmation appears in its entirety in the email body.

« Mobile Friendly—The confirmation appears in a condensed version
that is viewable on a mobile device.

e Summary—Only the booking information appears in the email body.

Attached Detailed
Confirmation

The entire confirmation is provided as an attachment to the email.

Attach .ics file

An .ics file is a file that a recipient can save to create an entry in his/her
personal calendar. Select this option to attach an .ics file to the email.

Prompt for Res.

Select from a list of reservation-level attachments that you are including

Attachments in the email.
Email To Select the users associated with the reservation who should receive the
Email CC email confirmation.

Copies to Print

The number of copies of the confirmation that are automatically printed
if you print the confirmation. (Not applicable if you email a confirmation.)

4. You can now generate a confirmation (manually or automatically) based on the settings
that you have specified. See " Generating a Single Confirmation at a Time” on page 311.
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Generating a Single Confirmation at a Time

You can generate a confirmation for al the bookingsin areservation, or just for a selected
booking in areservation. In the default implementation of EM S, when you request to
generate a confirmation for areservation or a booking, the Confirmation dialog box opens.
The Confirmation dialog box has the same tabs as the Confirmation Settings dialog box.
(Remember, the values that you specified on the Confirmation Settings dialog box determine
the information that isincluded in a confirmation. See “ Specifying your Confirmation
Settings’ on page 308.) It also contains options for generating a print preview of the
confirmation and for manually printing or emailing an EM S-generated confirmation. If you
want to automatically generate a printed or emailed confirmation according to your
confirmation settings, then you must edit the Confirmation setting on the General tab of the
Navigator Options dialog box.

To manually generate a single confirmation at a time

1. Openthereservation in the Navigator. See:
* “Opening areservation directly in the Navigator” on page 79.
» “Opening areservation through the Reservation Book” on page 80.
»  “Opening areservation through a group” on page 80.
e Chapter 4, “ Search Tools,” on page 195.
2. Intheleft pane of the Navigator, do one of the following:
» Select the reservation for which you are generating the confirmation.

»  Select the reservation for which you are generating the confirmation, and then in the
Bookings (lower right) pane, select the booking for which you are generating the
confirmation.

3. Do one of the following:

» |If you are generating a confirmation for areservation, then open the Reservation
Summary tab or Properties tab in the upper right pane of the Navigator, and then
click Confirmation.

» |If you are generating a confirmation for a selected booking, then open the Booking
Summary tab in the upper right pane of the Navigator, and then click Confirmation.

The Confirmation dialog box opens. The dialog box has the same tabs as the
Confirmation Settings dialog box with one exception, the Date Range tab. (Additional
options are available on the Date Range tab that you can use to limit the confirmation to
specific bookings and/or specific booking times.) It also has options for saving, or
memorizing, the displayed confirmation settings so that you do not have to adjust the
settings every time you generate the confirmation. When the dialog box first opens, the
Setup is set to (user-specified). See Figure 7-2 on page 312.
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Figure 7-2: Confirmation dialog box, Date Range tab

= Confirmation EI@
Setup: (user spedified) « | Memorize Word Merge Setups  Options
Date Range | Buildings I Cateqgon I Statuses I Options I Email Option5|
Department: Dean Evans & Associates, Inc | -
Reservation ID: 21261
Booking ID: 0
Starting Date: 4/2/2012 (=]
Ending Date: 4/6/2012 (=]

Use Specific Times:  []

Copies To Print: 1 Print ] [ Print Preview

4. Do one of the following:

* Review the selections on this dialog box, and optionally, make any needed
modifications.

If you use specific times, then you must also click Options and indicate how the
@ confirmation isto be limited—to bookings that start within the range or to
bookings that occur within the time range.

If needed, you can always save, or memorize, these settings. See “ Working with
@ Memorized Reports’ on page 323.

*  Onthe Setup dropdown list, select a saved, or memorized, confirmation.

If you select a memorized confirmation, then the only changes that you can make
areto the dates and/or times on the Date Range tab.
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5. Do one of the following:

To manually generate a printed confirmation, edit the number of copiesto print as
needed in the Copiesto Print field (the default valueis 1), and then click Print.

A Print dialog box opens in which you can specify information such as the printer to
use, the page range, and so on. Click Print in this dialog box to manually generate
the printed confirmation.

Before you print the confirmation, you can click Print Preview to open an
onscreen preview of the printed confirmation. A variety of options are available
fromthis preview, including the options to email the confirmation, to export the
confirmation to a .pdf, and to print the confirmation.

To manually generate an emailed confirmation, click Email.

See " Sending Email from EMS’ on page 414.

If you are using SMTP email, then Figure 7-3 below is an example of the SMTP
email window that opens.

Figure 7-3: SMTP email window for a confirmation

= Email EI@

lm Attachments

From: salles@dea.com @ User Department

1st Contact Group

1st Contact Group

d

Bec...
Subject: Reservation 1673 for Dr. James Rouse beginning 10/11/2010
Attachments:

Message:

TimesNewRom ~ 3~ < & B I U "‘;.-'é i= i=

[}
1]
]

-+
]

%)
]

m e

<P=| want this in <STRONG=><FONT color=#f0000>Red</FONT></STRONG> </P>

Conference Services
1000 Main Street
Denver CO 80111

303-771-0110 / 303-796-7429

4 1 2

Send || Cancel
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To automatically generate a confirmation

If you want to always automatically generate a printed or emailed confirmation based on
your confirmation settings, then you must edit the Confirmation setting on the General tab of
the Navigator Options dialog box.

1. Open thereservation in the Navigator. See:
*  “Opening areservation directly in the Navigator” on page 79.
*  “Opening areservation through the Reservation Book” on page 80.
»  “Opening areservation through a group” on page 80.
»  Chapter 4, “Search Tools,” on page 195.
2. Inthe upper corner of the Navigator window, click Settings > Options.
The Navigator Options dialog box opens. The General tab is the active tab.

Figure 7-4: Navigator Options dialog box, General tab

= Mavigator Options
General | A A Glance | Highlight Categories |

Show Old Bookings Show Deleted tems
Show Cancelled Bookings [] Hide Empty Tabs
Show Wizards In Tools' Menu

Double-Clicking A Listed Folder
@ Opens The kem () Expands Folder

Wizard Results

@ Always Show (7) Show Unchanged Only
Corfimation

@ Always Prompt () Email

() Print Preview () Print

Booking Display Time

@ Reserved Time () Event Time

Invoiced tems

Highlight Color: - E]

Service Orders

[ Show Pricing Highlight Changes Made Within: (days) 0

[ Show ltem Notes Footer Message:  (none) -
[ Show ttem Special Instructions

Booking Edit

Auto Adjust Reserved Time When Event Time |s Changed

oK | [ Cancel
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3. Under Confirmation, select one of the following:

» Email—To aways automatically generate an emailed confirmation based on your
confirmation settings.

» Print—To aways automatically generate a printed confirmation based on your
confirmation settings.

4. Click OK to close the dialog box and return to the Navigator.

The next time you select any reservation or booking in the Navigator and click
Confirmation, the following happens:

» |If your Navigator Options are set to Print, then a Print dialog box opensin which you
can specify information such as the printer to use, the page range, and so on. Click
Print in this dialog box to generate a printed confirmation that is based on your
confirmation settings.

» If your Navigator Options are set to Email, then see “Sending Email from EM S’ on
page 414.

If you are using SMTP email, then Figure 7-5 below is an example of the SMTP
email window that opens.

Figure 7-5: SMTP email window for a confirmation

= Email EI@
v lm Attachments
From: salles@dea.com @ User Department
To... 1st Contact Group
Cc... 1st Contact Group
Bec...
Subject: Reservation 1673 for Dr. James Rouse beginning 10/11/2010
Attachments:
Message:
Times NewRom ~ 3~ | <lp ® B I U A |iZi=Z| E E E £ iE

m e

<P=| want this in <STRONG=><FONT color=#f0000>Red</FONT></STRONG> </P>

Conference Services
1000 Main Street
Denver CO 80111

303-771-0110 / 303-796-7429

4 1 2

Send || Cancel
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Generating Word Merge Documents for Custom
Documentation

EMS provides options for producing pre-formatted documents that contain reservation
information such as confirmations. Your organization, however, might have
organization-specific information that must be included in these documents. If your
organization has purchased and implemented the optional Word Merge module, you can
generate Word Merge documents to produce custom confirmations, contracts, and so on that
contain not only selected reservation information from EMS, but a so, any information that
isrequired by your organization. Because these documents are generated in a Word format
(.docx), you cannot print them or email them from EMS; however, you can manually print
them and send them as an attachment in aemail just as you would any other Word document.

To generate Word Merge Documents

1. Openthereservation in the Navigator. See:
* “Opening areservation directly in the Navigator” on page 79.
» “Opening areservation through the Reservation Book” on page 80.
»  “Opening areservation through a group” on page 80.
e Chapter 4, “ Search Tools,” on page 195.
2. Intheleft pane of the Navigator, do one of the following:
»  Select the reservation for which you are generating the confirmation.

»  Select the reservation for which you are generating the confirmation, and then in the
Bookings (lower right) pane, select the booking for which you are generating the
confirmation.

3. Do one of the following:

» |If you are generating a confirmation for a reservation, then open the Reservation
Summary tab or Properties tab in the upper right pane of the Navigator, and then
click Confirmation.

» |If you are generating a confirmation for a selected booking, then open the Booking
Summary tab in the upper right pane of the Navigator, and then click Confirmation.

The Confirmation dialog box opens. The Date Range tab isthe active tab. See Figure 7-6
on page 317.
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Figure 7-6: Confirmation dialog box, Date Range tab

= Confirmation EI@
Setup: (user spedified) « | Memorize Word Merge Setups  Options
Date Range | Buildings I Cateqgon I Statuses I Options I Email Option5|
Department: Dean Evans & Associates, Inc | -
Reservation ID: 21261
Booking ID: 0
Starting Date: 4/2/2012 (=]
Ending Date: 4/6/2012 (=]

Use Specific Times:  []

Copies To Print: 1 [ Print ] [ Print Preview

4. At thetop of the Confirmation dialog box, click Word Merge.

The Word Merge Documents dialog box opens. This dialog box displays al the Word
Merge documents that your EM S administrator has configured for your
organi zation-specific documents such as confirmations, contracts, and so on.

Figure 7-7: Word Merge Documents window
= Word Merge Documents EI@

Documents (2)
TestMerge
Word Merge Format.docx

Reservation Attachment
Attach To Reservation:  []

Attachment Type: {none) -
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5.

Select the appropriate Word Merge document, and then optionally, do one or both of the
following:

e To attach the document at the reservation-level for the selected reservation, click
Attach to Reservation.

»  Select the attachment type.
Click Generate.

A message opens, indicating that the Word M erge was successful, and asking you if you
want to view the document.

Optionaly, click Yes.

The document opensin Microsoft Word. You can now use any of the standard Word
functionsto save the document, to print the document, attach the document to email, and
So on.
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EMS contains six different categories of general reports to assist you in monitoring and
maintaining your organization’s reservation records and associated transactions. The
application also contains a Query Builder function which you can use to define custom
criteriafor searching for information in your organization's EM S database.

This chapter covers the following topics:

» “Generating an EM S Report” on page 321.

*  “Working with Memorized Reports’ on page 323.
» “Report Descriptions and Options’ on page 328.

»  “Working with a Query” on page 348.

Reportsthat are specific for the Billing function in EMSare detailed in Chapter 9,
@ “Billing,” on page 361.
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Generating an EMS Report

All EMS reports are available under the Reports option on the menu bar. For any EMS
report, you can specify the parameters, options, and format for the report, or you can
generate the report according to memorized settings. Not all reports require the same
parameters, nor do they all have the same options available. In addition, you can generate
different reports in different formats.

To generate a report

1. Onthe EMSmenu bar, click Reportsto open the Reports menu, and then click the option
for the report that you are generating. For example, to generate the Event Schedule
report, click Reports > Daily > Event Schedule.

2. On the Setup dropdown list, do one of the following:

To generate the report according to the filter settings that you specify (parameters,
options, and so on), leave (user specified) selected on the Setup list, and then go to
Step 3.

To run the report with filter settings that have been saved, or memorized, select the
memorized report on the Setup list, and then go to Step 5.

For detailed information about memorized reports, see Working with Memorized
Reports’ on page 323.

On the Options list, select the Date/Time filter by which to generate the report.

4. Specify the report parameters, options, and format. See:

“Daily reports’ on page 329.

“Salesreports’ on page 334.

“ Statistics reports’ on page 337.

“Other reports’ on page 340.

“Exceptions reports’ on page 342.

“Hoteling reports (EM S Workplace only)” on page 345.

For brevity and ease, the parameters and options that are available for each
report are not discussed here. Instead, the options are discussed in “ Report
Descriptions and Options” on page 328. Billing reports are discussed in Chapter
9, “ Billing,” on page 361. Academic reports are discussed in Chapter 13,

“ Academic Planning (EMS Campus),” on page 443. Contact your EMS
administrator if you need assistance in generating any of these reports.
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5. Optionaly, do one or more or al of the following:

* Inthe Report Comment field, enter a comment that isto be printed on the report.

@ The comment can be a maximum of 255 characters, including spaces.

e Click Print Preview.
A preview of the report opens onscreen.

» Toprint ahard copy of the report, specify the number of copiesthat you are printing,
and then click Print.

6. Click Close.

Unless you change the filter settings, all subsequent reports are generated and printed
according to the parameters and options that you have specified and in the format that
you specified. If you want to save certain settings so that you do not have to adjust the
filter settings every time you run the report, you can memorize the report. See “Working
with Memorized Reports’ on page 323.
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Working with Memorized Reports

A memorized report is areport for which the filter settings have been saved, or memorized,
so that you do not have to adjust the filter settings every time you run the report. You can
create a memorized report “from scratch,” or you can copy an existing memorized report,
and edit the filter settings as needed to create a new memorized report. If you are the owner

of amemorized report, you can also edit the name of an existing memorized report and you
can delete a memorized report.

Although this topic is written from the perspective of reports, it is also applicable
for working with memorized confirmations and invoices.

To create a memorized report “from scratch”

1. Onthe EMS menu bar, click Reportsto open the Reports menu, and then click the option
for the report that you are memorizing. For example, to memorize the Event Schedule
report, click Reports > Daily > Event Schedul e to open the Event Schedule dialog box.

Figure 8-1: Event Schedule report dialog box

= Event Schedule EI@
Setup: (user spedified) « | Memarize Setups  Options

Date Range | Buildings | Statuses | Event Types | Group Types | Options

Starting Date: E|

Ending Date: =]

Use Specific Times:

Format: By Date -

Report Comment:

Close Copies To Print: 1 | Print | | Print Preview |

2. Onthe<Report> dialog box, click Options, and then select the Date/Timefilter by which
to generate the report.

3. Specify the report parameters, options, and format.
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4. Onthe <Report> dialog box, click Memorize.
The Memorize Report Setup dialog box opens.

Figure 8-2: Memorize Report Setup dialog box

Memorize Report Setup

Description:

Public (Available To All Users):

oKk |[ Cancel |

5. Inthe Description field, enter aname or description for the report.

@ The description can be a maximum of 50 characters, including spaces.

6. If you are an administrative user, and the report is to be available to all users, then select
Public (Available to All Users); otherwise, if the report isto be available only to you (the
owner), then leave this option blank.

If you are not an administrative user, then only your EMSadministrator can make
your memorized reports available to all users. Contact your EMS administrator
for assistance.

7. Click OK.

The Memorize Report Setup dialog box closes. You return to the <Report> dialog box.
The memorized report is now an option on the Setup dropdown list.
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To create a memorized report by copying

1. Onthe EMSmenu bar, click Reportsto open the Reports menu, and then click the option
for the report that you are memorizing. For example, to memorize the Event Schedule
report, click Reports > Daily > Event Schedule to open the Event Schedule dialog box.

Figure 8-3: Event Schedule report dialog box

= Event Schedule EI@

Setup: (user spedified) « | Memarize Setups  Options

Date Range | Buildings I Statuses I Event Types I Group Types I Option5|

Starting Date:

I8

Ending Date:
Use Specific Times:
Format: By Date

Report Comment:

e Copies To Print: 1 | Prirt

| | Print Preview |

2. Onthe Setup dropdown list, select the memorized report from which you are copying the
filter settings, and then click Copy.

The Memorize Report Setup dialog box opens. By default, the Description field
indicates that you are naming a copy of a memorized report.

Figure 8-4: Memorize Report Setup dialog box

Memorize Report Setup

Description:

Public (Available To All Users): ]

oKk |[ Cancel |

3. Inthe Description field, enter aname or description for the new memorized report.

@ The description can be a maximum of 50 characters, including spaces.
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4,

If you are an administrative user, and the report isto be available to all users, then select
Public (Availableto All Users); otherwise, if the report isto be available only to you (the
owner), then leave this option blank.

If you are not an administrative user, then only your EMS administrator can make
your memorized reports available to all users. Contact your EMS administrator
for assistance.

Click OK.

The Memorize Report Setup dialog box closes. You return to the <Report> dialog box.
Thefilter settings are populated with the settings for the memorized report.

Click Edit, and then edit the filter settings for the report as needed.
Click Memorize.

The memorized report is now an option on the Setup dropdown list.

To edit or delete a memorized report

1

On the EM S menu bar, click Reportsto open the Reports menu, and then click the option
for the memorized report that you are editing. For example, to edit a memorized Event
Schedule report, click Reports > Daily > Event Schedule to open the Event Schedule
dialog box.

Figure 8-5: Event Schedule report dialog box
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= Event Schedule EI@
Setup: (user spedified) « | Memarize Setups  Options

Date Range | Buildings | Statuses | Event Types | Group Types | Options

Starting Date: E|

Ending Date: =]

Use Specific Times:

Format: By Date -

Report Comment:

Close Copies To Print: 1 Print | | Print Preview
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2. Onthe <Report> Setup dialog box, click Setups.

The Memorized Report Setups dialog box opens. Thisdialog box lists all the memorized
report setups for which you are the owner, and therefore can edit the name and/or delete
the report.

Administrative users can edit and delete all memorized reports in the system. See
Managing Memorized Reports in the EMS Setup Guide.

Figure 8-6: Memorized Report Setups dialog box
= Memorized Report Setups EI@

Memorized Report Setups (1) Cwner Awvailable To All Users

Corporate Facilties Corfirmed Events Jennifer Ward Yes Delete

[

Close

3. Select amemorized report setup, and then do one of the following:

» To edit the name of the report, click Edit to open the Memorize Report Name dialog
box, and edit the name of the report in the Description field.

@ The description can be a maximum of 50 characters, including spaces.

» Todeletethereport, click Delete, and then click Yesin the message that asks you if
you are sure that you want to del ete the selected report.
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Report Descriptions and Options

This section provides a description of every EMS report in the categories listed below and it
a so defines the options that are available for each report.

See:

» “Daily reports’ on page 329.

e “Saesreports’ on page 334.

o “Statisticsreports’ on page 337.

e “Other reports’ on page 340.

* “Exceptionsreports’ on page 342.

» “Hoteling reports (EMS Workplace only)” on page 345.
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Report

Description

Options

Event Schedule

A summary of the events that are scheduled at
your facility, sorted by date and event start time.
The report shows event start and end time, group
name, event name, and location. You typically
print and post the Event Schedule in a lobby or
entry way to help visitors find their events.

Use Page Breaks - If the report is run across multiple days, then
each day starts on a new page.

Show Bookings on Start Date Only—If a booking is scheduled
overnight, then only the start date of the booking is displayed in the
report. For example, a booking exists for 3P Thursday through 10A
Friday. If this option is selected, then the booking is displayed only for
Thursday in the report.

Show Holidays—Displays any holidays that are configured in the
EMS database on the report.

Show Building Hours—Displays building hours on the report.

VIP Events Only—Only the events that are marked as a “VIP” are
displayed in the report.

Use Calendar Styles: Events are displayed in the font/color of the
Calendar Style that is associated with each event.

Event Calendar

A chronological list of scheduled events in a wall
calendar format.

Use Calendar Styles—Events are displayed in the font/color of the
Calendar Style that is associated with each event.

Weekly Calendar—One week per page is displayed in the report.

Show Adjacent Calendar Days—Works in conjunction with the
Weekly Calendar option to display events that occur on Saturday and
Sunday in the report.

Grey Out Adjacent Calendar Days—Works in conjunction with The
“Show Adjacent Calendar Days” option to display events that occur
on adjacent days in gray instead of in black.

Hide Holidays—BYy default, holidays are displayed on the Daily
Calendar Report. Select this option to hide holidays in the report.

By Room—Displays events one room at a time in a calendar view.
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in a specific room in the building. The report,
which shows event start and end times, event
name, group name and room, can be generated
for a range of dates. The report can generated in
one of two formats—by Date or by Building.

Report Description Options
Room Cards A list of events that is designed to be posted Show Bookings on Start Date Only—If a booking is scheduled
outside a room or event space. The report notes overnight, then only the start date of the booking is displayed in the
the date, event time, and location for events, as report. For example, a booking exists for 3P Thursday through 10A
well as the group sponsoring each event. The Friday. If this option is selected, then the booking is displayed only for
report can be a single list of all events that are Thursday in the report.
scheduled for the room on a particular date, or it Print Blank Room Cards—Prints a room card for a space that does
can be a single page per event. not have any events scheduled.
Print Logo—Prints the facility logo on each room card. You can
specify the logo location on the right or left side of the room card.
Sort Room Cards By Book Sequence—If Book Sequencing is being
used on Room Configuration, then a facility can print room cards in
the Book Sequence order.
Print Combo Room Components—Prints an individual room card for
each component of a combo room.
Suppress End Time—Do not show the end times for bookings in the
report.
Activity Schedule A list of bookings in all rooms in a building, or just Use Page Breaks—A new page is generated for each date or for

each building.

Show Bookings on Start Date Only—If a booking is scheduled
overnight, then only the start date of the booking is displayed in the
report. For example, a booking exists for 3P Thursday through 10A
Friday. If this option is selected, then the booking is displayed only for
Thursday in the report.
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Report

Description

Options

Setup Worksheet

An internal report that sets up crews, custodial, or
operations personnel use to ensure that each
room is arranged properly for each event. The
report displays detailed information about each
booking, including setup type, setup notes,
required resources, user defined fields, special
instructions and resource item notes.

Use Page Breaks—If this report is run across multiple days, then
each day starts on a new page.

Highlight Changes Made Within:(days)—Changes that have been
made within the specified number of days are highlighted in the
report.

Limit Bookings To Those With Details In Selected Categories—Only
bookings with a booking detail from the specified categories are
displayed in the report.

Show Bookings on Start Date Only—If a booking is scheduled
overnight, then only the start date of the booking is displayed in the
report. For example, a booking exists for 3P Thursday through 10A
Friday. If this option is selected, then the booking is displayed only for
Thursday in the report.

Keep Detail Together—If an event has booking details, then the
details are kept together on one page instead of being split across
two pages.

Show Holidays—Holidays are displayed in the report.

Show Building Hours—Building hours that are associated with each
building are displayed in the report.

Show Item Notes—Any notes that have been entered for a booking
detail item are displayed in the report.

Show Item Special Instructions—Any special instructions that have
been entered in VEMS for a booking detail item are displayed in the
report.

Show User Defined Fields—Any user defined fields and their
answers for a reservation are displayed in the report.

Show Booking Changes Only—Bookings that have been edited
within the specified number of days are displayed in the report.
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Report

Description

Options

Service Order Schedule

Lists the service orders that are scheduled for a
date or date range. Produced by category.

Use Page Breaks—If this report is run across multiple days, then
each day starts on a new page.

Show Details—Booking item details that associated with each event
are displayed in the report.

Highlight Changes Made Within:(days)—Changes that have been
made within the specified number of days are highlighted in the
report

Show Pricing—Any pricing that is associated with an item is
displayed in the report.

Show Item Notes—Any notes that have been entered for a booking
detail item are displayed in the report.

Show Item Special Instructions—Any special instructions that have
been entered in VEMS for a booking detail item are displayed in the
report.

Service Orders

Separate pages for each service order in a date
range. The report provides information on the
event and the items or services needed.
Produced by category.

Highlight Changes Made Within:(days)—Changes that have been
made within the specified number of days are highlighted in the
report.

Footer Message—Used to specify the Footer message that is
displayed on each page of the report.

Show Item Notes—Any notes that have been entered for a booking
detail item are displayed in the report.

Show Item Special Instructions—Any special instructions that have
been entered in VEMS for a booking detail item are displayed in the
report.
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Report

Description

Options

Banquet Event Order

Separate pages for each booking that occurs on
a date or within a date range that has the
“Primary Category” specified. Service orders,
resource information, notes, and information for
resource with order type categories are included
in the report.

Highlight Changes Made Within:(days)—Changes that have been
made within the specified number of days are highlighted in the
report.

Show Pricing—Any pricing that is associated with an item is
displayed in the report.

Limit Bookings To Those With Details In Selected Categories—Only
bookings with a booking detail from the specified categories are
displayed in the report.

Show Item Notes—Any notes that have been entered for a booking
detail item are displayed in the report.

Show Item Special Instructions—Any special instructions that have
been entered in VEMS for a booking detail item are displayed in the
report.

Show Item Selection Notes—Any notes that have been entered for a
booking detail item selection are displayed in the report.

Show Service User Defined Fields—Any user defined questions and
their answers for any listed category are displayed in the report.

Set Page Numbers By Booking—Resets page number for every
unique booking.

Use Page Breaks—If this report is run across multiple days, then
each day starts on a new page.

Resource Schedule

Lists by category and date, how many of each
resource item is needed, as well as the event
time, event name, location, and group.

Use Page Breaks—If this report is run across multiple days, then
each day starts on a new page.

Highlight Changes Made Within:(days)—Changes that have been
made within the specified number of days are highlighted in the
report.

Show Overbooked Resources Only—Only those bookings where the
selected resource exceeds the number available in inventory at that
time are displayed in the report.
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Report

Description

Options

Service Order Change
Report

List the service orders to which a change has
been made by Booking/Service Order ID.
Includes the service order category, a description
of the change, the old value for the service order,
the new value for the service order, the date of
the change, and the ID for the user who made the
change.

N/A

Attendee Visitor Report

Lists the attendees for an event by date or date
range, and indicates whether they are visitors
and shows their group name, phone number,
event name, the room they will be in, and the
start and end times for their event.

* Use Page Breaks—If this report is run across multiple days, then
each day starts on a new page.

Production Report

Lists production items and their quantities
grouped by production area.

« Show Item Notes—Any notes that have been entered for a booking
detail item are displayed in the report.

« Show Item Special Instructions—Any special instructions that have
been entered in VEMS for a booking detail item are displayed in the
report.

« Show Item Selections—Any selections that have been entered for a
booking detail item are displayed in the report.

Sales reports

Report

Description

Options

Sales by Group Type

Lists the sales for each group type for a date or
date range.

» Display Amount—Select from Net Sales, Gross Sales, or Discounts.

* Include Report Criteria—The filter settings for the report are
displayed in the report.

e Show Zero Amounts—Group Types with zero sales/discounts are
displayed in the report.
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Report

Description

Options

Sales by Group

Lists the sales for each group, divided by group
type, for a date or date range.

Display Amount—Select from Net Sales, Gross Sales, or Discounts.

Include Report Criteria—The filter settings for the report are
displayed in the report.

Show Zero Amounts—Group Types with zero sales/discounts are
displayed in the report.

Sales by Category

Lists the revenue generated by each resource
category for a date or date range.

Display Amount—Select from Net Sales, Gross Sales, or Discounts.

Include Report Criteria—The filter settings for the report are
displayed in the report.

Show Zero Amounts—Group Types with zero sales/discounts are
displayed in the report.

Sales by Resources

Lists the sales for each resource item for a date
or date range.

Display Amount—Select from Net Sales, Gross Sales, or Discounts.

Include Report Criteria—The filter settings for the report are
displayed in the report.

Show Zero Amounts—Group Types with zero sales/discounts are
displayed in the report.

Sales by Reservation

Lists the reservations that have bookings for a
specified date or date range and shows the
charges, by category, for the reservation. Also
gives a grand total for all reservations. If a
reservation also has bookings that fall outside the
specified date or date range, these figures are
not included in the report.

Display Amount—Select from Net Sales, Gross Sales, or Discounts.

Include Report Criteria—The filter settings for the report are
displayed in the report.

Show Zero Amounts—Group Types with zero sales/discounts are
displayed in the report.

Sales by Billing
Reference

Lists the total sales for a date or date range,
based on the billing reference number on the
reservations that have bookings in the specified
range. Sales that are associated with
reservations that have no billing reference
number are not included in the report.

Display Amount—Select from Net Sales, Gross Sales, or Discounts.

Include Report Criteria—The filter settings for the report are
displayed in the report.

Show Zero Amounts—Group Types with zero sales/discounts are
displayed in the report.
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Report

Description

Options

Sales by Booking

Lists the sales for a particular date or for each
date in a date range, broken down by booking.
This report displays the following information—
Start/End Times, Group, Event Name, Location,
Billing Reference#, PO Number, Payment Type,
Status, Reservation ID, Booking ID, and Sales
amount.

Display Amount—Select from Net Sales, Gross Sales, or Discounts.
Include Report Criteria—The filter settings for the report are
displayed in the report.

Show Zero Amounts—Group Types with zero sales/discounts are
displayed in the report.

Status Changes by
Reservation

Lists the sales that are associated with a
reservation where the reservation or booking
status was changed.

Display Amount—Select from Net Sales, Gross Sales, or Discounts.

Include Report Criteria—The filter settings for the report are
displayed in the report.

Show Zero Amounts—Group Types with zero sales/discounts are
displayed in the report.

Status Changes by
Booking

Lists the sales that are associated with bookings
where the bookings status was changed.

Display Amount—Select from Net Sales, Gross Sales, or Discounts.

Include Report Criteria—The filter settings for the report are
displayed in the report.

Show Zero Amounts—Group Types with zero sales/discounts are
displayed in the report.
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Statistics reports

All Statistics reports, except Hourly Room Utilization and Hourly Resource Inventory Utilization, provide an “ Analyze”
feature to view data. Click Analyze to open a Browser window that displays the queried data. You can group the information
by column, you can export the raw datato an Excel file, and you can click Detailsto provide more detailed information about
the queried data.

The Room Utilization report, the Hourly Room Utilization report, and the Hourly Room Utilization report are
@ available only in EMS Enterprise. They are not available in EMS Professional.

Report Description Options
Room Statistics Lists all rooms by building and for each room, * Include Report Criteria—The filter settings for the report are
indicates the following information—the number displayed in the report.

of bookings for the date range selected, the
reserved hours, the event hours, the estimated
attendance (i.e., setup count), and the actual

attendance.

Room Utilization Lists the number of bookings, hours used, hours | « Day Selection—Specify which day(s) of the week to include in the
available, percent utilization, and hours vacant report.
for rooms, by building, for the date range « Group By Utilization Category—Groups rooms by utilization (low,
specified. high, unused).

¢ Include Cost—The cost for vacancies is displayed in the report.

¢ Include Unused—Include rooms that contain no bookings in the
report.

e Cap Utilization at 100%?—~Percent utilization cannot exceed 100%.

* Low Utilization—Specify what percentage equals “Low” utilization.

« High Utilization—Specify what percentage equals “High” utilization.

« Availability Based On—Select to base availability on one of the
following - Building Hours, Hours per Day, or Specific Hours.

¢ Include Report Criteria—The filter settings for the report are
displayed in the report.
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Report

Description

Options

Hourly Room Utilization

Displays room utilization broken down by hours in
the day, by percentage utilized.

Day Selection—Specify which day(s) of the week to include in the
report.

Display Chart—Includes a chart on the final page of the report that
summarizes the reported data.

Hourly Resource
Inventory Utilization

Displays resources, and the number of items
used on an hourly basis for a specified date
range.

Day Selection—Specify which day(s) of the week to include in the
report.

Display Chart—Includes a chart on the final page of the report that
summarizes the reported data.

Group Statistics

Displays Number of Bookings, Reserved Hours,
Event Hours, Estimated Attendance, and Actual
Attendance by Group Type for a given date or
date range. The format can be set to “Detail” to
provide statistics for each specific group.

Include Report Criteria—The filter settings for the report are
displayed in the report.

Event Type Analysis

Provides information by event type on the
following—the number of reservations, the
number of bookings, the percentage of total
reserved hours, the percentage of total event
hours, the percentage of total estimated
attendance, the percentage of total attendance,
the actual attendance, and the percentage of
total.

Include Report Criteria—The filter settings for the report are
displayed in the report.

Display Chart—Includes a chart on the final page of the report that
summarizes the reported data.

Reservation Source
Analysis

Displays the number of reservations, the number
of bookings with percentage, reserved hours with
percentage, event hours with percentage,
estimated attendance with percentage, and
actual attendance with percentage by reservation
source.

Include Report Criteria—The filter settings for the report are
displayed in the report.

Display Chart—Includes a chart on the final page of the report that
summarizes the reported data.

Resource Statistics

Lists the quantity and the hours used by category
and by resource item.

Include Report Criteria—The filter settings for the report are
displayed in the report.

Show Zero Quantities—Includes all resources even if the resource is
not used during the date range specified.

Show Inactive Resources—Includes all inactive resources used
during the date range specified.
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Report Description Options
Room Availability Provides a count of room availability by room N/A
type for a given date range.
Setup Count Analysis Lists the total number of bookings by setup count. | N/A

Seat Occupancy

Displays the capacity for each room, the number
of bookings for the date range, the seats
available for the bookings, the total estimated
attendance based on setup count on each
booking, the average estimated attendance, and
the estimated percentage of seats filled for the
specified date range.Figures are also provided
for total actual attendance, average actual

attendance, and actual percentage of seats filled.

* Include Report Criteria—The filter settings for the report are

displayed in the report.

Benchmark Metrics
Report

Compiles metrics for a number of different areas
within EMS, for example, Rooms By Number of
Bookings, Reservations By Source, and so on.

« Days Open Per Week—Indicates the number of days per week your

facility is open per week. The default value is 7.

* Hours Open Per Day—Indicates the number of hours per day that

your facility is open. The default value is 10.
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Other reports

Report

Description

Options

Cancellation Report

Lists the bookings that have a status that was
changed to “Cancelled” on the date or dates
specified, or lists the bookings on the date or
dates specified that have a status type of
“Cancelled.” The report also lists the date that the
booking status was changed, the date the
bookings were to have taken place, and the
location of the event, the name of the person who
canceled the booking, the reason for the
cancellation, and the booking ID. You can run the
report in one of two formats—by Booking Date
(the date that the bookings were to occur) or by
Cancel Date (the date that the bookings were
canceled).

N/A

Cancellation Summary

Summarizes, by reservation, all charges for
bookings on a date or in a date range. The report
shows the first and last bookings canceled within
the reservation, the Group, the reservation
number, the group contact, the event name, the
event type, the total charges, and the reason for
cancellation of the most recently canceled
booking. Reservations that do not have charges
associated with the bookings are not displayed
on this report. You can select Use Specific times
and then enter a range of times to limit the report
to bookings that occurred within this specified
time range.

N/A
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Report

Description

Options

Reservation Summary

A summary of reservations that occurred within a
specific date range. The report also lists
complete reservation information (reservation
number, event name, group, contact person, and
so on) and booking dates. User defined fields can
also be printed in this report. You can select Use
Specific times and then enter a range of times to
limit the report to reservations that occurred
within this specified time range.

N/A
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Exceptions reports

Report

Description

Options

Undefined Setups

Lists the bookings on the selected date or date
range for which no setup count has been
entered. The report lists the following information
for the bookings—the event name, time and
location, contact name and phone number,
booking status, and ID number. You can select
Use Specific times and then enter a range of
times to limit the report to bookings that occurred
within this specified time range. You can enter
information about the report, or a name or
description for the report in the Report Comment
field.

« Show Bookings on Start Date Only—If a booking is scheduled
overnight, then only the start date of the booking is displayed in the
report. For example, a booking exists for 3P Thursday through 10A
Friday. If this option is selected, then the booking is displayed only for
Thursday in the report.

Status Reminder Report

Lists the bookings that have a status with a
reconfirm date that falls within the selected date
range. You typically use the information in this
report to review tentative bookings. The report
can be run in one of two formats—by Status Date
(the date that the event was put in a “Tentative”
status) or by Booking Date (the actual date of the
event). You can select Use Specific times and
then enter a range of times to limit the report to
bookings that occurred within this specified time
range. You can enter a report name or
description or any pertinent information about the
report in the Comment field.

N/A
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Report

Description

Options

Wait List Report

Lists all the bookings with a Wait status for the
time period that you have requested. Detects
situations where a booking has been canceled
and there are one or more bookings with a Wait
status that can now be changed to Confirmed,
and indicates if the room is available. You can
select Use Specific times and then enter a range
of times to limit the report to bookings that
occurred within this specified time range.

N/A

Booking Conflict
Analysis

Reviews information on all bookings for a date or
date range and lists any conflicts

Note: EMS does not allow double-bookings, but
they might exist because conversion of
data from systems that do allow them, or
the result of users failing to restart EMS
after encountering error messages.

N/A

Building Hours
Exceptions

Lists events for a date or date range that fall
outside of the configured building hours. Either
event time or reserved time is checked based on
the “Validate Building Hours on Event Time”
parameter. The report also shows the start and
end times, group, event name, location,
reservation number, and booking number. You
can select Use Specific times and then enter a
range of times to limit the report to bookings that
occurred within this specified time range. You can
enter information about the report, or a name or
description for the report in the Report Comment
field.

N/A
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Report

Description

Options

Inactive Room With
Bookings

Lists the bookings for a specified date or date
range that are scheduled in inactive rooms. You
can select Use Specific times and then enter a
range of times to limit the report to bookings that
occurred within this specified time range. You can
enter information about the report, or a name or
description for the report in the Report Comment
field. You can click View to open the booking for
viewing and editing, changing the status of the
booking and/or emailing the group.

N/A

Inactive Groups With
Reservations

Lists the reservations for a specified date or date
range that are scheduled for inactive groups. You
can click View to go to the reservation for viewing
and editing, including changing the status of the
reservation and/or its bookings.

N/A

Invalid Service Orders

Lists the service orders that have a start time
and/or end time that fall outside the reserved time
for the room. Lists the category, date, reserved
and event start and end times, location, group,
reservation number, booking number, service
order number and a description of the invalid
order. You can select Use Specific times and then
enter a range of times to limit the report to
bookings that occurred within this specified time
range. You can enter information about the
report, or a name or description for the report in
the Report Comment field.

Note: Service orders that fall outside the
reserved time are considered invalid even
if the Validate Service Order Times
Against Booking parameter is set to “No.”)

N/A
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Report

Description

Options

Invalid Billing
References

Lists the bookings for a particular date or date
range that are in reservations that have invalid
billing reference numbers. You can select Use
Specific times and then enter a range of times to
limit the report to bookings that occurred within
this specified time range. You can enter
information about the report, or a name or
description for the report in the Report Comment
field.

Note: A billing reference number is considered
invalid if it has not been defined in the
Billing Reference Configuration area but
the Validate Billing Reference parameter
is set to “Valid Only.”

N/A

Inactive Web Process
Templates

Displays the inactive web process templates that
are attached to reservations.

N/A

Hoteling reports (EMS Workplace only)

Report

Description

Options

Room Occupancy
Summary

Displays, by building and room type, the number
and percentage of rooms occupied.

N/A

No Show

Lists the bookings for which the reservation
holder did not check in.

Note: A customer can be checked in via the
EMS Kiosk, the EMS desktop client, or
VEMS.

N/A
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Report

Description

Options

Early Checkout

Lists the bookings for which the reservation
holder checked out before the end of the
reserved time.

Note: A customer can be checked out via the
EMS Kiosk, the EMS desktop client, or
VEMS.

N/A

Visitor

Lists events for groups that have cities on their
group record, other than what is specified in the
Exclude Locations field. If multiple locations are
to be listed, they should be entered with a comma
between them (for example, Denver, Houston,
Tampa, and so on).

N/A

Booking Notice
Statistics

Lists the total bookings for a date or date range,
divided into three “Amount of Notice” categories,
where the Amount of Notice is the time between
when the booking was scheduled and the date/
time for which it was scheduled. The report can
be generated in one of two formats— “standard”
or by room type.

N/A

Transition

Tracks the occupants of hoteling spaces during a
specified date range. Lists by floor and room
where the occupant was last, what room the
occupant is moving to, and who was in the space
the previous day. Typically this report is run for a
two day range and the days of the week must be
checked. This report can be used by personnel
who are responsible for preparing hoteling
spaces for each occupant.

* Show Details—Prints the categories that are associated with the
bookings.

« Highlight Changes Made Within:(days)—Changes that have been
made within the specified number of days are highlighted in the
report.

Arrivals and Departures

Lists the departures and arrivals for a particular
room by building and floor. The report shows the
time of the departure if the customer is a
departure and the time of the arrival if the
customer is an arrival. Typically, this report is run
for a two day timespan listing the departure date
first and the arrival date second.

N/A
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Report Description Options
Groups With Multiple Lists groups that have multiple bookings for the N/A
Bookings date or date range specified. The information is
organized by date, and lists the start and end
times, the room, the room type, and the booking
status for each booking.
Check In Statistics Lists the percentage of customers who have N/A

checked in by building, building-room type, or
room type.
Note: A customer can be checked in via the

EMS Kiosk, the EMS desktop client, or
VEMS.
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Working with a Query

A query isthe primary mechanism for retrieving information from a database. A query
consists of questions that are presented to the database in a predefined format. A Query
Builder function is available from the Reports menu. You can use this function to create
gueriesfor retrieving information from your EM S database. When you create a query, you
can name and save the query so that you can run the query at any time that you choose. You
can create a query from “scratch,” or you can create a query by copying an existing query
and editing the copied query as needed. You can also edit a query, delete a query, and view

and print aquery.

To create a query

1. Onthe EMS menu bar, click Reports.
The Reports menu opens.
2. Onthe Reports menu, click Queries.

The Queries menu opens. This menu always contains the Query Builder option. It also
contains options for any queries that have been previously defined in your EMS
database.

3. Click Query Builder.

The Query Definitions dialog box opens. The dialog box displays all the queries that
have been previoudly defined in your EMS database and that have a status of Active.

Figure 8-7: Query Definitions dialog box

= Query Definitions EI@
Query Definitions {5) Type Cwner MNew
Events by Building Sales/Statistics  SysAdmin Edit
No Show Stats Sales/Statistics Ed Nowak e
N - Booking by Room Type Sales/Statistics  SysAdmin £
room availability Sales/Statistics  SysAdmin Print
Special Monday Meetings  Reservation Dean Evans Copy
Run
V| Active
Inactive
Close

Optionally, to view all queriesin your EMS database, regardless of status, under
Show, click Inactive.
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4. Do one of the following:
» To create aquery from scratch, click New.

» To create aquery by editing an existing query, select the query that isto be edited,
and then click Copy.

The Query Builder Filter dialog box opens. The Query Builder Filter tab isthe active tab.
You use the options on this dialog box to name and define the query.

Figure 8-8: Query Builder Filter dialog box, Query Builder Filter tab

= Query Builder Filter = @
Query Buider Fitter | Display Fields | Fiter | Sot | Chart | Users | Resutis | Audit |
Fitter Name: |
Fitter Type: Reservations -
Display In Browser: {Browser Uses Display Fields Only, Mot Filter)
{none)
Owner: SysAdmin -
Retum First %oc Number Of Records:
Inactive Preview % speling [ 0K ] | Cancel

5. Enter or edit the needed information for the query. See:
e “Query Builder Filter tab” on page 350.

“Display Fieldstab” on page 351.
“Filter tab” on page 353.
“Sort tab” on page 354.

“Chart tab” on page 355.

“Userstab” on page 356.
6. Do one of the following:

» Click OK to close the Query Builder Filter dialog box and save the named query.
The named query is displayed on the Reports menu under the Queries option. You
can run this query at any later date when needed.

*  Open the Results tab, and then click Preview to run the query immediately and view
the results on the tab. You can then click OK to close the Query Builder Filter dialog
box and save the named query. The named query is displayed on the Reports menu
under the Queries option. You can run this query at any later date when needed.
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Query Builder Filter tab

Figure 8-9: Query Builder Filter dialog box, Query Builder Filter tab

Owner:

= Query Builder Filter

o 3 sl

Query Buider Fitter | Display Fields | Fiter | Sot | Chart | Users | Resutis | Audit |

Fitter Name:

Fitter Type:

Display In Browser:

Retum First o¢’ Number Of Records: [ |0

Reservations -
0o {Browser Uses Display Fields Only, Mot Filter)
{none)

SysAdmin -

[ Inactive

Preview %7 Speling [ oK ] I Cancel

1. Onthe Query Builder Filter tab, name and define the query.

Option Description
Filter Name Name of the query filter.
Note: The name can be a maximum of 50 characters, including
spaces.
Filter Type The type of information that the filter is to capture. The Filter Type

affects the items that are available on the Display Fields tab and the
Filter tab. A Filter Type of Group allows you to capture address
information that can be exported and subsequently used by other
programs to create mailing labels.

Note: Only a single Filter Type, Reservation, is available in EMS
Professional.

Display in Browser

Available only for a Filter Type of Billing or Reservations. Select this
option if the query that you are creating is to be available in the Browser.

Open in Navigator

Available only if the Filter Type is Reservations and Display in Browser
is selected. Indicate what the system should open in the Navigator when
a user double-clicks on an item that is retrieved by the query.

Owner

Available only to administrative users.

Return First “xx”
Number of Records

To limit the number of records that the query returns, select this option,
and then enter the number of records in the field.

Inactive

By default, a query is added as an active query. Select this option to
inactivate the query.
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2. Continue with any other configuration for the query as needed, or do one of the
following:

Click OK to close the Query Builder Filter dialog box and save the named query.
The named query is displayed on the Reports menu under the Queries option. You
can run this query at any later date when needed.

Open the Results tab, and then click Preview to run the query immediately and view
the results on the tab. You can then click OK to close the Query Builder Filter dialog
box and save the named query. The named query is displayed on the Reports menu
under the Queries option. You can run this query at any later date when needed.

Display Fields tab

Figure 8-10: Query Builder Filter dialog box, Display Fields tab

= Query Builder Filter = @
Query Builder Fiter | Display Fields | Fiter | Sort Chart | Users | Results | Audit
Field Search: [ ] |Lew Field Mave Up
Level Field i < Move Down
ooking Actual Attenc
ooking Added By Iil
ooking Area

Booking Date
Booking Day
Booking 1D
Booking Stat
Building
Building Code
Building Exter
Building Mote
Building Print

Dnelimn D. il dicn Tirmn
4 M 3

Preview %" speling [ 0K ]| Cancel

B
B
B
Bor
Bor
Bos
Bor
Bo

Open the Display Fields tab, and then do one of the following:

Select thefield, or CTRL-click to select the multiplefields that are to be displayed in

the query results, and then click the Move button (>) to move the selected fields to
the Selected list.

In the Field Search field, enter the string by which to filter your search for available
fields. Select the field, or CTRL-click to select multiple fields, and then click the
Move button (>) to move the selected fields to the Selected list.

The search islimited to the exact order of charactersin the string, but the string is
not case-sensitive and it can be found anywhere in the search results. For
example, a search string of Add returns both Added By and Date Added. As you
enter the search string, the Available Fields|list is dynamically updated with a list
of fields that meet the search criteria.
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If you are copying an existing query, then when the Display Fields tab opens, the

@ Sected list isalready populated with a list of fields. You can select one or more of
these fields, and then click the Remove button (<) to move these fields back to the
Available list.

2. Thefields are displayed in the query resultsin the order in which they are listed in the
Selected list. Optionaly, to change the order of the fields, select afield and then click
Move Up/Move Down as needed.

3. Continue with any other configuration for the query as needed, or do one of the
following:

* Click OK to close the Query Builder Filter dialog box and save the named query.
The named query is displayed on the Reports menu under the Queries option. You
can run this query at any later date when needed.

*  Open the Results tab, and then click Preview to run the query immediately and view
the results on the tab. You can then click OK to close the Query Builder Filter dialog
box and save the named query. The named query is displayed on the Reports menu
under the Queries option. You can run this query at any later date when needed.
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Filter tab

Figure 8-11: Query Builder Filter dialog box, Filter tab
= Query Builder Filter = @
Query Builder Fiter | Display Fields | Fiter | Sort Chart | Users | Results | Audit
Field Search: > Fitter Summary
Level Field - «
Booking Actual Attenc
Booking Added By Iil
Booking Area
Booking Booking Date
Booking Booking Day
Booking Booking 1D
Booking Booking Stat
Booking Building
Booking Building Code
Booking Building Exter
Booking Building Mote
Booking Building Print
= O il Aiemm Tirmm kT
4 m 3
Preview " speling [ 0K ] | Cancel

Open the Filter Fields tab, and then do one of the following:

For each field that is to define the query, select the field, and then click the Move
button (>) to move the fields to the Filter Summary list.

In the Field Search field, enter the string by which to filter your search for available
fields. For each field that is to define the query, select the field, and then click the
Move button (>) to move the fields to the Filter Summary list.

&

The searchislimited to the exact order of charactersinthe stringsbut the string is
not case-sensitive and it can be found anywhere in the search results. For
example, a search string of Contact returns both Contact Name and 1st Contact.
As you enter the search string, the Available Fields list is dynamically updated
with a list of fields that meet the search criteria.

For each field that you select, a dialog box opens in which you must specify the allowed
valuesfor thefield. After you specify the values and click OK, the dialog box closes, and
the selected field is moved to the Filter Summary list.

&

If you are copying an existing query, then when the Filter Summary tab opens, the
Filter Summary list is already populated. You can select one or more of these
fields and then click the Remove button (<) to move these fields back to the
Availablelist. If you want to use the same Filter Summary fieldsin the “ new”
query, but with different values, you cannot change the values directly. You must
move the appropriate fields back to the Available list, then select the fields again
to change their values.
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2. Continue with any other configuration for the query as needed, or do one of the
following:

* Click OK to close the Query Builder Filter dialog box and save the named query.
The named query is displayed on the Reports menu under the Queries option. You
can run this query at any later date when needed.

*  Open the Results tab, and then click Preview to run the query immediately and view
the results on the tab. You can then click OK to close the Query Builder Filter dialog
box and save the named query. The named query is displayed on the Reports menu
under the Queries option. You can run this query at any later date when needed.

Sort tab
Figure 8-12: Query Builder Filter dialog box, Sort tab
= Query Builder Filter = @
Query Builder Fiter | Display Fields | Fiter | Sort Chart | Users | Results | Audit
Level Field = Level Field Move Up
Booking  Actual Attendance - —
Booking  Added By I;I Move Down
Booking  Area <L
Booking  Booking Date
Booking  Booking Day Of The Week
Booking  Booking 1D
Preview " speling [ 0K ] | Cancel |

1. Open the Sort tab, select the field or CTRL-click to select the multiple fields by which
the query results are to be sorted, and then click the Move button (>) to move the fields
to the Selected list.

2. Continue with any other configuration for the query as needed, or do one of the
following:

» Click OK to close the Query Builder Filter dialog box and save the named query.
The named query is displayed on the Reports menu under the Queries option. You
can run this query at any later date when needed.

*  Openthe Resultstab, and then click Preview to run the query immediately and view
the results on the tab. You can then click OK to close the Query Builder Filter dialog
box and save the named query. The named query is displayed on the Reports menu
under the Queries option. You can run this query at any later date when needed.
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Chart tab

Figure 8-13: Query Builder Filter dialog box, Chart tab

= Query Builder Filter = @

Query Builder Fitter | Display Fields | Fitter | Sort Chartt | Users | Results | Audit

{none)

Show Legend:

Right

{none)

Small

Preview %" speling [ 0K ]| Cancel |

1. Open the Chart tab, and specify the type of chart that is to be used to graph the query
results.

2. Manually enter any information for the chart (for example, Chart Title) as needed.
3. Optionaly, do one or both of the following:

* To show alegend with the chart, select Show Legend, and then specify the legend
information (alignment, header, footer, and marker style and size).

» To spell check any charting information that you manually entered, click Spelling.

4. Continue with any other configuration for the query as needed, or do one of the
following:

» Click OK to close the Query Builder Filter dialog box and save the named query.
The named query is displayed on the Reports menu under the Queries option. You
can run this query at any later date when needed.

*  Open the Resultstab, and then click Preview to run the query immediately and view
the results on the tab. You can then click OK to close the Query Builder Filter dialog
box and save the named query. The named query is displayed on the Reports menu
under the Queries option. You can run this query at any later date when needed.
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Users tab

The ability to assign specific queries to specific usersis available only in EMS
Enterprise. It is not available in EMS Professional.

Figure 8-14: Query Builder Filter dialog box, Users tab

= Query Builder Filter = @
Query Builder Fitter | Display Fields | Fitter | Sort Chart | Users | Results | Audit
Awvailable (3) b5 Selected (0)
Performing Arts N
Restricted View
Tammy Van Boening <
<L
Administrators (7) -
Admin i
Bryan i
Greg
Heather
Jennifer Ward k%
Preview " speling [ 0K ] | Cancel |

1. Openthe Userstab, and in the Available list, select the user, or CTRL-click to select the
multiple users who can run this query, and then click the Move (>) button to move the
selected users to the Selected list.

By default, all administrative users can run any query that any user creates. These
users are listed in the Administrative list. You cannot remove any administrative
usersfromthislist.

2. Continue with any other configuration for the query as needed, or do one of the
following:

» Click OK to close the Query Builder Filter dialog box and save the named query.
The named query is displayed on the Reports menu under the Queries option. You
can run this query at any later date when needed.

*  Open the Resultstab, and then click Preview to run the query immediately and view
the results on the tab. You can then click OK to close the Query Builder Filter dialog
box and save the named query. The named query is displayed on the Reports menu
under the Queries option. You can run this query at any later date when needed.
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To edit a query

1

On the EM S menu bar, click Reports.
The Reports menu opens.
On the Reports menu, click Queries > Query Builder.

The Query Definitions dialog box opens. The dialog box displays, by name, any queries
that have been previously defined in your EM S application. See Figure 8-7 on page 348.

Select the query that you are editing, and then click Edit.

The Query Definitions dialog box opens. All of the tabs are popul ated with the
information for the selected query.

Edit the query as necessary including one or more of the following:

»  Renaming the query.

e Changing thefields that are to be displayed in the query results.

» Changing the fields that define the query.

»  Changing the order of the fields by which the query results are to be sorted.
»  Changing the charting options for the query results.

»  Changing the users who can run the query.

Do one of the following:

* Click OK to close the Query Builder Filter dialog box and save the edited query. The
edited query isdisplayed on the Reports menu under the Queries option. You can run
this query at any later date when needed.

*  Open the Results tab, and then click Preview to run the query immediately and view
the results on the tab. You can then click OK to close the Query Builder Filter dialog
box and save the edited query. The edited query is displayed on the Reports menu
under the Queries option. You can run this query at any later date when needed.

To delete a query

1. Onthe EMS menu bar, click Reports.

The Reports menu opens.
On the Reports menu, click Queries > Query Builder.

The Query Definitions dialog box opens. The dialog box displays any queries that have
been previously defined in your EM S application. See Figure 8-7 on page 348.

Select the query that isto be deleted, and then click Delete.
A message opens, asking you if it is OK to delete the selected query.
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4. Click Yes.
The message closes. The query is deleted.

To view and print a query

1. Onthe EMS menu bar, click Reports.
The Reports menu opens.
2. On the Reports menu, click Queries > Query Builder.

The Query Definitions dialog box opens. The dialog box displays any queries that have
been previously defined in your EMS application. See Figure 8-7 on page 348.

3. Select the query that is to be printed, and then click Print.

An onscreen preview of the selected query opens. A variety of options are available from
this preview, including the options to print a hard copy of the query, to email the query,
and so on.

Figure 8-15: Print preview for a query

= Query Builder Filters EI@
E@j|Emai\‘Export|:_)Pnnt‘Eh|§%|£D\E\ :|=ﬁm '|ﬂﬂw1 |£?
—
[ [ T S I S T N L AT (L S R L 2 L (O - BRI N AL ] »
EMS Professional Demo Query Builder Filters
- Description Type Owner
; Academic Conflict Reservation Admin
- Display Fields
i Booking Booking Date
- Booking EventName
B Booking Event End .
- Booking Event Type
2 Booking Detail ltem Item Unit Price
- Filter
- Booking: Booking Date greaterthan or equal to '5/6/2008"
B Sort
; Users
- Admin
B Bryan
- Greg
- Heather I |
- Jenniferward
4 Melissa
- Susannah Parrish
N Infa Reservation Admin
Display Fields
. Booking Booking Date
- Booking EventName

4. Select the option or options that best fit your working needs.
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To run a query

When you run a saved query, you can run the query from the Reports menu, or you can run
the query from the Query Definitions dialog box.

1. Onthe EMSmenu bar, click Reports and on the Reports menu, click Queries, and then
do one of the following:

» Click the name of the query that you are running.

e Click Queries > Query Builder and on the Query Definitions dialog box, select the
query that you are running, and then click Run.

The query isrun and the results are displayed onscreen in the Query Results dialog box.

The Results (lower) pane on the Query Results dialog box is an EMS browser
window. See “ An EMS Browser Window” on page 35 for all the features that are
available for this pane.

Figure 8-16: Query Results dialog box example

= Query Results - Events by Building [forE ==

Booking Date/Time Options

Dates: This Manth -

Starting Date: 34172012 2]

Ending Date: 331202 =]

Report Comment:
Results

Building Total Number Of Bookings

Chicago 6

Denver 1

New York 1

3 Records

Close | Chart ‘ | Print | ‘ Export ‘ | Get Data |

2. Optionaly, on the Query Results dialog box, do one or more of the following, and then
click Get Datato rerun the query according to the edited definition.

»  Select the date for which the datain your EM S database is to be queried.

Option Description

Custom The starting date is set to the first day of the month and the ending date
is set to the last day of the month but you can edit one or both of these
dates.

Note: For some queries, if you select Custom, a Use Specific Times
option becomes available. If you enter the same date for the
starting date and ending date, you can select Use Specific
Times, and then enter a starting time and ending time to query
the data in specific time range on the same day.
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360

Option

Description

Last Month

The starting date is set to the first day of the previous month and the
ending date is set to the last day of the previous month.

Last Quarter
This Quarter
This Quarter To Date

Quarters are based on a calendar year:
e First quarter is 1/1 through 3/31.

« Second quarter is 4/1 through 6/30.
e Third quarter is 7/1 through 9/30.

¢ Fourth quarter is 10/1 through 12/31.

For example, if the current day’s date is 5/22/2012, and you select Last
Quarter, then the starting date is set to 1/1/2012 and the ending date is
set to 3/31/2012.

Last Year The starting date is set to 1/1 of the previous year, and the ending date
is set to 12/31 of the previous year.

This month The starting date is set to the first day of the current month and the
ending date is set to the last day of the current month.

This Year The starting date is set to 1/1 of the current year, and the ending date is

set to 12/31 of the current year.

This Year to Date

The starting date is set to 1/1 of the current year, and the ending date is
set to the current day’s date.

» Change the Starting Date, Ending Date, or both.

* Inthe Report Comment field, enter acomment that is to be printed on the query.

@ The comment can be a maximum of 255 characters, including spaces.

» Click Options and change the settings for specific room filter and/or the number of

records to return.

3. After you have run the query to your satisfaction, you can then do one or both of the

following:

e To print the query results, click Print. An onscreen preview of the query results
opens. A variety of options are available from this preview, including the options to
print a hard copy of the query results, to export the query results to a .pdf, and to
email the query results. Select the option or options that best fit your working needs.

» Toexport the query results to an Excel spreadsheet, or to an XML file, click Export,
and then click Excel or XML as appropriate.




Chapter 9
Billing

Accurate and timely billing is critical to ensuring a successful experience for organizations
that schedule events at your facilities. EM S provides a variety of functions for working with

invoices and transactions for reservations and bookings as well as reporting on this

information.

This chapter covers the following topics:

“Overview of Billing in EMS’ on page 363.
“Working with Invoices’ on page 364.
“Searching for Transactions’ on page 378.
“Working with Transactions’ on page 385.

“Generating an EM S Billing Report” on page 394.

“Report Descriptions and Options’ on page 396.
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Overview of Billing in EMS

In EMS, at ahigh-level, billing is atwo-step process.

» Thefirgt step isto generate invoices. (See “Working with Invoices” on page 364.) You
can generate invoices based on reservation number, date range, or both. For example, you
could generate invoices for al bookingsin Reservation 1829 that occurred last month.
After you have generated the invoices, EMS tracks the amount due and the age of the
invoices.

“ Generating an EMS Billing Report” on page 394.) You use this report to review
the dollar amounts for the bookings for which you intend to create invoices. You
can correct any discrepancies that you note in the report by editing the bookings
or booking itemsin question.

@ As part of this process, you can generate the Billing Worksheet report. (See

» Thesecond step to is process received payments using the Payment Entry function. (See
“Searching for Transactions’” on page 378.) Y ou can also use this function to enter
deposits made against areservation before invoicing or booking and to enter adjustments.

Financial transactionsin EMS are batched by department. For example, if auser whoisa
member of the Scheduling department applies a deposit to a reservation, then the deposit is
shown on a confirmation only if the user who applied the deposit or other usersin the
Scheduling department print the confirmation. If a user in another department, for example,
the Catering department, prints the confirmation, then the deposit is not shown on the
confirmation. Similarly, invoices that are generated by a department are printed on the
Ageing report only if the report is generated for the same department. If you invoice a
reservation or one of its bookings, any deposit that was previously made on the reservationis
then applied and is no longer shown on the confirmation. If you invoice an event, the event is
locked and cannot be edited. You can edit the event only after you void the invoice. You
cannot void an invoice if payments have been made against it. You must first void the
payments. You can use an adjustment with a negative dollar amount to clean up your
financial records. For example, you generate an invoice for $102 for a group and the group
returns a check for $100. If you do not want to ask the group for a $2.00 check, an
adjustment of “$2.00-" balances your books.
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Working with Invoices

You can generate an invoice in EMS based on a specific booking date or date range, a
reservation number, or both. For example, you can generate invoices for all bookings from
May 1 through May 14, for all bookings in reservation number 22, or for all bookingsin
reservation number 22 that occurred between May 1 and May 14. You can generate multiple
invoices for the same booking, with each invoice showing the charges for a different
category (such as room charges on one invoice, catering charges on another invoice, and so
on). This might be necessary in situations in which you must produce multiple invoices for
the same booking if the departments within your organization bill separately for the services
they provide. You can aso reprint an invoice and void an invoice.

You can work with invoices for asingle reservation, or you can batch process multiple
invoices. If you want to work with invoices for a single reservation, you do so through the
Transactions tab in the Navigator. If you want to work with a batch of invoices, you do so
through the EM S Billing menu: Billing > Invoices > Invoicing.

To generate an invoice
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Before you generate an invoice, you should generate the Billing Worksheet report.
See” Generating an EMSBIlling Report” on page 394.
1. Do one of thefollowing:

*  Openthereservation in the Navigator (see “Opening areservation in the Navigator”
on page 79), and on the Transactions tab, click New > Invoice.

e  Onthe EMS menu bar, click Billing > Invoices > Invoicing.
The Invoicing window opens.

Figure 9-1: Invoicing window

= Invoicing [F=5 Eol 5
Setup: (user specified) = | Memorize Options

Date Range | Buildings | Categories | Statuses | Group Types | Options

D t: -

Reservation No.:

Starting Date: =]

Ending Date: =]

Use Specific Times:

Invoice Date: 362012 =]

Due Date: 4/5/2012 =]

Close Generate




Chapter 9
Billing

2. Do one of thefollowing:

* Review the selections on this dialog box, and optionally, make any needed

modifications.

Field

Description

Date Range tab

Department

Select the department that is creating the invoices. The department
name and address is printed at the top of the invoice.

Note: This field is automatically populated if you have a default
department assigned to your user account but you can select a
different value if needed.

Reservation Number

Automatically populated if you are generating an invoice from the
Transaction tab; otherwise, enter a reservation number.

Starting Date
Ending Date

Automatically populated with the first (starting) booking date and the
last (ending) booking date for the selected reservation when you are
generating an invoice from the Transaction tab; otherwise, enter the
date range of the bookings for which you are generating the invoice.

Use Specific Times

If only a specific time for the bookings is to be invoiced (for example,
the bookings are from 8 am to 5 pm and you want to invoice the
booking from only 8 am to noon), then click Use Specific Times, and
then enter a specific time period.

Invoice Date The default value is the current day’s date. You can leave this value as
is, or enter a different date.
Due Date The system default value is 30 days from the current day’s date. (Your

EMS administrator might have configured a different default value for
this field.) You can leave in the field as is, or you can enter a different
date.

Buildings tab/Categories tab/Statuses tab/Group Types tab

Open the appropriate tab on the window and select the buildings, resource categories, booking
statuses, and group types that are to be invoiced. This information is displayed on the invoice.

Note: A Show Inactive option is available for both categories and statuses. Select this option to
show inactive categories and statuses. You can select these inactive items as part of your

filtering criteria.

Note: To select a building, category, and so on, select the item in the Available list (CTRL-click to
select multiple items), and then click the Move button (>) to move the items to the Selected

list.

Options tab—Format settings for a printed confirmation

Header Message
Footer Message

Select the header message and footer message that is to be printed
on the invoice. By default, the header and footer messages are
printed on every page of the invoice. To print the header only on the
first page of the invoice, clear the Print Header on Each Page option.

Currency

Select the currency that indicates how a room or resources in a
category should be charged.

Print Comments

Include the comments for the reservation in the printed invoice.

Print Reminders

Include the reminders for the reservation in the printed invoice.

Print User Defined Fields

Include user-defined fields and their values in the printed invoice.
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Field

Description

Suppress Reserved Time

Do not show the reserved time on the printed invoice. (Instead, only
the event time is included on the printed invoice.)

Print Item Notes

Include the notes for any booking items in the printed invoice.

Print Zero Priced ltems

Include resources for which there was no charge in the printed
invoice.

Print Item Selections

Include any resource item selections in the printed invoice.

Print Header On Each
Page

Include the selected Header message on each page of the printed
invoice.

Suppress Logo

Do not show your department’s/organization’s logo on the printed
invoice.

Print Billing Reference
Allocation

Include the billing reference numbers for the event as well as the
percentage of charges that is allocated to each number in the printed
invoice.

Print Category Subtotals

Include the subtotal charges by category in the printed invoice.

Display Messages as
HTML

If you have defined any HTML messages, then select this option to
display the HTML version of these messages in the printed invoice;
otherwise, the message is displayed in plain text.

If needed, you can always save, or memorize, these settings. See “ Working with
Memorized Reports’ on page 323.

*  Onthe Setup dropdown list, select a saved, or memorized, invoice.

If you select a memorized confirmation, then the only changes that you can make
are to the dates and/or times on the Date Range tab.

3. Click Generate.

The generated invoices are displayed in the Invoicing dialog box. By default, invoices
with a zero balance are not shown.

Figure 9-2:

Invoicing dialog box with generated invoices

1673
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| Hide Zero Balances Close

:
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Grand Total
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4. Optionally, you can do one or more of the following to work with the invoices that are
displayed; otherwise, if you are satisfied with the invoices, you can go to Step 5 to post
the invoice.

To show zero balance invoices in the window, clear the Hide Zero Balances option.

To preview an invoice, select theinvoice, or CTRL-click to select multiple invoices,
and then click Preview.

An onscreen preview of the selected invoices opens. The preview istitled “Invoice
Preview” to distinguish the invoices from invoices that have been posted. The
invoices also do not have invoice numbers, which are not issued until you post the
invoices. The preview window contains options for printing a hard copy of the
invoices, for emailing the invoices (see “ Sending Email from EMS’ on page 414),
and so on. Select the option or options that best fit your working needs.

To change the criteriafor theinvoices, click Filter to return to the Invoicing window
After changing the criteria, you can generate the invoices again.

Figure 9-3: Onscreen preview of an in-progress invoice
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Conference Services
. . 1000 Main Street
- Denver CO 80111
Professional 303-774-0110 / 303-796-7429

: Invoice Preview

N Group Invoice Number:

. Dr. James Rouse Invoice Date 8/12/2010

- Dr. James Rouse Due Date: 9/11/2010

T 4564 Broadway Event Name 30th Annual Engineering Egg

- Denver. CO 80210 Throw Demonstrations

; USA Reservation No 1673

. Bookings / Details Quantity Price Amount
- Thanks for selecting our facility to host your upcoming event. Please take a moment to review the details outlined below

N and make any necessary changes and fax them back to us at 303-796-7429,

i Menday. October 11, 2010

9:00 AM - 4:00 PM 30th Annual Engineering Egg Throw Demonstrations (Confirmed) HCE North Audit.
- Furniture:
- Podium 1 100.00 100.00

5. To post aninvoice, select the invoice (CTRL-click to select multiple invoices), and then
click Final.

A message opens warning you that you are about to post and print (#) invoices, and
asking you if want to continue.

6. Click Yes.

The message closes and an onscreen preview of the final invoices opens. The preview is
titled “Invoices’ and each invoice has been issued an invoice number. The preview
window contains options for printing a hard copy of the invoices, for emailing the
invoices (see “ Sending Email from EMS’ on page 414), and so on. Select the option or
options that best fit your working needs. See Figure 9-4 on page 368.
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Figure 9-4: Onscreen preview of a posted invoice

% Imoice =
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Conference Services
. . 1000 Main Street
- Denver CO 80111
: Professional 303-771-0110 / 303-796-7429
1
- Invoice
3 Group Invoice Number: 1006
. Dr. James Rouse Invoice Date: 8/12/2010
R Dr. James Rouse Due Date 9/11/2010
- 4564 Broadway Event Name: 30th Annual Engineering Egg
- Denver, CO 80210 Throw Demanstrations
) UsA Reservation No 1673
- Bookings / Details Quantity Price Amount
- Thanks for selecting our facility fo host your upcoming event. Please take a moment fo review the details outlined below
- and make any necessary changes and fax them back to us at 303-796-7429
: Monday. October 11, 2010
- 9:00 AM - 4:00 PM 30th Annual Fnaineerina Foa Throw Demanstrations (Confirmed) HCF Narth Audit.

After you generate and post an invoice, the message “ Items have been invoiced” is displayed
in red text on the Reservation Summary tab, the Booking Summary tab, and the <Booking
Detail> Summary tab in the Navigator. The booking detail folder in which the invoiced items
reside now has a green background in the Booking Details pane and the icon for each
invoiced item also has a green background in the Items pane. Also, the invoiceis
permanently saved, and you cannot edit it. You can make changes to the balance due for a
reservation only by creating an adjustment or by voiding the invoice and regenerating it after
you edit the booking information. (Because invoiced bookings are locked and cannot be
edited, you must void the invoice before you can edit the bookings.)

To reprint an invoice
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You can reprint both non-voided and voided invoices. You can reprint invoices for only one
department at a time from the Billing area of EMS. Reprinting an invoice does not
recalculate the invoice. Theinvoiceis simply printed asit appeared when it wasfirst
generated. You can specify the invoices that you are reprinting, or you can search for
invoices that meet specific criteria, and then select specific invoicesto reprint from thelist of
search results.

To reprint invoices for one or more departments, you must select thereservationin

@ the Navigator, open the Transactions tab and CTRL-click to select the multiple
invoices that you are reprinting, and then use the Reprint option on the
Transactions tab.

To specify invoices for reprinting

1. Onthe EMS menu bar, click Billing > Other > Reprint Invoices.
The Reprint Invoices dialog box opens. See Figure 9-5 on page 369.
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Figure 9-5: Reprint Invoices dialog box

Department:

Invoice No.:

Invoice (0)

= Reprint Invoices

First Transaction Date:

Last Transaction Date:

/| Show Paid Invoices

[F=5 Eol 5
Conference Services *  Invoices: -
Format: By Reservation -
E| Print Header On Each Page: ]
=] Print Transactions:
Amount Mote Invoice (0)
[ ok ][ cancel |

2. Inthe Department field, select the department that generated the invoices.

Thisfield is automatically populated if you have a default department assigned to
@ your user account but you can select a different value if needed.

3. Inthelnvoice No. field, enter the number of the invoice that you are reprinting, and then

click Add.

Theinvoiceisdisplayed (by number) in the lower right Invoice pane.

4. Repeat Step 3 until you have added all the invoices that you are reprinting.

Leave the reprinting criteria set to their default values, or optionally, edit them as needed.

Option

Description

Invoices

The invoice type that you are reprinting—Non Voided (the default value)
or Voided.

Format

Select the sort order for the reprinted invoices. The default value is By
Reservation.

First Transaction Date
Last Transaction Date

Leave these values blank to reprint the invoice for all bookings;
otherwise, enter the date range of the bookings for which you are
reprinting the invoice.

Print Header on Each
Page

Leave this option selected to print the invoice header on every page of
the invoice.

Print Transactions

Select this option to include any associated transactions (deposits,
payments, and so on) in the reprinted invoice.
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6. Click OK.

An onscreen preview of the invoices opens. The preview istitled “Invoices.” The
preview window contains options for printing a hard copy of the invoices, for exporting
the invoicesto a.pdf, emailing the invoice (see “ Sending Email from EMS’ on page
414) and so on. Select the option or options that best fits your working needs.

Figure 9-6: Onscreen preview of an invoice selected for reprinting
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Professional

Group

Conference Services
1000 Main Street
Denver CO 80111

303-771-0110 / 303-796-7429

Invoice

Invoice Number: 1006

Dr. James Rouse
Dr. James Rouse
4564 Broadway
Denver. CO 80210
USA

Bookings / Details

Invoice Date
Due Date:
Event Name

Reservation No

8/12/2010

9/11/2010

30th Annual Engineering Egg
Throw Demonstrations

1673

Quantity Price Amount

Thanks for selecting our facility to host your upcoming event. Please take a moment to review the details outlined below

and make any necessary changes and fax them

Monday, October 11, 2010

back to us at 303-796-7429

9:00 AM - 4:00 PM 30th Annual Engineering Egg Throw Demonstrations (Confirmed) HCE North Audit.

Furniture:
Podium
Food Service
12:00 PM - 1:00 PM Lunch
Finger Cakes (Assorted Variety, Serves 8)

To search for invoices to reprint

1 100.00 100.00

30 15.85 47550

1. Onthe EMSmenu bar, click Billing > Other > Reprint Invoices.

The Reprint Invoices dialog box opens.

Figure 9-7: Reprint Invoices dialog box

= Reprint Invoices

Department: Corference Services
Invoice No.:

First Transaction Date: E]
Last Transaction Date: E]

Invoice (0) Amount Mote
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Format: By Reservation -
Print Header On Each Page:
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2. Enter the criteriato search for the invoices that you are reprinting.
Asyou enter the search criteria, the lower |eft Invoice pane is dynamically updated with
the invoices that meet the criteria. The Note column in this pane indicates if payments
have been made against the invoice.
Field Description
Department The department that generated the invoice. You can search for invoices
for reprinting as long as the invoices were generated by the same
department.
Note: This field is automatically populated if you have a default
department assigned to your user account but you can select a
different value if needed.
Invoices Select the type of invoice for which to search—Non Voided or Voided.
First Transaction Date You must enter at least a First Transaction date. By default, the Last
Last Transaction Date Transaction date is set to the same date. You can change the Last
Transaction date if needed.
Show Paid Invoices Leave this option selected to include paid invoices in the search.
3. Leavethereprinting criteriaset to their default values, or optionaly, edit them as needed.
Option Description
Format Select the sort order for the reprinted invoices. The default value is By
Reservation.
Print Header on Each Select this option to print the invoice header on every page of the
Page reprinted invoice.
Print Transactions Select this option to include any associated transactions (deposits,
payments, and so on) in the reprinted invoice.

4.

In the lower left Invoice pane, select the invoice, or CTRL-click to select the multiple
invoices that you are reprinting, and then click the Move button (>) to move the selected
invoices to the lower right Invoice pane.

Click OK.

An onscreen preview of the invoices opens. The preview istitled “Invoices.” The
preview window contains options for printing a hard copy of the invoices, for exporting
the invoicesto a.pdf, emailing the invoice (see “ Sending Email from EMS’ on page
414), and so on. Select the option or options that best fits your working needs. See
Figure 9-8 on page 372.
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Figure 9-8: Onscreen preview of an invoice selected for reprinting
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Conference Services

. . 1000 Main Street

- Denver CO 80111

: Professional 303-771-0110 / 303-796-7429

1

- Invoice

3 Group Invoice Number: 1006

B Dr. James Rouse Invoice Date: 8/12/2010

R Dr. James Rouse Due Date 9/11/2010

- 4564 Broadway Event Name: 30th Annual Engineering Egg
- Denver, CO 80210 Throw Demanstrations

) UsA Reservation No 1673

- Bookings / Details Quantity Price Amount

- Thanks for selecting our facility fo host your upcoming event. Please take a moment fo review the details outlined below
- and make any necessary changes and fax them back to us at 303-796-7429

: Monday. October 11, 2010
- 9:00 AM - 4:00 PM 30th Annual Engineering Egg Throw Demonstrations (Confirmed) HCE North Audit.
R Furniture:
- Podium 1 100.00 100.00
Food Service:
12:00 PM - 1:00 PM Lunch
Finger Cakes (Assorted Variety, Serves 8) 30 15.85 475.50

To void an invoice

You can void an invoice only if the invoice has not been paid. If payments have been made
against an invoice, you must first void the payments.You can void invoices for only one
department at a time. When you void an invoice, the invoice is removed from the Ageing
report and its associated bookings are unlocked. You can specify the invoices that you are
voiding, or you can search for invoices that meet specific criteria, and then select specific
invoices to void from the list of search results.

You can also void an invoice from the Transactions tab when a reservation is
selected in the Navigator.

To specify invoices to void

1. Onthe EMSmenu bar, click Billing > Other > Void Invoices.
The Void Invoices dialog box opens. See Figure 9-9 on page 373.
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Figure 9-9: Void Invoices dialog box

= Void Invoices EI@

Department: Conference Services -

Invoice No.: | Add

First Transaction Date:

]

Last Transaction Date:

Invoice (0) Amount Mote Invoice (0) Void Reason

/| Show Paid Invoices

| Preview || oK || Cancel |

2. Inthe Department field, select the department that generated the invoices.

3. Inthelnvoice No. field, enter the number of the invoice that you are voiding, and then
click Add.

Two results are possible:

« |If payments have not been applied to the invoice, then a Void Reason dialog box
opens. Continueto Step 4.

Figure 9-10: Void Reason

Void Reason

Void Reason:

oKk |[ Cancel |

* |If payments have been applied to the invoice, then an error message opens indicating
that payments have been applied to the invoice and it cannot be voided. You must
void the payments first before you can continue with voiding the invoice. See “To
void atransaction” on page 391.

4. Enter areason for voiding the invoice, and then click OK.
Theinvoice is displayed (by number) in the lower right Invoice pane.

5. Repeat Step 3 and Step 4 until you have selected all the invoices from the same
department that you are voiding.
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6. Do one of the following:
» Toreview an invoice before you void it, go Step 7.

» Tovoid an invoice without reviewing it, go to Step 8.

7. Optionaly, before you void a selected invoice, you can review it to ensurethat it is
indeed an invoice that you want to void. In the lower right Invoice pane, select the

invoice, or CTRL-click to select multiple invoices, and then click Preview.

An onscreen preview of the selected invoices opens. The preview istitled “Invoices.”
The preview window contains options for printing a hard copy of the invoices, for
exporting the invoices to a .pdf, and so on. (See Figure 9-11 on page 374.) Select the
option or options that best fit your working needs. For example, before you void an
invoice, you might want to email a copy of the invoice to a colleague to confirm that the

invoice should be voided.

Figure 9-11: Onscreen preview of an invoice selected for voiding

8. Inthelower right Invoice pane, select the invoice, or CTRL-click to select the multiple
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Conference Services
. . 1000 Main Street
- Denver CO 80111
: Professional 303-771-0110 / 303-796-7429
1
- Invoice
3 Group Invoice Number: 1006
Dr. James Rouse Invoice Date: 8/12/2010
Dr. James Rouse Due Date 9/11/2010
- 4564 Broadway Event Name: 30th Annual Engineering Egg
- Denver, CO 80210 Throw Demanstrations
) UsA Reservation No 1673
- Bookings / Details Quantity Price Amount
Thanks for selecting our facility fo host your upcoming event. Please take a moment fo review the details outlined below
- and make any necessary changes and fax them back to us at 303-796-7429
: Monday. October 11, 2010
- 9:00 AM - 4:00 PM 30th Annual Engineering Egg Throw Demonstrations (Confirmed) HCE North Audit.
. Furniture
- Podium 1 100.00 100.00
R Food Service:
- 12:00 PM - 1:00 PM Lunch
? Finger Cakes (Assorted Variety, Serves 8) 30 15.85 475.50

invoices that you are voiding, and then click OK.

A message opens asking you if you are sure that you want to void the selected invoices.

9. Click Yes.

A message opens indicating that the invoices have been voided.

10. Click OK.

The message and the Void Invoices dialog box close. The Void column is set to Yes on
the Transactions tab for each of the voided invoicesin the Navigator.
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To search for invoices to void

1. Onthe EMSmenu bar, click Billing > Other > Void Invoices.
The Void Invoices dialog box opens.

Figure 9-12: Void Invoices dialog box

= Void Invoices EI@
Department: Conference Services -
Invoice No.: | Add
First Transaction Date: E|
Last Transaction Date: B

Invoice (0) Amount Mote Invoice (0) Void Reason

/| Show Paid Invoices

| Preview | | oK | | Cancel

2. Enter the criteriato search for the invoices that you are voiding.

Asyou enter the search criteria, the lower left Invoice paneis dynamically updated with
the invoices that meet the criteria. The Note column in this pane indicates if payments
have been made against the invoice.

Field Description

Department The department that generated the invoice. You can search for invoices
for voiding as long as the invoices were generated for the same
department. You cannot void invoices from different departments.

First Transaction Date You must enter at least a First transaction date. The Last transaction

Last Transaction Date date is optional.

Show Paid Invoices Leave this option selected to include paid invoices in the search. If you
want to void an invoice against which payments have been made, then
this reminder serves to prompt to you to first void the payments before
you void the invoice. See “To void a transaction” on page 391.

3. Sdect theinvoice, or CTRL-click to select the multiple invoices that you are voiding,
and then click the Move button (>).

Remember, you can select an invoice for voiding only if payments have not been
applied to the invoice.

A Void Reason dialog box opens. See Figure 9-13 on page 376.
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Figure 9-13: Void Reason

Void Reason

Void Reason:

G

4. Enter areason for voiding the invoice, and then click OK.

The Void Reason dialog box closes. The invoices are displayed (by number) in the lower
right Invoice pane.

Do one of the following:
» Toreview an invoice before you void it, go Step 6.
e Tovoid an invoice without reviewing it, go to Step 7.

Optionaly, before you void a selected invoice, you can review it to ensure that it is
indeed an invoice that you want to void. In the lower right Invoice pane, select the
invoice, or CTRL-click to select multiple invoices, and then click Preview.

An onscreen preview of the selected invoices opens. The preview istitled “Invoices.”
The preview window contains options for printing a hard copy of the invoices, for
exporting the invoices to a .pdf, and so on. Select the option or options that best fit your
working needs. For example, before you void an invoice, you might want to email a
copy of the invoice to a colleague to confirm that the invoice should be voided.

Figure 9-14: Onscreen preview of an invoice selected for voiding
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3 Group Invoice Number: 1006
Dr. James Rouse Invoice Date: 8/12/2010
R Dr. James Rouse Due Date 9/11/2010
- 4564 Broadway Event Name: 30th Annual Engineering Egg
- Denver, CO 80210 Throw Demanstrations
) UsA Reservation No 1673
- Bookings / Details Quantity Price Amount
- Thanks for selecting our facility fo host your upcoming event. Please take a moment fo review the details outlined below
- and make any necessary changes and fax them back to us at 303-796-7429
: Monday. October 11, 2010
- 9:00 AM - 4:00 PM 30th Annual Engineering Egg Throw Demonstrations (Confirmed) HCE North Audit.
R Furniture:
- Podium 1 100.00 100.00
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7. Inthelower right Invoice pane, select the invoice, or CTRL-click to select the multiple
invoices that you are voiding, and then click OK.

A message opens asking you if you are sure that you want to void the selected invoices.

8. Click Yes.
A message opens indicating that the invoices have been voided.
9. Click OK

The message and the Void Invoices dialog box close. The Void column is set to Yes on
the Transactions tab for each of the voided invoicesin the Navigator.
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Searching for Transactions

A transaction in EMS can be one of four types—a deposit (deposit and damage deposit), a
payment, an adjustment, or a refund.

Transaction Description
Type
Deposit A deposit is the dollar amount paid in advance of a meeting or event before

invoicing occurs.

« A deposit is added to a reservation. After you invoice the reservation, all
outstanding deposits are applied to the invoice to reduce the balance due.

« A damage deposit is used to a collect a deposit that is not applied to an
invoice and therefore, does not reduce the balance due. Instead, if the
customer does not damage the room, any reserved equipment, and so on,
then you must return the damage deposit to the customer by voiding the
damage deposit transaction.

Payment A payment is the dollar amount that is applied to an invoice to reduce the
balance due. A pre-payment is similar to a deposit and is applied to a
reservation.

Adjustment An adjustment is a modification that is made to the amount due on an existing
invoice. For example, if you send out an invoice to a group for $202.00 and the
group sends you a check for $200.00, you can make an adjustment of “$2.00-"
to close out the invoice.

Refund A refund is the return of funds that have been applied to an invoiced
reservation.

You can use the Browse Transaction function to search for any of these transaction types.
Theresults are displayed in alist view. When you carry out a search in the for atransaction,
you can carry out a basic search or an advanced search. A basic search is based on the basic
information that you specify for a transaction when you first create it, such as the group to
which the transaction applies, the department that generated the transaction, and so on. An
advanced search isafield level search that is carried out the reservation level, the transaction
level, or acombination of these. For example, in an advanced search, you can specify criteria
as granular asthe Bill To Contact at the reservation level.

You can find all transactions for a reservation on the Transactions tab in the
Navigator. See “ Layout and folder structure” in Chapter 3, “ The Navigator,” on
page 77.
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To search for a transaction

1. Onthe EMS menu bar, click Billing > Other > Browse Transactions.

The Browse Transactions window opens. The first time that the Browse Transaction
window opens, the Filter tab is set by default to abasic search; otherwise, the Filter tab is
set to the search type (Basic or Advanced) that you last carried out.

Figure 9-15: Browse Transactions window, Basic search options

= Browse Transactions EI@

Browse For:  Transactions - Refresh | Options

Fiter | Results

Starting Date:
Ending Date:

Group: I:I

Department: {ally -

| Reset | | Advanced > |

]

Transaction Type: {ally -
Invoice No.:
Reservation 1D: 0

Amount: 0.00

2. Click the Basic/Advanced toggle to select the type of search that isto be carried out, and
then continue to one of the following:

e “Tocarry out abasic transaction search.”
» “To carry out an advanced transaction search” on page 381.
To carry out a basic transaction search

1. Enter the search criteria

Field Description

e Starting Time The date range during which the transactions were carried out. Both are

- Ending Time optional.

Group . . — .
Click the Search icon | | | to open the Groups window and search for a
for the group for which the transactions apply. See “To search for a
group and/or contact” on page 255.

Department Leave the default value set to (all) or select a specific department that

generated/issued the transaction.
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Field

Description

Transaction Type

Leave the default value set to (all), or select a specific transaction type
for which to search.

Invoice Number

If you are searching for a specific invoice or invoices, enter a search

string.

Note: The search is not case-sensitive, but your search is limited to the
exact order of characters in the string and it must begin with the
information for which you are searching. For example, a search
string of 10 returns 1000, 1017, but not 910.

Reservation ID

Leave the default value set to 0 to search for a transaction regardless of
reservation ID; otherwise, enter the exact value of the reservation ID.

Amount

Leave the default value set to 0.00 to search for transactions regardless
of the transaction amount; otherwise, enter the exact amount of the
transaction.

2. Optiondly, click Options and edit the default value the Number of Recordsto Return
search option.

3. Click Get Data or Refresh.

The search results are displayed on the Results tab.

Figure 9-16: Browse Transactions window, Results tab

= Browse Transactions EI@
Browse For:  Transactions =  Print Export Refresh | Options
Fiter | Resuls
Transaction Date  Type Invoice Mumber  Group Amount  Reservation ID | Void
£7/15/2009 Wed Deposit (Reservation) Anderson, Scott £50.00 423
10/7/2010 Thu Deposit (Reservation) Sorrentino, Bryan £100.00 629
3/6/2012 Tue Invoice MM2 Denver Cyding Club ~ $755.00 21253
3/6/2012 Tue Invoice DEN1 Denver Cyding Club ~ $150.00 21253
4 Records
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4. Optionally, do one or more of the following:

The lower pane on the Results tab isan EM S Browser window. See “An EMS
Browser Window” on page 35 for all the features that are available for this pane.

Click Print to print the search results.
Click Export to export the search results to a Microsoft Excel spreadsheet.

Select a search result entry for an invoice, and then click Email to open a
pre-addressed SMTP email to the group that is associated with the invoiced
reservation. Complete and send the email as you would normally. (Theinvoiceis
sent as an attachment.) See “ Sending Email from EMS’ on page 414.

Click Filter to return to the Filter tab, make any necessary changes to the search
criteria, and then repeat the search.

Click Refresh to requery the database based on the current search criteria.

5. Click Close.

Any changes that you made to the search results columns (position and width) remainin
effect for any other searches that you carry out. If you want to reset the columnsto their
default values, see “Resetting Column Settings’ on page 408.

To carry out an advanced transaction search

Figure 9-17: Browse Transaction window, Advanced search options

= Browse Transactions EI@

Browse For:  Transactions - Refresh | Options

Fiter | Results

Starting Date:
Ending Date:

Reset I I « Basic

]

All Figlds | Favorite Fields (1) | Saved Values (0)]

Field Search: Fitter Summary

k

Level Field -
Reservation Bill To Contact
Feservation Bill To Group

3

m
i
e

Reszervation Biling Reference

Reservation Event Name

Reservation Event Type

Reservation Group

Reservation Group Type

Reservation Payment Type

Reservation PO Number -

Add To Favorites

1. Optionaly, enter a Starting Date, an Ending Date, or both.
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2. Optiondly, if the Starting Date and the Ending Date are the same, select Use Specific
Times and enter specific time periods to search.

Use Specific Timesis available only if the Sarting Date is the same as the Ending
Date.

3. For each field level option by which to carry out the search:

* Select thefield level option, and then click the Move button (>).

s Tofilter thelist of available fields, in the Field Search field, enter a search string.

- @ = Your search islimited to the exact order of the charactersin the string, but the
string is not case-sensitive and it can appear anywhere in the search results. For
example, a search string of type returns Type, Payment Type, and so on.

*  When prompted, enter avalue or define the limits for the option, and then click OK.

The option is moved to the Filter Summary list.

If you have specific fields and/or values by which you always want to carry out a
search, then you can set up these fields to be your Favorite fields. See

-z, Toview aselected field option inits entirety in the Filter Summary list, rest the

~ mouse pointer on the entry. A tooltip showing the complete field option
information opens.

Figure 9-18: Viewing a selected field option in the Filter Summary list

Filter Summany i |
HESEWHiD%ﬁ-‘aticn: Bill To Contact equals 'OU Department of Chemistry' i
Reservation: Bil' Ta Group equals USDA' A TEl

4. Optionally, click Options and edit the default values for one or more additional search
options—Date/Time Filter, Number of Records to Return, and Specific Room Filters.

5. Optionaly, click Options and edit the default value the Number of Records to Return
search option.
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6. Click Get Data or Refresh.
The search results are displayed on the Results tab.
Figure 9-19: Browse Transactions window, Results tab
= Browse Transactions EI@
Browse For:  Transactions =  Print Export Refresh | Options
Fiter | Resuls
Transaction Date  Type Invoice Mumber  Group Amount  Reservation ID | Void
£7/15/2009 Wed Deposit (Reservation) Anderson, Scott £50.00 423
10/7/2010 Thu Deposit (Reservation) Sorrentino, Bryan £100.00 629
3/6/2012 Tue Invoice MM2 Denver Cyding Club ~ $755.00 21253
3/6/2012 Tue Invoice DEN1 Denver Cyding Club ~ $150.00 21253
4Records
Close Fitter
7. Optionaly, do one or more of the following:

» Thelower pane on the Results tab is an EM S browser window. See“An EMS
Browser Window” on page 35 for all the features that are available for this pane.

» Click Print to print the search results.

e Click Export to export the search results to a Microsoft Excel spreadsheet.

»  Select asearch result entry for an invoice, and then click Email to open a
pre-addressed SMTP email to the group that is associated with the invoiced
reservation. Complete and send the email as you would normally. (Theinvoiceis
sent as an attachment.) See “ Sending Email from EMS’ on page 414.

» Click Filter to return to the Filter tab, make any necessary changesto the search
criteria, and then repeat the search.

* Click Refresh to requery the database based on the current search criteria.

8. Click Close.

Any changes that you made to the search results columns (position and width) remainin
effect for any other searches that you carry out. If you want to reset the columns to their
default values, see “Resetting Column Settings” on page 408.
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To set up favorite fields for a Transaction search

If you have specific fields and/or values by which you alwayswant to carry out a Transaction
search, you do not have to filter the list of fields on the All Fields tab for every search.
Instead, you can set up each of these fields to be afavorite field with a specific value or limit
if needed.

1. Open the Browse Transactions window, and make sure that the Advanced search
features are displayed.

2. For each field that you are setting up as favorite field, select the field on the All Fields
tab, and then click Add to Favorites.

Thefield is added to the Favorite Fields tab.

3. Optiondly, after you define avalue or define the limitsfor afield, click Save Value on
the Filter dialog box.

The next time that you carry out a search, you can simply open the Favorite Fieldstab or
the Saved Values tab to carry out a search based on your customized list of search fields.
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Working with transactions in EM S consists of entering the transaction correctly, and if
needed voiding atransaction. You can:

* Enter adeposit and void a deposit.

*  Enter apayment and void a payment.

» Enter an adjustment and void an adjustment.

e Enter arefund and void arefund.

The steps for entering the different types of transactions are specific to the transaction. The
steps for voiding atransaction are identical, regardless of the transaction type.

If needed, you can first search for a transaction to ensure that it has not already
entered or voided. See” To search for a transaction” on page 379.

To enter a deposit or damage deposit for a reservation

1. Do one of the following:

*  Openthereservation in the Navigator (see “Opening areservation in the Navigator”
on page 79), and on the Transactions tab, click New > Payment.

*  Onthe EMS menu bar, click Billing > Payments > Payment Entry, and then on the

Payment Entries window, click New.

The Payment Entry dialog box opens.

Figure 9-20: Payment Entry dialog box

= Payment Entry - Denver Facilities Management (3/6/2012) = @
Transaction Date: W E|
Department: Denver Facilties Management -
Tranzaction Type: -
Paymert Type (none) -
Check No. Void:
Amount: 0.00
Cumency: US Dallars -
Reservation No.: ]
Invoice No.:
Notes
OK Cancel
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2. Enter the deposit information.

Field

Description

Transaction Date

The default value is the current day’s date. You can edit this value if
needed.

Department

Select the department.

Transaction Type

Select the transaction type—Damage Deposit, Deposit (Reservation), or

Deposit (Bookings).

* A Deposit (Reservation) is best suited for reservations with one or
more bookings that are to be invoiced in their entirety upon
completion of the event.

« A Deposit (Bookings) is best suited for reservations with multiple
bookings, for example, an event with multiple occurrences spanning
several months, that is to be billed monthly. A Deposit (Bookings)
allows you to spread the deposit across multiple months so that only
a portion of the deposit is consumed and applied to the invoice that is
generated monthly. In this scenario, a large deposit that is entered as
Deposit (Reservation) would be consumed in its entirety by the first
invoice that is generated.

Payment Type Select the payment type.

Check No. Enter a check number if you selected “Check” as the payment Type.
Amount Enter the amount of the deposit.

Currency Select the currency for the deposit.

Reservation No.

Automatically populated if you opened the Payment Entry dialog box
from the Transaction tab in the Navigator; otherwise, enter a reservation

number or click the Search icon to open the Reservations window
and search for a reservation.

Invoice No.

N/A as deposits are applied before an invoice is generated. The
invoicing process totals the charges for the specified date range,
consumes any applied reservation deposits, and results in a net balance
due for the invoice. The invoicing process does not consume any
Damage deposits.

Notes

Optional. Enter any other comments or statements that explain or clarify
the deposit.

3. Click OK.

The Payment Entry dialog box closes. The transaction information is displayed on the
Transactions tab for the reservation.
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To enter a payment or pre-payment

1. Do one of thefollowing:

*  Openthereservation in the Navigator (see “Opening areservation in the Navigator”
on page 79), and on the Transactions tab, click New > Payment.

¢ Onthe EMS menu bar, click Billing > Payments > Payment Entry, and then on the
Payment Entries window, click New.

The Payment Entry dialog box opens.
Figure 9-21: Payment Entry dialog box

= Payment Entry - Denver Facilities Management (3/6/2012) = @
Description | Adit
Transaction Date: 2/6/2012] (=]

Department: Denver Facilties Management -

Transaction Type: -

Payment Type: {none) -

Check No.: Void: (]
Amount: 0.00

Cumrency: US Dollars -

Reservation No.: 0

Invoice No.:

MNotes:

oK | [ Cancel
2. Enter the payment information.
Field Description
Transaction Date The default value is the current day’s date. You can edit this value if
needed.
Department Select the department.
Transaction Type Select the transaction type—Payment or Pre-payment.

Note: Remember that pre-payments act just like deposits in that they
are applied to a reservation and are applied to an invoice
reducing the balance due. Payments are applied to an invoice.

Payment Type Select the payment type.

Check No. Enter a check number if you selected “Check” as the payment Type.
Amount Enter the amount of the payment.

Currency Select the currency for the payment.
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Field Description

Reservation No. < If you selected Payment as the Transaction Type, then this field is not
available as payments are applied against invoices, not reservations.

« If you selected Pre-payment as the transaction type, then the field is
automatically populated if you opened the Payment Entry dialog box
from the Transaction tab in the Navigator; otherwise, you must enter
a reservation number or click the Search icon to open the
Reservations window and search for a reservation.

Invoice No. » If you selected Pre-payment as the Transaction Type, then this field is
not available as pre-payments are applied before an invoice is
generated.

« If you selected Payment as the Transaction Type, then you must

enter an invoice number in this field, or click the Search icon to

open the Invoices window and search for an invoice.

Notes Optional. Enter any other comments or statements that explain or clarify
the payment.

3. Click OK.

The Payment Entry dialog box closes. The transaction information is displayed on the
Transactions tab for the reservation.
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To enter an adjustment for an invoice

1. Do one of thefollowing:

*  Openthereservation in the Navigator (see “Opening areservation in the Navigator”
on page 79), and on the Transactions tab, click New > Payment.

¢ Onthe EMS menu bar, click Billing > Payments > Payment Entry, and then on the
Payment Entries window, click New.

The Payment Entry dialog box opens.
Figure 9-22: Payment Entry dialog box

= Payment Entry - Denver Facilities Management (3/6/2012) = @
Description | Adit

Transaction Date: 2/6/2012] [=]

Department: Denver Facilties Management -
Transaction Type: -

Payment Type: {none) -

Check No.: Void:
Amount: 0.00

Cumrency: US Dollars -

Reservation No.: 0

Invoice No.:

MNotes:

oK | [ Cancel
2. Enter the adjustment information.
Field Description

Transaction Date The default value is the current day’s date. You can edit this value if
needed.

Department Select the department.

Transaction Type Select the transaction type—Adjustment.

Payment Type Select the payment type.

Check No. Enter a check number if you selected “Check” for the payment type.

Amount Enter the amount of the adjustment. To decrease the invoice by the
indicated amount, enter a minus sign (-) before or after the amount.

Currency Select the currency for the adjustment.

Reservation No. N/A as adjustments are applied to invoices.
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Field Description

Invoice No. o ] ) —
You must enter an invoice number or click the Search icon | /| to open

the Invoices window and search for an invoice

Notes Optional. Enter any other comments or statements that explain or clarify
the adjustment.

3. Click OK.

The Payment Entry dialog box closes. The transaction information is displayed on the
Transactions tab for the reservation.

To enter a refund

1. Do one of the following:

* Open thereservation in the Navigator (see “Opening areservation in the Navigator”
on page 79), and on the Transactions tab, click New > Payment.

e Onthe EMS menu bar, click Billing > Payments > Payment Entry, and then on the
Payment Entries window, click New.

The Payment Entry dialog box opens.
Figure 9-23: Payment Entry dialog box

= Payment Entry - Denver Facilities Management (3/6/2012) = @

Description | Adit
Transaction Date: 2/6/2012] (=]

Department: Denver Facilties Management -

Transaction Type: -

Payment Type: {none) -

Check No.: Void: (]
Amount: 0.00

Cumrency: US Dollars -

Reservation No.: 0

Invoice No.:

MNotes:

oK | [ Cancel
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2. Enter the refund information.
Field Description
Transaction Date The default value is the current day’s date. You can edit this value if
needed.
Department Select the department.
Transaction Type Select the transaction type—Refund.
Payment Type Select the payment type.
Check No. Enter a check number if you selected “Check” as the payment type.
Amount Enter the amount of the refund.
Currency Select the currency for the refund.
Reservation No. N/A as refunds are applied to invoices.
Invoice No. You must enter an invoice number or click the Search icon |:| to open
the Invoices window and search for an invoice '
Notes Optional. Enter any other comments or statements that explain or clarify
the refund.
3. Click OK.

The Payment Entry dialog box closes. The transaction information is displayed on the
Transactions tab for the reservation.

To void a transaction

You can void atransaction for a reservation from the Transactions tab, or you can void a
transaction from the Payment Entries window.

To void a transaction from the Transactions tab

1. Openthereservationin the Navigator. (See“ Opening areservation in the Navigator” on
page 79.)

2. Open the Transactions tab, and on the Transactions tab, select the transaction that isto be
voided (CTRL-click to select multiple transactions), and then click Void.

A Void Reason dialog box opens.
Figure 9-24: Void Reason dialog box

Void Reason

Void Reason:

oK || Cancel
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3. Enter the reason for voiding the transactions, and then click OK.

The Void Reason dialog box closes and a message opens indicating that the transaction
has been voided.
Click OK.

The Void Transaction message closes. The Void column is set to Yes for each of the
voided transactions in the Navigator.

To void a transaction from the Payment Entries window

1. Onthe EMS menu bar, click Billing > Payments > Payment Entry.

The Payment Entries window opens. This window lists all transactions (voided and
non-voided) that were ever made in your EMS system for a selected department on a

selected date.

Figure 9-25: Payment Entries window

= Payment Entries EI@

Transaction Date:  8/13/2010 E| Department: -

Payment Entries (4) Check No. Event Name Amount W New
Damage Deposit Event 500.00 Ye Edit
Deposit (Reservation) Event 50.00 Ye

Pre-payment Event 10.00

Payment 30th Annual Engineering Egg Throw Demonstrations  100.00 Print

4 m 3 Close

2. Select the date (the default value is the current day’s date) and the department for which

you are voiding the transaction.

The Payment Entries window is updated with the list of payments that meet the date and
department criteria.

Select the transaction that is to be voided, and then click Edit.

The Payment Entry dialog box opens. Thiswindow details specific information for the
selected transaction. (See Figure 9-20 on page 385.)

Click Void, and, then in the Void Comment field, enter a reason for voiding the
transaction.
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5. Click OK.

The Payment Entry dialog box closes. You return to the Payment Entries window. The
Void column is set to Yes for the voided transaction.
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Generating an EMS Billing Report

All EM S Billing reports are avail able under the Billing option on the menu bar. For any EMS
report, you can specify the parameters, options, and format for the report, or you can
generate the report according to memorized settings. (For detailed information about a
memorized report, see “Working with Memorized Reports’ on page 323.) Not all reports
reguire the same parameters, nor do they all have the same options available. In addition, you
can generate different reportsin different formats.

For brevity and ease, the parameters and options that are available for each

@ report are not discussed here. Instead, the options are discussed in “ Report
Descriptions and Options” on page 396. Contact your EMS administrator if you
need assistance in generating any of these report.

To generate a report

1. Onthe EMS menu bar, click Billing to open the Billing menu, and then do one of the
following:

» To generate the Billing Worksheet report, click Billing > Invoices > Billing
Worksheet.

» To generate any other Billing report, click Billing > Reports, and then click the
option for the report that you are generating. For example, to generate the Ageing
report, click Billing > Reports > Ageing.

All Billing reports other than the Billing Worksheet report are also available from
Reports > Billing.
2. Onthe Setup dropdown list, do one of the following:

» To generate the report according to the filter settings that you want (parameters,
options, and so on), leave user-specified selected, then go to Step 3.

* Torunthereport with filter settings that have been saved, or memorized, select the
memorized report, and then go to Step 4.

For detailed information about memorized reports, see“ Working with Memorized
Reports’ on page 323.

3. Specify the report parameters, options, and format. See:
* “lnvoicereports’ on page 397.
*  “Reports’ on page 397.
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4. Optionally, do one or both of the following:
e Click Print Preview.
A preview of the report opens onscreen.

» Toprint ahard copy of the confirmation, specify the number of copies that you are
printing, and then click Print.

5. Click Close.

Unless you change the setup, all subsequent reports will be generated and printed
according to the parameters and options that you have specified and in the format that
you specified. If you want to save certain settings so that you do not have to adjust the
filter settings every time you run the report, you can memorize the report. See “Working
with Memorized Reports’ on page 323.
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Report Descriptions and Options

This section provides a description of every EMS report in the categories listed below and it
a so defines the options that are available for each report.

See:
* “Invoicereports’ on page 397.
*  “Reports’ on page 397.
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Report

Description

Options

Billing Worksheet

Provides information on how bookings are to be
invoiced. The report can include bookings within
a date range, bookings within a reservation, or
bookings within a date range inside a reservation.
The report breaks down the charges in the same
way as an invoice. The report also provides
options for printing heading/footer messages and
the detail for zero-dollar items.

See “Options tab—Format settings for a printed confirmation” in “To
generate an invoice” on page 364.

Reports

Report

Description

Options

Ageing Report

A list of outstanding invoices. Current invoices
are listed first, followed by past due invoices
organized by age. Ageing Reports are based on
department.

* Currency—Select the currency for the invoices.

* Show Unapplied Deposits—Deposits that are applied to reservations
that have not been invoiced are displayed on the report.
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Report

Description

Options

Statements

A list of outstanding invoices for a selected group.
Current invoices are listed first, followed by past
due invoices organized by age.

Currency—Select the currency for the invoices.

Report Title—Can create a title that is displayed at the top of the
statement.

Header Message—Select a message from the pre-configured
messages that is displayed at the top of every page of the statement.

Include Transactions On Zero Balance Invoices Within [ Jdays—
Statements that have a zero balance within the specified number of
days are displayed.

Show Billing Reference Number—The billing reference number is
displayed under the invoice information.

Show Purchase Order Number—The purchase order number is
displayed under the invoice information.

Show Transaction Notes—Any notes entered for the transaction are
displayed under the invoice information.

Use Current group Address - The current address of the group is
displayed on the statement. (This address might or might not be the
address for the group when the reservation was made.)
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Report

Description

Options

Transaction Report

Shows all the billing transactions during a
specified period if you generate the report in the
By Transaction Type by Date format. Simply
enter the date or date range and click Print. The
report lists the group, event name, reservation 1D,
transaction date, transaction type, invoice
number, check number, and amount.

Note: If the report is generated in Standard
format, deposits are not shown as
transactions if they have been absorbed
by the generation of an invoice.

Note: You can also generate the Transaction
Report from within a reservation to see
only transactions for the selected event
and you can generate the Transaction
Report from the Print option on the
Payment Entries window. Click Billing >
Payments > Payment Entry, and then on
the Payment Entries window, click Print.

Currency—Select the currency for the billing transactions.

Voided Transaction

Report

Lists the payments, deposits, or adjustments that
were voided on a specific date or within a date
range. Lists the group, event name, reservation
ID, transaction date and type, invoice number (if
applicable), check number, and amount.

Currency—Select the currency for the voided transactions.

Invoice Detail Report

Provides detail for all invoices that were
generated within a given date range.

Note: See “To reprint an invoice” on page 368
for detailed instructions about the options
that are available for the Print Invoice
Detail dialog box.

N/A
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Report Description Options

General Ledger Shows the totals for invoices that were generated | ¢ Currency—Select the currency for the invoices.

Distribution within a given date range. Entries are broken * Invoices With Payments Only—Only invoices where payment has
down by account, invoice, rate plan, or invoice. been received are posted on the report.
You can also generate this report in a Summa . . . .
format 9 P &4 * Show Applied Deposits/Prepayments—Applied deposits and

' prepayments are posted on the report. (An applied deposit is a
deposit on a reservation that has been invoiced.)
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Asan EMS user, you can manage many aspects of your account to better suit your working
needs.

This chapter covers the following topics:

e “Setting User Preferences and Default Values” on page 403.
e “Changing your Password” on page 406.

» “Resetting Window Coordinates’ on page 407.

*  “Resetting Column Settings’ on page 408.

* “Defining Your Views’ on page 409.
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Setting User Preferences and Default Values

Preferences, like system parameters, are settings that affect the basic functioning of your
EMS system. The difference isthat system parameters are global settings that affect all users
on the system, whereas preferences are applicable only to your user account. You can set the
values for many preferences for your EM S instance to better suit your working needs. These
preferences include whether a report window stays opens or closes automatically after you
run areport, the time interval for Time dropdown fields, the format in which to send emails
from your computer, the default values for specific fields in the Reservation Wizard and
other EM S client windows, and the application that isto open all drawings (.png, .jpg, .gif,
and so on) that are attached to bookings in the Navigator.

To set user preferences and default values

1. Onthe EMSmenu bar, click Settings > Preferences.
The Preferences dialog box opens. The Preferences tab is the active tab.

Figure 10-1: Preferences dialog box, Preferences tab

Preferences
Preferences Defautts
Close Report Setup Form After Running Reports:
Time Drop Down Interval Thirty Minutes -
Paper Size: Letter -
Review Notfication When Navigator Opens:
Do Not Save Window Coordinates:
Email Format HTML -
Send Emails Using Department Email Address
Use Global Email Settings i
Use Microsoft® Outlook:
Use Microsoft® Outlook Email Signature (HTML):
Unautherticated
SMTP Email Signature: |: jmes New Roman B EYT YR EY X
S AIQIIZIS|E E E|EE|§ X X
0K Cancel
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2. Edit your user preferences as needed.

Field

Description

Close Report Setup
Form After Running
Reports

Select this option if the window from which you generate a report is to
automatically close after you run the report. Do not select this option if
you want the window to remain open.

Time Drop Down

The time interval displayed on a Time dropdown list—i.e., if you select

Interval 30 minutes, then options on the dropdown list are displayed as 1:00
1:30, 2:00 and so on. All Time dropdown lists are 24 hour lists.
Paper Size The size of the paper on which reports, confirmations, and invoices are

printed. Values are Letter, Legal, and A4.

Review Notifications
When Navigator Opens

If this option is selected, then a notification in the Dashboard is
automatically marked as “Reviewed” if you select the notification, and
then click Go To. If this option is not selected, then you must select a
notification, and then click Reviewed to manually mark the notification
as “Reviewed.”

Do Not Save Window
Coordinates

All windows in EMS have default coordinates (a position) in EMS. If you
move a window from its default position when working in EMS, but you
want the window to open in its default position the next time the window
opens, then select this option.

Email Format

The format in which your emails are sent—HTML or Plain Text.

Send Emails Using
Department Email
Address

Select this option if you want the From email address for all the emails
that you send from EMS to be the email address of the department that
is associated with your user account.

Use Global Email
Settings

If you want to use the global email settings that your EMS administrator
has defined, then select this option.

Use Microsoft Outlook

If this option is selected, then EMS uses Microsoft Outlook for your
default email client. If this option and the Use Global Email Settings
option are not selected, then EMS uses the SMTP Email settings
specific to your account. (These settings are specified in the lower pane
of the Preferences dialog box.)

Use Microsoft Outlook
Email Signature (HTML)

If the Use Microsoft Outlook option is selected, and your Email Format
option is set to HTML, then you can select this option to include your
Microsoft Outlook signature when you send emails from EMS.

SMTP Email

Contact your EMS administrator with assistance in specifying these
values.

Note: If you are using SMTP Email settings that are specific to your
account, then you also have the option of creating a signature
that is to be included in all the emails that you send from EMS.
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3. Open the Defaultstab, and set the default values for the indicated items.

Figure 10-2: Preferences dialog box, Defaults tab

Preferences
Building (& H
Status: {none) -
Event Type: {none) -
Event Name:
Event Time: =] =]
Reservation Source: (ot specfied) -
Time: Zone: Mountain Time (MT) - (GMT -07.00) - Display Audit Times In This Time Zone
Drawing Application: 2]
Payments Curency:  US Dollars -
0K Cancel
Field Description
Building You can select all buildings, a specific building, or a specific view or

area. The value that you select here automatically populates the
Building dropdown list in the Reservation Wizard and other EMS client
windows, for example, the Visitors window.

Status The values that you select here automatically populate the appropriate

Event Type fields in the Reservation Wizard, and other EMS client windows.

Event Name Note: The event name can be a maximum of 30 characters, including
. spaces.

Event Time

Reservation Source

Time Zone/ Display
Audit Times in This
Time Zone

Payments Currency

Default Drawing

Application Click the Search icon |_ to open the Find Drawing Application dialog

box and select the program that is to open all drawings (.png, .jpg, .gif,
and so on) that are attached to bookings in the Navigator.

4. Click OK to close the Preferences dialog box and apply your edited preferences and
default values.
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Changing your Password

When your EMS administrator first sets up your user account, your password is predefined
for you. You can change this password if you want.

To change your password

1. Onthe EMS menu bar, click Settings > Change Password.
The Change Password dialog box opens.
Figure 10-3: Change Password dialog box

Change Password

(Old Password:
Mew Password:

Re-enter New Password:

oK || Cancel

2. Do thefollowing:
* Inthe Old Password field, enter your current EM S password.
* Inthe New Password field, enter the new password.

* Inthe Re-enter New Password field, enter your new password again, exactly asyou
entered it in the New Password field.

3. Click OK to close the Change Password dialog box.

The next time that you log in to EM S, you must use your new password.
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Resetting Window Coordinates

All windows in EM S have default coordinates (a size and position) in EMS. If you have
moved one or more windows or resized one or more windows during an EM S session, and
you want the windows to open in their default positions and sizes, you can reset the window
coordinates to their default values.

To reset window coordinates

1. Onthe EMS menu bar, click Settings > Reset Window Coordinates.
The Window Coordinates dialog box opens.
Figure 10-4: Window Coordinates dialog box

Window Coordinates @

[0} Window coordinates successfully reset.

2. Click OK.
3. If necessary, restart your EM'S application.

407



Chapter 10
User Settings

Resetting Column Settings

All columnsin EMS have default values for their positions and widthsin EMS. If you have
changed the position, width, or both of one more columns during an EM S session, and you

want the columnsto open with their default values, you can reset the columnsto their default
values.

To reset column settings

1. Onthe EMSmenu bar, click Settings > Reset Column Settings.
The Column Settings dialog box opens.
Figure 10-5: Column Settings dialog box

Column Settings @

[0} Column settings successfully reset.

2. Click OK.
3. If necessary, restart your EM'S application.
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Defining Your Views

A view is simply a user-defined grouping of specific rooms. When searching for roomsin
which to schedule events, you can select (all) buildings to search, a specific building, an
area, or aview. If your job entails making multiple reservations for groups that always book
events in specific rooms or locations, then to make your room search easier and more
efficient, you can define the views that best meet your working needs. For example, if you
are making multiple reservations for your school district’s athletic teams, then you could
define aview called School District 1 - Athletic, and this view would contain the following
event locations—Baseball Field 1, Baseball Field 2, Gym 1, Gym 2, Pool, and so on.

To define your views

1. Onthe EMS menu bar, click Settings > My Views.
The My Views window opens. Thiswindow lists all the views that you have defined.

Figure 10-6: My Views window

= My Views EI@
My Views (1) New
High School Rooms Edit
Delete
Print
Close

2. Click New.
The View dialog box opens. The View tab isthe active tab. See Figure 10-7 on page 410.
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Figure 10-7: View dialog box, View tab

“ View =

% spetng o]

3. Inthe Description field, enter aname or description for the view.

@ The description can be a maximum of 50 characters, including spaces.

4. Optionaly, in the Notesfield, enter any additional information that is pertinent for the
view.

5. Open the Roomstab, and do one or both of the following:

o Sdlect (al) buildings, a specific building, aview, or an areafor which to search for
roomsto include in the view.

The views that are available are not only all the views that you have defined for
@ this EMS database, but also, all the views that other users have defined for this
EMS database.
» Leavethe Room Type set to the default value of (all), or select a specific room type.

Asyou select your search criteria, the list of rooms that meet the search criteriais
dynamically updated.

6. Inthe Availablelist, select the room, or CTRL-click to select multiples rooms that you
areincluding in the view, and then click the Move (>) button to move the available
roomsto the Selected list.

7. Optionaly, click Spelling to spell check the view before you saveit.
8. Click OK.

The View dialog box closes. You return to the My Views window with the newly defined
view automatically selected.
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EMS contains several miscellaneous standal one functions to assist you in managing and
maintaining reservations and bookings in your system as well as managing your general
work requirements.

This chapter covers the following topics:

“Recording Actual Attendance Numbers for Bookings’ on page 413.
“Sending Email from EMS’ on page 414.

“Viewing a History of Sent Emails’ on page 418.

“Generating Multiple Confirmations’ on page 420.

“Managing Attendees and Visitors’ on page 424.
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Recording Actual Attendance Numbers for

You use the Attendance Entry tool to view and record the actual attendance for bookings.
(Thetool does not address reservation-level attendance.) The actual attendance numbers that
you enter do not replace the setup count (i.e., the estimated attendance) that you entered prior

to an event. Reportsthat provide attendance information typically provide both the estimated
attendance and the actual attendance.

To record actual attendance numbers for bookings

1. Onthe EMS main menu, click Reservations > Other > Attendance Entry.

The Attendance Entry window opens.

Figure 11-1: Attendance Entry window

= Attendance Entry
Date:
Building:
Status:

Date Start

(all

(all)

End

®

-

Group Event Building

8/6/2010 Fri | 1:45FM |5:15PM |Al Greene |Meseting |CTC

Foom
1M

Status
Wait List

Setup Count
5

Actual Attendance

0

(=[O sl

Close

2. Inthe Datefield, select adate for which you are recording the booking attendance.

@ The date must occur on or before the current day’s date.

3. Optionaly, specify a building and/or a booking status to filter the list of booking results.

4. For each booking as needed, scroll to the Actual Attendance column, double-click in the

column to select the currently displayed value, and then enter the actual attendance
number in the column.

5. Click Close.
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Sending Email from EMS

Multiple email options exist within EM S to email confirmations or invoices to groups or
miscellaneous information to your EM S users or groups. If your organization uses Microsoft
Outlook, you can continue to use your respective email system within EMSto send
confirmations and invoices or any other individual emailsto EMS users or groups. To send
bulk emails to groups within an EM'S Browser window (basi c/advanced, transactions,
calendar, and so on), however, you must use something called SMTP email. If your
organization does not use Microsoft Outlook, then SMTP email is used to send all email
from EMS, including emails to EM S users or groups and confirmations and invoices. EMS
also provides an emailing function that you can use to send generic emails, which are emails
that are not “tied” to a confirmation, invoice, reminder, and so on) to any recipient of your
choice.

&

To send any email, your user account must be configured with an email address.
To send generic emails, your user email preferences must also be configured.

Contact your EMS administrator if you need assistance with this. See your EMS
administrator or internal IT staff for information on how to enable SMTP email.

To send an email from within an EMS Browser window

414

1. Select asearch result entry, and then click Email to open apre-addressed SMTP email to
the group that is associated with the selected reservation.

Figure 11-2: SMTP email from an EMS Browser window

= Email EI@
v lm Attachments
From:
oo
Bec...
Subject:
Attachments:
Header Message:  (none) -
Footer Message:  (none) -
Message:
Times New Roman -6 | X Ea@ B F U -:::Q r.;.:'.'- ;“j
-2 A@IZE|E E Z|EE| 8 X
[ e ][ Concd |

2. Enter the necessary information in the From, Subject, Message and other fields.
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3. Optionaly, do one or both of the following:

To attach afile, click Attachments at the top of the window.

To format the body of the email message, use the options on the Formatting toolbar.

4, Click Send.

To send a confirmation or invoice

1. Onthe Confirmation dialog box or on the onscreen preview of a new or reprinted
invoice, click Email.

For a confirmation, an Email window that displays the confirmation in the body
opens. The From field is popul ated with the user address that is associated with your
user account or, based on your user preferences, the email address of the department
that is associated with your user account. You can select either address. (See“ Setting
User Preferences and Default Values’ on page 403.) The To field is blank.

For an invoice, an Email window that contains the invoice as an attachment opens.
The From field is populated with the user address that is associated with your user
account or, based on your user preferences, the email address of the department that
is associated with your user account, and you cannot change thisvalue. (See* Setting
User Preferences and Default Values’ on page 403.) The To is populated with the
email address for the associated group, but you change this value if needed.

Figure 11-3: SMTP email window for a confirmation

= Email ==
v lm Attachments
From: tvanboening@gmail.com @ User _ Department
= ] 1t Contact 7] Group
[ [F] 1st Cortact 7] Group
| Boc.. |
Subject: Reservation 424 for Denver Cycling Club BuildingB001 in LocationB001 RO0D6
Attachments
Message
Times New Roman -6 | ¥ Ba@ | B 72 U R LY
- & AIQREIE|E E E|E IEE| & 2 X
Reservation No: 424
Group: Denver Cycling Club
Summary of Bookings E
Date Start End Room Status
9/4/2012 Tue 8:00 AM 5:00 PM B0O1 RO0B Confirmed
] T 3

415



Chapter 11
Other Reservation Functions

For an invoice, the SMTP email window also has Header Message and Footer
Message fields for including header and footer messages in the email body.

2. Select the recipients for the email.

3. Optionaly, do one or both of the following:
* Toformat the body of the email message, use the options on the Formatting toolbar.
» To attach afile, click Attachments at the top of the window.

* Thedefault format for the attached invoice is PDF. You can select adifferent
format if needed. Other allowed formats are HTML, Microsoft Excel (.xIs),
Microsoft Word (.rtf), Picture (.tiff), and Text File (.txt).

« If the emailed confirmation is to include the entire confirmation as an
attachment, then you must also select afile format for the attached confirmation.
The default value is Adobe (.pdf). Other allowed formats are HTML, Microsoft
Excel (.xIs), Microsoft Word (.rtf), Picture (.tiff), and Text File (.txt).

* |f the emailed confirmation includes one or more attachments, then the
Confirmation Title is also used for the name for all attachments other than an
.acsfile. If the confirmation includes an .icsfile, then the .icsfileis dways
named Confirmation.ics.

To include the entire confirmation as an attachment, or an .icsfileina
@ confirmation, see “ Specifying your Confirmation Settings’ on page 308.

4. Click Send.
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To send a generic email

-

1. Onthe EMStoolbar, click the Email icon . .
A generic email form opens. Depending on your preferences, the From field is
automatically populated either with the email address that is specified for your user
account, or the email address of the department that is associated with your user account.
(See " Setting User Preferences and Default Values’ on page 403.)

Figure 11-4: Generic email form

= Email EI@
v lm Attachments
From: salles@dea.com
Co.
Bec...
Subject:
Attachments:
Message:
TimesMewRom - 3~ <p & B I U '-"".'é —i=Z|E E E i iE
[ Send ][ Cancel |

2. Enter the necessary information in the To, Subject, Message, and other fields.
3. Optionaly, do one or both of the following:

» Toattach afile, click Attachments at the top of the window.

To format the body of the email message, use the options on the Formatting toolbar.
4. Click Send.
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Viewing a History of Sent Emails

You can usethe Email History functionto review alist of all emailsthat have been sent from
within your organization’s EM S system via SMTP (not via Microsoft Outlook), including
confirmation emails, report emails (which includes invoices, reminders, queries, web
reguests, and group and contact information), and generic emails. You can also view the

contents of sent emails and print sent emails

To view a history of sent emails

1. Onthe EMS main menu, click Reservations > Other > Email History.

The Emails window opens. Regardless of your preferences, the From field is

automatically populated with the email address for your user account, but you can

always change this value.

Figure 11-5: Emails window

= Emails
Date Sent: | E| to
From: sales@dea.com

Subject:

Date Sent (0) From To CcC

BCC

M

Source: {ally
To/CC/BCC:
Body:

Subject Attachment

Email ID

3 Close

2. Enter the search criteriafor the emails, and then click Display.

&

All of the emails that meet the search criteria are displayed in the bottom pane of the

Emails window.

418

Under Source, the Report option collectively refers to confirmations, invoices,
reminders, queries, web requests, and group and contact information.
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3. Optionaly, do one or more of the following:

To view an email, select the mail in the search resultslist, and then click View.
To print the complete resultslist, click Print > List.

To print the contents of one or more emailsin the resultslist, select the mail, or
CTRL-click to select multiple emails, and then click Print > Emails.
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Generating Multiple Confirmations

A confirmation is adocument that detailsthe critical information for areservation—the date,
the time, the location, the scheduled resources, and so on. Through the Navigator, you have
the option of generating a single confirmation, either manually or automatically. (See
Chapter 7, “ Confirmations,” on page 307.) A miscellaneous reservation function is aso
available for manually generating multiple confirmations at the same time. When you
generate multiple confirmations, al the confirmations are contained in asingle file, but each
confirmation begins at the top of a new page. All the confirmations are “sent” by the same
office, al the confirmations use the same format (By Booking Date, By Date Added, or By
Date Changed) and all the confirmations use the same print options (Confirmation Title,
Header Message, and so on); however, each confirmation can contain unique information for
the buildings, statuses, and/or categories that are detailed in the confirmation. Because

multiple confirmations are for multiple recipients, you cannot mass email these

confirmations. Instead, you can only print them, and then manually mail them. You can
specify the settings for multiple confirmations “from scratch,” or you can copy an existing

confirmation format, and edit it as needed.

To generate multiple confirmations

1. Onthe EMS menu bar, click Reservations > Other > Confirmations.

The Confirmation dialog box opens. The Date Range tab is the active tab.

Figure 11-6: Confirmation dialog box, Date Range tab

= Confirmation

Setup: (user specified) ~ | Memorize
Date Range | Buildings | Categories | Statuses | Options

Department: Scheduling Office -

B |

Starting Date:
Ending Date:

B |

Use Specific Times:

Format: By Booking Date -
Close Copies To Print:

(=[O sl

Options

| | Print Preview
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2. Do one of thefollowing:

* Review the selections on this dialog box, and optionally, make any needed

modifications.

Field

Description

Date Range tab

Department

The department name that appears at the top the printed confirmation.

Starting Date
Ending Date

The range of dates for which you are generating the confirmations.

Use Specific Times

Available only if the Starting Date is the same as the Ending Date. If this
option is selected, then two fields are displayed on the Date Range tab
in which you must specify the time range. After you specify the time
range, click Options > Date/Time Filter, and then indicate how the
confirmation is to be limited—by bookings that start within the time
range, or by bookings that occur within the time range.

Format

The format/organization of the confirmation—ByYy Booking Date, By Date
Added, or By Date Changed.

Buildings tab—Select the specific buildings that are to be included in the confirmation.

Categories tab—Select the specific booking details that are to be included in the confirmation.

Statuses tab—Select the specific statuses that are to be included in the confirmation.

Options tab—Format settings for a printed confirmation.

Confirmation Title

Appears bold and centered at the top of the confirmation.

Header Message
Footer Message

Pre-configured blocks of text that appear in the header and footer of the
printed confirmation.

Note: Your EMS administrator configures these values. Contact your
administrator if you need assistance with adding or editing a
value.

Paper Size

The size of the paper on which the confirmation is printed. Values are
Letter, Legal, and A4.

Print Comments

Include the comments for the reservation in the printed confirmation.

Print Reminders

Include the reminders for the reservation in the printed confirmation.

Print Cancel Reasons

Include the reasons for cancellation in the printed confirmation.

Print User Defined
Fields

Include user-defined fields and their values in the printed confirmation.

Print Room Phone

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

Print Room Notes

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

Print Building Notes

Include any notes about the building in the printed confirmation.

Print Billing Reference
Allocation

Include the billing reference numbers for the event as well as the
percentage of charges that is allocated to each number in the printed
confirmation.
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Field Description
Print PO Number Include the PO numbers for the event as well as the percentage of
Allocation charges that is allocated to each number in the printed confirmation.
Print Category Include the subtotal charges by category in the printed confirmation.
Subtotals

Print Room Type

Include the room type for the event in the printed confirmation.

Print Item Selection
Notes

Include the notes for each resource selection item for the event in the
printed confirmation.

Suppress Reserved
Time

Do not show the reserved time for the event in the printed confirmation.

Suppress Location

Do not show the location for the reservation in the printed confirmation.

Suppress Pricing

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

Suppress Logo

Do no show your organization’s logo in the printed confirmation.

Suppress Item Notes

Do not show notes for any booking items in the printed confirmation.

Suppress Item Special
Instructions

Do not show special instructions for any booking items in the printed
confirmation.

Suppress ltem
Selections

Do not show any resource item selections in the printed confirmation.

Always Display Time
Zone

Always show the time zone for the event in the printed confirmation.

Display Messages as
HTML

If you have defined any HTML messages, then select this option to
display the HTML version of these messages in the printed
confirmation; otherwise, the message is displayed in plain text.

Limit Bookings to Those
With Details in Selected
Categories

Show only those bookings in the printed confirmation that contain details
for the categories that are selected on the Categories tab.

If needed, you can always save, or memorize, these settings. See “ Working with
Memorized Reports’ on page 323.

*  Onthe Setup dropdown list, select a saved, or memorized, confirmation.

If you select a memorized confirmation, then the only changes that you can make
are to the dates and/or times on the Date Range tab.
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3. Do oneor both of the following:

» Click Print Preview to open an onscreen preview of the printed confirmation. A
variety of options are available from this preview, including the optionsto export the
confirmation to a .pdf and to print the confirmation.

Figure 11-7: Print preview of multiple confirmations

(Evaluation) Spectrum Writing, LLC
3068 Deer Creek Ranch Loop
Parker, CO 80138

Confirmation
Group Reservation: 335
Chen Yu Event Name: MSI Final Exam
4512 Wisconsin Street Phone: 555-555-5555
Box 4587 Fax: 555-555-5556
Anytown, CO 80134 Event Type: Academic Class
Quantity Price Amount

Bookings / Details
Thanks for selecting our facility to host your upcoming event. Please take a moment to review the details outlined below
and make any necessary changes and fax them back to us at 303-796-7429.

Meonday. April 05, 2010
8:00 AM - 5:30 PM MSI Final Exam (Web Conflict) Lab MAC

Reserved: 7:00 AM - 6:30 FM

»  Tomanualy print the confirmations, edit the number of copiesto print as needed in
the Copiesto Print field (the default value is 1), and then click Print.

A Print dialog box opens in which you can specify information such as the printer to
use, the page range, and so on. Click Print in this dialog box to manually print the

confirmations.
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Managing Attendees and Visitors

EMS provides standard functionality for managing registered attendees and visitors, which
are attendees and visitors who have been added as an attendee type category to a booking.
You can search for registered attendees and visitors, and you can check in and check out
registered attendees and visitors. The optional Visitor Management module provides
functionality for managing unregistered attendees and visitors. If your organization has
purchased and installed this module, you can also check in unregistered visitors to an event,
check out unregistered visitors from an event, print badges for all attendees and visitors
(registered and unregistered), and import alist of attendees using the Add Booking Details
Wizard in the Navigator.

To manage registered attendees and visitors

1. Onthe EMS menu bar, click Reservations > Other > Visitors.
The Visitors window opens. By default, the Visitorstab is the active tab.

Figure 11-8: Visitors window, Visitors tab

= Vikors E=mEen

Tools

Start Date 3/6/2012 ] Buidng New York + ] Show Cancelled
End Date 3/6/2012 [=]

Vistors | Groups
Visitar: Include Checked In [

Date {0} Mtendee Company Name Wisitor Group Phone 1 Phone 2 Event Building Room Check In

Print Badge

Open

Select All

Unselect All

Print

< [0 3 Close
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Specify one or more of the following for your search criteria:

Start Date/End Date—The default value is the current day’s date.
Building—Select (all) buildings, a specific building, an area, or aview to search.

Show Cancelled—Select this option to search for registered attendees or visitors for
canceled events.

Group—To search for registered attendees or visitors regardless of group, leave this
field blank; otherwise, to search based on a specific group, enter a search string in
thefield.

Visitor—To search for a specific attendee or visitor, enter a search string in the field.

&

For both search fields, your search is limited to the exact order of the characters
in the string, but the string is not case-sensitive and it can appear anywhere in the
search results. For example, a search string of aca returns Academic Affairs
Office, Department of Academic Affairs, and so on.

Include Checked In—Selected by default. Clear this option to search only for
registered attendees and/or visitors who have not yet been checked in to their events.

Click Display.

Thelist of registered attendees and/or visitors who meet the search criteriaare displayed
in the bottom pane of the Visitors window.

Optionally, do one or more of the following:

Select an attendee or visitor from the search results, and then click open to open the
reservation in the Navigator that contains the booking that the attendee/visitor is
attending.

Select an attendee or visitor from the search results, or CTRL-click to select multiple
attendees/visitors, and then click Check In to “check in” the attendees/visitorsto the
event. A date and timestamp is added to each attendee’ s/visitor’s record.

Select an attendee or visitor from the search results, or CTRL-click to select multiple
attendees/visitors, and then click Check Out to “check out” the attendees/visitors
from the event. A date and timestamp is added to each attendee’ s/visitor’s record.

&

Check Out is available only if the selected attendees/visitors have been checked
into the event.
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Select an attendee or visitor from the search results, or CTRL-click to select multiple
attendees/visitors, and then on the Tools menu, click Undo Check In to reverse the
Checked In status for the attendees/visitors. (The Check In date and timestamp is
removed from each attendee’'s/visitor’s record and if needed, you can check in the
attendees/visitors again). Conversely, if an attendee or visitor has been checked out,
click Undo Check Out to reverse the Checked Out status for the attendee/visitor.

On the Tools menu, click Export to export the list of attendees/visitorsto a Microsoft
Excel spreadsheet.

On the Tools menu, or from the Visitors window, click Print to generate an onscreen
preview of thelist of attendees/visitors. A variety of options are available from this
preview, including the options to email the list, to export the list to a .pdf, and so on.

Figure 11-9: Onscreen preview of a registered attendeel/visitor list

AR (=)o Es
(i | Email | Bport | = Print | By | R - 2| Gy Gh 100% o 11 ¥

]

[ [T | [ T R R T T T R T B S T S T [ S S T S S S I R S-S S S S SR NI - S B SR T I S SR S IR Y

EMS Enterprise Demo

m

Attendee (7) Company Visitor Group Phone 1 Phone 2 Event Building Room Start
Name

Craig ou 303-325 Student EC CR-110 5:00 PN|
Ferguson Department 2387 Associates of

of Chemistry the ACS
Joanne ou 303-325 Student EC CR-110 5:00 PN
McMamara Department 2387 Associates of

of Chemistry the ACS
Mary Ann ou 303-325 Student EC CR-110 5:00 PN
Wells Department 2387 Associates of

of Chemistry the ACS
Maynard ou 303-325 Student EC CR-110 5:00 PN
Krebs Department 2387 Associates of

of Chemistry the ACS
Steven ou 303-325 Student EC CR-110 5:00 PN
Gottlieb Department 2387 Associates of

of Chemistry the ACS
Tamnmy ou 303-325 Student EC CR-110 5:00 PN
Terhune Department 2387 Associates of

of Chemistv the ACS S
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To check in/check out unregistered visitors for an event

1. Onthe EMS menu bar, click Reservations > Other > Visitors.
The Visitors window opens.
2. Open the Groups tab.

Figure 11-10: Visitors window, Groups tab

= Visitors = ie =]

Start Date 3772012 Building New York - Show Cancelled

[
E| Group: | Display

End Date 3772012

Vistors | Groups

Group Group Type City Phene 1 Phore 2 MNew Visitor
Check In

Print Badge

Open

Select All
Unselect All

Print

Close

3. Specify one or more of the following for your search criteria:
o Start Date/lEnd Date—The default value is the current day’s date.
» Building—Select (all) buildings, a specific building, an area, or aview to search.

*  Group—Enter some or all of the hosting group’s name.

string is not case-sensitive and it can appear anywhere in the search results. For
example, a search string of aca returns Academic Affairs Office, Department of
Academic Affairs, and so on.

@ Your search is limited to the exact order of the charactersin the string, but the

4. Click Display.

The groups that meet your search criteriaare displayed in the middle pane of the Visitors
window.
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5. Select the hosting group from the search results, and then click New Visitor.
The New Visitor dialog box opens.
Figure 11-11: New Visitor dialog box

= MNew Visitor EI@

Building: -

Name:
Company Mame:
Email Address:
Phone:

MNotes:

[ ok ][ cancel |

6. Enter theinformation for the unregistered visitor, and then click OK.

The Visitor dialog box closes. You return to the Visitors window with the group and
newly configured visitor automatically selected.

Building and Name are required fields. Depending on how your EMS

@ administrator configured your system, Company Name, Email Address and/or
Phone might be required. Notes are always optional. If you selected a specific
building in Sep 3, then the Building field is automatically populated with the
name of the building in which the event is scheduled and you cannot edit this
value; however, if you have set your preferences for buildings such that this
building is not available to you, then the Building field cannot be populated with
the correct value, and you cannot add the new visitor. See “ Setting User
Preferences and Default Values’ on page 403.

7. Repeat Step 5 and Step 6 as needed to add all the unregistered visitors to the event.

Theinformation that is displayed in the Event column for each unregistered visitor that
is added to an event is determined by the settings that your EM S administrator specified
when configuring the event building. For example, “Unregistered Visitor” might be
displayed. The date and time that you add an unregistered visitor to an event is used as
the Check In date and time for the visitor.
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8. Optionaly, before you check out or check in an unregistered visitor, do one or more of
the following:

Select the unregistered visitor in the lower pane of the Visitors window, and then
click Open to open the reservation in the Navigator that contains the booking that the
unregistered visitor is attending.

On the Tools menu, click Export to export thelist of registered attendees/visitors and
unregistered visitors to a Microsoft Excel spreadsheet.

On the Tools menu, or from the Visitors window, click Print to generate an onscreen
preview of the list of registered attendees/visitors and unregistered visitors. A
variety of options are available from this preview, including the options to email the
list, to export the list to a.pdf, and to list the confirmation.

Figure 11-12: Onscreen preview of a registered and unregistered attendeel/visitor list

Dean Fvans & Associates, Inc (Development) Visitors

Date (8} Attendee  Compmy  Groap Phone 1 Phane 2 Roem Senrt Endl Cheekin  Check Out
Nnme Time: Time:

U0 S Lance Lveong  Demwer
amsyong  F Cyetng

B72011 Sen Tyler Fasrar

B212012 Fri Andrms
Hina

8212012 Fri BobRel

9. To check out/check in an unregistered visitor, do one of the following:

Select the unregistered attendee/visitor, or CTRL-click to select multiple
unregistered attendees/visitors, and then click Check Out to “check out” the
attendees/visitors from the event. A date and timestamp is added to the unregistered
visitors' records.

Select the unregistered attendee/visitor, or CTRL-click to select multiple
unregistered attendees/visitors, and then on the Tools menu, click Undo Check In to
reverse the Checked In status for the unregistered attendees/visitors. (The Check In
date and timestamp is removed from the unregistered visitors' records and if needed,
you can check in the unregistered visitors again). Conversely, if an unregistered
visitor has been checked out, click Undo Check Out to reverse the Checked Out
status for the attendee/visitor.
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To print visitor badges

1. Onthe EMS menu bar, click Reservations > Other > Visitors.
The Visitors window opens.
2. Do one or both of the following:

» Locate and select the attendee as described in “ To manage registered attendees and
visitors’ on page 424.

* Create and select the attendee record as described in “ To check in/check out
unregistered visitors for an event” on page 427.

3. Click Print Badge.

To import a list of attendees and visitors to an event

1. Create atab-delimited file that contains the information (in the order listed) for the
attendees/visitors that are being imported.

Field Description Required/Optional
Name Text. 50 characters maximum. Required
Company Name Text. 50 characters maximum. Optional
Email Address Text. 255 characters maximum. Optional
Phone Text. 50 characters maximum. Optional
Notes Text. No maximum. Optional
Visitor True/False

Each attendee/visitor must be a separate line entry. You use the Add Booking

@ Details Wizard to import thisfile. You can click Print Format on the second page
of the Add Booking Details W zard to see the required format for the tab-delimited
file.

2. Open thereservation for the event in the Navigator. See:
* “Opening areservation directly in the Navigator” on page 79.
»  “Opening areservation through the Reservation Book™” on page 80.
» “Opening areservation through a group” on page 80.
»  Chapter 4, “Search Tools,” on page 195.

3. Intheleft pane of the Navigator, select the reservation for which you are importing the
list of attendees/visitors.
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4. Inthe Bookings pane, click Tooals, and then Click Add Booking Details Wizard.

The Add Booking Details wizard opens.
Figure 11-13: Add Booking Details wizard

(Reservation No. 424) - Add Booking Details

Categories (10)
Audio Services
Catering With Selections
Food services
Food -Services
Headset

Press

test

Video Services
Vid-Services
Visitor

Cancel

5. Select Visitors or Attendees, and then click Next.

The second page of the Add Booking Details Wizard opens with a blank row for adding

an attendee/visitor to the event.

Figure 11-14: Add Booking Details Wizard, Second page

(Reservation No. 424) - Add Booking Details
MName Company Mame Email Address Phone
*
4 m

Notes

Visitor

Delete
Import
Print Format

3

« Previous
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Optionally, you can click Print Format to see the required format for the
@ tab-delimited file.

6. Click Import.
The Open File dialog box opens.

7. Browseto and select the attendee/visitor import file, and then click Open to import the
file.

The Add Booking Details Wizard is updated with the imported attendee/visitor
information. Each imported attendee/visitor is a separate line entry in the Wizard.

Figure 11-15: Add Booking Details wizard, Attendees/Visitors imported

(Reservation No. 424) - Add Booking Details
MName Company Mame Email Address Phone Motes Visitor
[N Foben Green_ ABC Francl et guenesh. G54t B
Rosa McCandless | ABC Financial rosamccandless... | 654-854-5765 [} -
Jemy Raney ITO Technologies  |raney@iotech.net | 451-569-8546
Miles Leslie ITO Technologies  |leslie@itotech.net | 451-569-4512
Joshua Welch ITO Technologies  |welch@itotech net | 451-569-8542 Joshua will be ami...
* O
4 1 | +
<o ] [t
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8. Click Next.

The Select Bookings window opens. Thiswindow displays all the bookings for the
selected reservation with a date greater than or equal to the current day’s date, and that

do not already have the selected booking detail added.
Figure 11-16: Add Booking Details wizard, Select Bookings window

(Reservation No. 424) - Add Booking Details

Date Weekday
5/4/2012 Tue Tuesday

Start End Building
6:00AM 7:00PM BOO1

Foom Event Status

ROD6

4 T

Hide Cancelled Bookings: Hide Old Bookings: [V

Team Transfer Announcements Corfimmed  Yes

[ SelectAl | [ Unselect Al

Service Orde

3

Cancel « Previous

To show canceled bookings, clear Hide Cancelled Bookings. Conversely, to hide
canceled bookings, select Hide Cancelled Bookings. To show all bookings

regardless of date, clear Hide Old Bookings.

9. CTRL-click to select the bookings to which the details are being added, or click Select
All to select al the displayed bookings in asingle step, and then click Finish.

A message opens asking you if you want to add more booking details.
10. Click No.

A message opens indicating that the changes were made successfully.
11. Click OK to close the message and return to the Navigator.

The booking detail (Attendees/Visitors) and itsitems (individual attendees/visitors) are
displayed as folders under the appropriate booking folders in the Navigator.
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Organizations with amobile workforce or flexible work arrangements often adopt a hoteling
or hot-desking strategy—allotting workspace on an as-needed basis to accommodate more
people in less space. EMS Workplace is afacility scheduling system for managing hoteling
requirements, as well as the booking of meeting/event space and resources.

This chapter covers the following topics:
*  “Managing Groups Check In/Check Out Statuses’ on page 437.
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Managing Groups’ Check In/Check Out

Statuses

Employees (referred to as* groups’ in this section) can check in using avariety of active and
passive EM S Workplace methods including Virtual EMS (VEMS), the EMS Kiosk, and your
security badge system. You use the Group Check In Status tool to view the status of all
employees, with or without bookings, who have checked into your building. In addition,
options are available to check in/check out an individual and to manually “no show”
employees who either have not checked in or have checked into another building.

To manage groups’ check in/check out statuses

1. Onthe EMS Workplace menu bar, click Reservations > Hoteling > Check In Status.

The Group Check In Status window opens. If thisis thefirst time that you have opened
this window, then go to Step 2 to set the default values for your building and home city;
otherwise, go to Step 3.

Figure 12-1: Group Check In Status window
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2. Inthe upper right hand corner of the window, click Options to open the Options dialog
box and specify the default values for your home building and home cities.

Figure 12-2: Options dialog box

= Options EI@

Check In/Check Out

Building: {ally -

Home Cities: |

[ ok ][ cancel |

The home building is the building that selected groups are checked in to. You must

@ separate multiple cities by commas, for example, Denver, Chicago, Atlanta. If
Visitors Only is checked as one of the search options, then when you search for
groups to verify their check in/check out status, the groups that have an address
using any of these home cities are not returned in the search results. Only groups
that do not have an address using any of these home cities and that meet all the
search criteria are returned in the search results.

3. Specify the search criteriato search for the groups that you are checking into or checking
out of abuilding.

Option Description

Building The default value is (all), but you can select a specific building, an area,
or a view.

Group Type The default value is (all), but you can select a specific group type.
Event Type The default value is (all), but you can select a specific event type.
Floor The default value is (all), but you can select a specific floor.
Room Type The default value is (all), but you can select a specific room type.
Visitors Only Select this option only if you are searching for groups that do not have

an address using any of the home cities that you have defined.

Not Checked In Only Select this option to search only for groups that have not been checked
into the building.

Multiple Bookings Only Select this option to search only for those groups that have multiple
bookings on the selected date.

Find Name Optional field. Enter a search string by which to filter your search. The
search is not case-sensitive, but the search is limited to the exact order
of characters in the string and the string must begin with the information
for which you are searching. For example, a search string of ed returns
Ed, Edward, Eddie, and so on, but not Ted or Fred.

Date The default value is the current day’s date, but you can select a different
value.

438




Chapter 12
EMS Workplace

4. Click Display.

All the groups that meet all the search criteriaand that have abooking or bookings on the
selected date are displayed on the With Bookings tab.

All the groups that meet all the search criteria but that do not have a booking or
bookings on the selected date are displayed on the Without Bookings tab.

Figure 12-3: Group Check In Status window with results
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5. Optionaly, do one or more of the following:

To view al the bookings that a group has scheduled in the selected building, select
the group on the With Bookings tab. The bookings are displayed on the <Building>
Bookings tab in the bottom pane of the Group Check In Status window.

Figure 12-4: Viewing bookings for a selected group
|
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To check in agroup, select the group, and then click Check In. “Checked In” is
displayed in the Status column for the group on the With Bookings tab, the Date/
Time column are updated with the date and time that you clicked Check In, and
“Client” is displayed in the Source column.

Remember, the group is checked in to the building that you set as your Home
building, and the name of this building is displayed in the Building column.

To check out a group, select the group, and then click Check Out. “ Checked Out” is
displayed in the Status column for the group on the With Bookings tab, the Date/
Time column are updated with the date and time that you clicked Check Out, and
“Client” is displayed in the Source column.

440

If your EMSclient isintegrated with VEMSor EMSKiosk, then employees can be
checked in/checked out through either of these applications as well, and the
Source column indicates this accordingly.

To end abooking for agroup, select the group, and then select the booking on the on
the <Building> Bookings tab and click End Now. Answer “Yes’ at the prompt about
ending the booking immediately.

To open an event in the Navigator, select the event entry on the <Building>
Bookings tab, and then click Go To.

To manually “no show” agroup of employees, continue to “ To run the No Show
Wizard” on page 441.
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To run the No Show Wizard

You use the No Show Wizard to email all groups that have not checked in to a specific
building. It also provides options for changing the status of a group’s bookings so that the
group’s workspace is released.

When you run the No Show Wizard from the Group Check In Satus window, you
must manually create and send the email, and you must manually change the
status. Both of these processes can be automated by creating a No Show
Notification rule. Contact your EMS administrator for assistance.

1. Select the group on the With Bookings tab, and then click No Show.
The No Show Wizard opens.

Figure 12-5: No Show Wizard
No Show Wizard ‘

Send Email:

Change Status

Cancel

2. Do oneor both of the following:

» Tosend an email to the group, select Send Email to open an email form. Complete
and send the email as normally would, and then click Finish.

You can include variables in the subject line as described in the Legend. For
example, %2% is the code for the group name, so “ Notification for %2%" would
result in “ Notification for Academic Affairs’ being displayed in the subject line.

» To change the status for the group’s booking, select Change Status, and then on the
Status dropdown list, select a new status, and then click Finish.
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Academic Planning is an optional component of the EM S software that provides all the
functionality that is necessary for Domain Schedulers to ensure that every class meetsin a
location and at atime that is acceptable to departments and instructors. The system provides
automatic room assignment within user-supplied parameters, integration with your SIS'ERP
software, and efficient online collaboration tools. It also simplifies final exam scheduling
and offers a selection of reports to streamline and analyze the room scheduling process.
When added to the functionality that meeting and event staff already have accessto, it
provides a complete campus-wide space management package referred to as EM'S Campus.

This chapter covers the following topics:

* “Overview of the Academic Scheduling Process’ on page 445.
* “Importing an Academic Term” on page 449.

» “Defining and Editing Courses’ on page 455.

e “Specifying Room Preferences’ on page 485.

» “Assigning Room Preferences and Optimizing” on page 503.

»  “Publishing a Term” on page 529.

e “Post-Publishing Phase” on page 541.

e “Using the Academic Tools’ on page 577.

» “Generating Academic Reports’ on page 601.
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Overview of the Academic Scheduling Process

The academic scheduling process is a multi-step process for enabling online communication
between the Domain Scheduler and academic units, optimizing academic space use, and
creating reservations in EM'S Campus for academic courses. To use the full functionality of
EMS Campus, it isimportant that you understand the academic scheduling specific terms
that are used in EM'S Campus and that you have a high-level understanding of the academic
scheduling configuration process.

Academic scheduling specific terms used in EMS Campus

While meeting/event scheduling and academic scheduling have many features in common,
EMS Campus uses terms that are specific to the academic scheduling configuration process.

Term

Definition

SIS

Generic acronym that is used in EMS Campus to represent a Student
Information System. A system parameter controls the term “SIS,” and
typically, your EMS administrator changes it to the system-specific term
that your organization uses, for example, PeopleSoft, Banner,
Colleague, and so on.

Academic Term

Defines a set of courses that is taught for a specific time period and is
synchronized from the SIS.

Instructors Instructors are imported from your SIS. Instructors determine who is
teaching a course. They are also referred to as a “contact” after
publishing.

Subject Subjects are imported from your SIS. Subjects describe the topic of the

course offered, for example, Math or English. Subjects are assigned to
domains and academic units to designate who manages the courses
that are taught within a subject.

Course Type

A course type is imported from your SIS. Course types categorize
offerings, for example, a lecture or a lab. Course types are used for
limiting the types of rooms in which a course can be taught and for
reporting.

Domain

A level of organization within the institution that defines scheduling
responsibility. The subjects defined within a domain determine the
courses that are listed for the domain. The rooms that are defined within
a domain determine all spaces that are potentially available for the
courses. Functions such as synchronizing, optimizing, and running
reports are carried out on a per domain basis. (A user who has this type
of access is referred to as a Domain Scheduler.) The term “domain” is
controlled by a parameter, and in many cases it is changed to “Campus”
or “School” to better describe how course scheduling is divided.
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Term Definition

Academic Unit A level of organization within the institution that defines responsibility for
making schedule requests for a portion of a domain. The rooms that are
defined within an academic unit give the unit the ability to require these
spaces during optimization. The subjects that are defined within an
academic unit determine the courses that are listed when filtering by the
unit. Academic units are used when assigning permissions to Academic
users and when filtering reports. The term “academic unit” is controlled
by a parameter, and in many cases it is changed to “Department” or
“Division” to better describe how course scheduling requests are

divided.
Campus Planning The web-based interface that is typically used by academic units to
Interface review course schedule data and communicate changes to the domain

scheduler. Any computer with a standard Internet browser can be used
to access the Campus Planning Interface.

Course Equivalent to a section in the SIS. The high level descriptor of a class,

such as “CHEM 101 - Introduction to Chemistry,” and other associated
information such as instructor and estimated enrollment. After a course
is published, it becomes the reservation-level information.

Course Date A unique meeting pattern that is associated with a course, such as
Tuesday/Thursday, 8:00 am to 9:20 am. Courses can have multiple
course dates, such as when a class has both a lecture and a lab
component that meet on different days of the week and at different
times. After a course date is published, it becomes the booking-level
information.

Cross-listed Courses Courses are designated in the SIS as cross-listed for a variety of
reasons; however, after such a designation is made, there are
implications in how EMS handles the courses. If two or more courses
are cross-listed and have identical course date records (meeting
patterns), then these two courses are linked and they are assigned the
same room during optimization and final exam scheduling. They, in
essence, share space by default.

Shared Space If two courses that have identical course date records are to be
scheduled in the same room at the same time, but they are not cross-
listed in the SIS, then they can be designated as Shared Space in EMS.
This designation links the courses so that they are assigned to the same
room during optimization and final exam scheduling. This designation
does not affect the SIS.
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Academic scheduling configuration process

Before academic scheduling can even be carried out, the following must be in place in your
EMS database:

»  Core data—hbuilding, rooms, instructors, course types, and subjects—must be
synchronized with the Student Information System (S1S).

» Academic domains and academic units must be configured.
» Academic users must be configured with the appropriate security settings.

» Default values for academic parameters must be set.

See the EMS Setup Guide for detailed instructions about configuring and
synchronizing this needed academic data.

Although the academic scheduling configuration process varies from one academic site to
another, typically, the same two-phase process, the Academic Planning phase and the Post-
Publishing phase, is carried out, and each process typically has the same high-level steps.

Academic Planning phase

The Academic Planning Phase is the first phase carried out in the academic scheduling
process. This phase typically has the following high-level steps:

1. Importing an Academic Term. See“Importing an Academic Term” on page 449.
2. Defining and Editing Courses. See “ Defining and Editing Courses’” on page 455.
3. Settings Preferences. See “ Specifying Room Preferences’ on page 485.

You can carry out Sep 2 and Sep 3 individually, or you can carry them out
simultaneously using Dual Mode. Dual Mode is explained in detail later in this
manual.

4. Assigning rooms and optimizing. See“ Assigning Room Preferences and Optimizing” on
page 503.
5. Publishing termsin EMS. See “Publishing a Term” on page 529.

Post-Publishing phase

The Post-Publishing Phase is the second phase carried out in the academic scheduling
process. This phase typically has the following high-level steps:

1. Reviewing reservations and resolving room assignments. See “ Post-Publishing Phase”
on page 541.

2. Creating a synchronization schedule. See “ Post-Publishing Phase” on page 541.
3. Creating and publishing afinal exam session. See “Post-Publishing Phase” on page 541.
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Importing an Academic Term

Section Contents

*  Overview of Importing an Academic Term on page 451
»  Synchronizing an Academic Term on page 452
e Synchronizing Courses on page 453
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Overview of Importing an Academic Term

Thefirst step in the academic planning phase is to import aterm. Importing an academic
term consists of the following three steps:

1. A new termiscreated in the Student Information System (SIS), either by rolling forward
apreviousterm, or by creating it from scratch. The term isthen synchronized into EMS.
See " Synchronizing an Academic Term” on page 452.

2. The Domain Scheduler synchronizes course data from the SIS into EMS Campus. See
“Synchronizing Courses’” on page 453.

3. Synchronized courses are reviewed before the term is made available to academic units.
See “Using the Academic Tools” on page 577.
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Synchronizing an Academic Term

When you synchronize your Student Information System (SIS) term data, all the SIS terms
are flagged with a status of New. To create these terms in your EM S database, you select
each term, click Create, and then Process.

To synchronize an academic term

452

1. Onthe EMS Campus menu bar, click Academic Planning > Configuration >
Synchronize Terms.

The EMS Campus Terms window opens.

Figure 13-1: EMS Campus Terms window

#. EMS Campus Terms I_?'|TEI_||“S'§_|
Status:  (&ll) -
Status (10) Term Code Tem
Synchronized  06-FALL 2006 FALL
Synchronized  07- SPR 2007 SPRING
Synchronized  07-FALL 2007 FALL
Synchronized  08-FALL 2008 FALL Unsync
Synchronized  08-5PR 2008 SPRING Frirt |
Synchronized  08-FALL 2009 FALL
Synchronized  09-5PR 2009 SPRING Select Al
Synchronized  10-FALL 2010 FALL Unselect Al

Synchronized  10-5PR 2010 SPRING

Cancel | Process

2. Select the SISterm, or CTRL-click to select the multiple SIS terms that you are creating
in your EMS database, click Create, and then click Process.

If you do not want to create an S Stermin your EMS database, select the term,
and then click Do Not Import.
A message opens indicating that the terms were successfully processed.
3. Click OK to close the message and return to the EM S Campus Terms window.

The status of the termsis set to Synchronized to indicate that the SIS data has been
synchronized.

4. Click Cancd or Close (x) to close the window.
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Synchronizing Courses

After you synchronize terms, the term record that is created in EMSisinitially empty. You
must then synchronize the courses.

To synchronize courses

1. Onthe EMS Campus menu bar, click Academic Planning > Courses > Manage Terms.
The Terms window opens.
Figure 13-2: Terms window
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10-FALL 2010 FALL PUBLISHED 9/13/2010 Scenario A 81772010 316 FM Admin
11-5FR 2011 SPRING ~ PLANNING  1/10/2011 SIS 12/16/2010 218 PM

[

Publish

;

|

Unpublish

[

Update SIS

[

Copy Prefs.

[

Email

V| Active

Inactive

Close

|

2. Onthe Domain dropdown list, select the domain for which you are synchronizing the
term.

3. Select the term for which you are synchronizing the courses, and then click Sync.
Two results are possible:

» If theterm contains edited courses, then a message that states the following opens:
WARNING: You have made changesto 'n' Course(s) in “Define & Edit Mode” that
will be overwritten. Isit OK to continue. You must click Yesto continue and then a
Synchronizing Courses dialog box opens that shows the progress of the course
synchronization. When the courses are synchronized, a dialog box opens with the
message that the courses were synchronized.

» If theterm does not contain edited courses, then a Synchronizing Courses dial og box

453



Chapter 13
Academic Planning (EMS Campus)

opens that shows the progress of the course synchronization. When the courses are
synchronized, a dialog box opens with the message that the courses were
synchronized.

4. Click OK to close the message and return to the Terms window.

After you synchronize the courses, you can review them in the Academic Browser.
See * Searching with the Academic Browser” on page 579.
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Section Contents

»  Overview of Defining and Editing Courses on page 457
» Enabling/Disabling a Term for Define & Edit Mode on page 458
* Reviewing and Editing Courses on page 461

Working with Shared Space on page 475

455



Chapter 13
Academic Planning (EMS Campus)

456



Chapter 13
Academic Planning (EMS Campus)

Overview of Defining and Editing Courses

After the Domain Scheduler has imported a term and synchronized the courses for the term,
he/she has the option of selecting the mode for the term. Each mode is optional, but each
mode provides mode-specific functionality so that the mode can be carried out.
Organizations use the Define & Edit mode to solicit information about new, changed, or
canceled courses, or course dates for aterm. Additionally, courses that share space can be
indicated. After the academic units enter thisinformation, the Domain Scheduler can run
reports and based on the information in the reports, make the selected modificationsin the
SIS.

1. The Domain Scheduler enables Define & Edit Mode. See “Enabling/Disabling a Term
for Define & Edit Mode” on page 458.

2. Academic units review the course schedul e data, make change requests as appropriate
for new, edited, and/or canceled courses, and mark those courses that share space. See
“Reviewing and Editing Courses’ on page 461 and “Working with Shared Space” on
page 475.

3. The Domain Scheduler generates and reviews the Course Change report, enters the
needed modifications into the SIS, and resynchronizes the courses. See “ Synchronizing
Courses’ on page 453.

4. TheDomain Scheduler reviews and/or indicates the shared space settings. See “Working
with Shared Space” on page 475.

When you are defining and editing cour ses, you have the option of selecting
Define and Edit mode, or Dual mode. Dual mode enables a term for both Define
& Edit Mode and Set Preference mode at the same time. If you select Define and
Edit mode, then the steps that you carry out during this mode are distinct and
unique from the steps that you carry out in the next mode, which is the Set
Preferences mode. Although these two modes are presented as distinct modes and
discussed in two separate sectionsin this manual, if you select Dual mode, then
the stepslisted in both these sections are applicable at the same time.
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Enabling/Disabling a Term for Define & Edit
Mode

After you have imported aterm and synchronized the courses for the term, you can set the
mode to Define & Edit and make the term available to the academic units.

To enable/disable a term for Define & Edit mode

1. Onthe EMS Campus menu bar, click Academic Planning > Courses > Manage Terms.
The Terms window opens.

Figure 13-3: Terms window

= Terms [F=5 Eol 5
Domain: Main Campus -
Term Code (5) Description Phase Start Date Active Scenario Last Sync Edit
03-5FR 2009 SPRING ~ PUBLISHED 1/12/2003 Scenario 2 10/17/2008 3:40 PM Print
03-FALL 2009 FALL PUBLISHED 8/10/2009 Scenario 1 1/15/2010 1:24 PM
10-5FR 2010 SPRING ~ PUBLISHED 1/11/2010 Scenario A 2/22/2010 1:51 PM Syne
10-FALL 2010 FALL PUBLISHED 9/13/2010 Scenario A 81772010 316 FM Admin

11-5FR 2011 SPRING  PLANNING  1/10/2011 SIS 12/16/2010 218 FM

;

Publish

Unpublish

|

[

Update SIS

Copy Prefs.

[

[

Email

V| Active

Inactive

|

Close

2. Onthe Domain dropdown list, select the appropriate domain.
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3. Select the term for which you are setting Define & Edit mode, and then click Edit.
The Term dialog box opens. The Term tab is the active tab.
Figure 13-4: Term dialog box

= 12-FALL - 2012 FALL o 2|
Term | Excluded Dates | Auto Sync Settings | Audit |

Tem Code: 12-FALL

Description: 2012 FALL

Start Date: 8/20/202

End Date: 12/7/2012

Last Synchronization: YB20121221 FM

Phase: |

MNotes:

Available To Academic Units:

Time Block Template: {none) -

Active Scenario: SIS -

Enroliment Based On: Estimated -
Mode

Define & Edit Courses Set Preferences Dual @ Read Only
Inactive %" spelling [ 0K ] | Cancel |

4. Optionally, in the Phase and Notes fields, enter information that indicates to the
academic units what part of the academic scheduling processis currently taking place,

for example, “ Course Review,” or “Planning” aong with any supporting information or
instructions.

If you are going to select Dual mode, then make sure to note that both course
review/planning and setting preferences are currently taking place. Academic
units can view this information in the Campus Planning Interface.

5. Do one of the following:

* |f academic unit-level users are to have access to the term, select Available to
Academic Units.

« Toremovetheusers accessto theterm, clear Available to Academic Units.

6. Optionaly, if you have configured time block templates, select the appropriate template
for this term.

At this stage, the only active scenario that isavailable is S, and you cannot
@ change this value.
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7. Select the enrollment that is to be compared to room capacity throughout the academic
planning process.

8. Inthe Mode section, do one of the following:
* Toenable Define & Edit mode, select Define & Edit Courses.
» Todisable Define & Edit mode, select Read Only or Set Preferences.
» To enable both Define & Edit mode and Set Preferences mode, select Dual.

9. Click OK to close the Term dialog box and return to the Terms window, with the term
till selected in the window.

10. On the Termswindow, click Email to open an email that is pre-addressed to all academic
unit-level users that have been defined in your EM S database. Complete and send the
email as you normally would.

Figure 13-5: SMTP Email window

= Email EI@

lm Attachments

From: bryan@dea.com

H

continuinged @dea.com

d

Bec...

Subject:
Attachments:

Message:

Tirmes New Roman -6 H| $ B2E BT

Send || Cancel
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Reviewing and Editing Courses

After aterm has been made available to the academic units, the academic units can begin
reviewing their courses and requesting additions, deletions, and modifications as appropriate
using the Campus Planning Interface (typical) or the EMS Campus desktop client (if granted
access).

To review and edit courses

1. Onthe EMS Campus menu bar, click Academic Planning > Courses > Academic
Browser.

The Academic Browser opens.
2. If needed, open the Filter tab.

Figure 13-6: Academic Browser, Filter tab

= Academic Browser EI@
Browse For: MNew Section Mew Course | Refresh | Options
Fiter | Results
Domain: Main Campus - W| |W
Tem: 2011 SPRING -
Scenario: 515 ¥  Active Scenario
Academic Unit: (&l -
Subject: (all)y -
Instructor: (all)y -
Preferences Exist: (&l -
Modified Courses Only:

3. Make surethat the Browse For option is set to Courses.

4. Onthe Domain dropdown list, select the appropriate domain and then on the Term
dropdown list, select the appropriate term.
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5. Continue to one of the following:

“To add anew coursein EMS Campus’ bel ow.

“To add a new section for a course” on page 464.

“To add a course date in EM'S Campus’ on page 465.
“To edit acoursein EMS Campus’ on page 467.

“To edit acourse datein EMS Campus’ on page 469.
“To cancel acourse datein EMS Campus’ on page 471.
“To cancel acoursein EMS Campus’ on page 473.

To add a new course in EMS Campus

1. Set any other criteria (academic unit, subject, and so on) as needed to provide assistance
in locating an existing course, and then click Get Data.

The courses that meet your search criteria are displayed on the Results tab.

For detailed information about searching with the Academic Browser, see
“ Searching with the Academic Browser” on page 579.

2. Click New Course.

The New Course dialog box opens. The Course tab is the active tab.

Figure 13-7: New Course dialog box

= New Course ===
| Course | User Defined Felds
Tile:
Course Number.
Section:
Subject: -
Instructor: -
Estimaied Enrollmert: 0
Credit Hours: 0.00
Notes:
Course Dates
SaiDate  EndDae  StatTme  EndTme  Days  CouseType  Room Not Required New
Edit
Delete

3. Complete the required information—title, course number, section, subject, instructor,
estimated enrollment, credit hours, course type—on the Course tab.
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4. For each course meeting pattern (days and times) that you are adding to the new course,
do the following:

* Inthe Course Dates section, click New to open the Course Dates dialog box and on
the Course Type dropdown list, select the course type.

* Do one of the following:

* Manually enter the meeting pattern information (start and end dates, start and
end times, and meeting days) for the course.

» Click Time Blocks to open the Time Blocks dialog box, and then select atime
block from alist of time blocks that have been made available for the term.

Figure 13-8: Course Dates dialog box

= Course Dates EI@
Course Type: {none) -
Start Date: 2/20/2012 E| Start Time: E|
End Date: 12/7/2012 ]  End Time: =

u M T W R F 5
Foom Mot Required:

[ ok ][ Cancel

Make sure to select Room Not Required if the course does not require a room, for
example, an independent study class, a research class, and so on.

Depending on how your EMS administrator has configured EMS Campus, only
@ the Time Blocks option might be available to you.

5. Optionaly, in the Notesfield, enter any information about the course that might be
relevant to the Domain Scheduler.

6. Open the User Defined Fields tab, and for any user-defined questions that are displayed
on the tab, do the following:

»  Select the question, and then click Set Value to open a dialog box in which you can
enter the answer to the question.

* Click OK to close the dialog box and return to the User Defined Fields tab.

User-defined fields, or UDFs, are typically used by a Domain Scheduler to solicit
@ additional user-supplied information about a course.

7. Click OK to close the New Course dialog box and return to the Academic Browser.
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8. Click Refresh.
“New” is displayed for the course state.

If you have selected Dual mode for the term, then you can set preferences during
this step as well. See “ To use the Course Navigator to set preferences and
requirements’ on page 498.

To add a new section for a course

To add a new section of an existing course, you must copy an existing course, and then edit
the section number and any other pertinent information.

1. Setany other criteria (academic unit, subject, and so on) as needed to provide assistance
in locating an existing course, and then click Get Data.

The courses that meet your search criteria are displayed on the Results tab.

For detailed information about searching with the Academic Browser, see
“ Searching with the Academic Browser” on page 579.
2. Select the course that is to be copied, and then click New Section.

The New Section dialog box opens. The fields are automatically populated with the
information for the copied course.

Figure 13-9: New Section dialog box

= New Section oo =
[ Course | User Defined Fieids |
Tie: Generel Chemistry
Course Number: 150
Section: o
Subject CHEMISTRY -
Instructor Lawson, Futh -
Estimated Envoliment: 140
Credit Hours 300
Notes
Course Dates
StatDate  EndDate  StatTme  EndTme  Days  CouseType  Room Not Requied New
8202012 12772012 SO0AM S50AM  MWF  Lecture Edt
Delete

3. Edit the section number and any other pertinent information as needed, and then click
OK.

Depending on how your EMS administrator has configured EMS Campus, only
@ the Time Blocks option might be available to you.

A message opens indicating that the course was created successfully.
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4. Click OK to close the message and return to the Academic Browser.

If you have selected Dual mode for the term, then you can set preferences during
this step as well. See “ To use the Course Navigator to set preferences and
requirements’ on page 498.

To add a course date in EMS Campus

To add anew date to acoursein EMS Campus, you must find the course using the Academic
Browser, and then edit the course date and other pertinent information in the Course
Navigator.

1. Set any other criteria (academic unit, subject, and so on) as needed to provide assistance
in locating the course, and then click Get Data.

The courses that meet your search criteria are displayed on the Results tab.

For detailed information about searching with the Academic Browser, see
“ Searching with the Academic Browser” on page 579.

2. Inthe search results, double-click the course to which you are adding a course date.

The course opensin the Course Navigator.

For detailed information about working with the Course Navigator, see“ Using
@ the Course Navigator” on page 594.

Figure 13-10: Course opened in the Course Navigator

= Course Navigator - SIS EI@
Course Title: Business Statistics Instructor: Larson. William
Tem: 11-5PR - 2011 SPRING Est. Enrollment: 30
CRN: 160202 Act. Enrollment: 0 Cancel
Course: BUS 201 01 Credit Hours: 3
Academic Unit: School of Business Course State: Edited
Dates | User Defined Fields (0) | History (D) |
Course Type Start Date End Date Days Start Time End Time Location State
Independent Study  1/10/2011 Mon 5/3/2011 Tue F 8:00 AM 10:00 AM (unassigned) New
Discussion/Recitation 1/10/2011 Mon 571372011 Fi - MWF 8:00 AM 5:50 AM JEFF J-251  Edited
e
Preferences | Final Bxam Settings | History (0)
Preference Value Required Copy
Paste
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3. Click New.
The New Course Dates dialog box opens.

Figure 13-11: New Course Dates dialog box

= MNew Course Dates EI@
Course Dates
Start Date End Date Start Time End Time Days Course Type Foom Mot Required MNew
Edit
Delete

[ ok ][ cancel |

4. For each new course meeting pattern (days and times) that you are adding to the course,
do the following:

* Onthe New Course Dates dialog box, click New to open the Course Dates dialog
box and on the Course Type dropdown list, select the course type.

* Do one of the following:

e Manually enter the meeting pattern information (start and end dates, start and
end times, and meeting days) for the course.

» Click Time Blocks to open the Time Blocks dialog box, and select atime block
from alist of time blocks that have been made available for the term.

Figure 13-12: Course Dates dialog box

u M

T w R

F

S

= Course Dates EI@
Course Type: {none) -
Start Date: 2/20/2012 E| Start Time: E|
End Date: 12/7/2012 ]  End Time: =

Foom Mot Required:

oK || Cancel

Make sure to select Room Not Required if the course does not require a room, for

example, an independent study class, a research class, and so on.
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Depending on how your EMS administrator has configured EMS Campus, only
@ the Time Blocks option might be available to you.

5. Click OK to close the Course Dates dialog box, and then click OK to close the New
Course Dates dialog box and return to the Course Navigator.

The state for each newly added course date is set to “New” in the middle pane of the
Course Navigator.

If you have selected Dual mode for the term, then you can set preferences during
this step as well. See” To use the Course Navigator to set preferences and
requirements’ on page 498.

To edit a course in EMS Campus

To edit acoursein EMS Campus, you must find the course using the Academic Browser, and
then edit the course information in the Course Navigator.

1. Set any other criteria (academic unit, subject, and so on) as needed to provide assistance
in locating the course, and then click Get Data.

The courses that meet your search criteria are displayed on the Results tab.

For detailed information about searching with the Academic Browser, see
“ Searching with the Academic Browser” on page 579.

2. Inthe search results, double-click the course that you are editing.

The course opens in the Course Navigator. See Figure 13-13 on page 468.

For detailed information about working with the Course Navigator, see “ Using
@ the Course Navigator” on page 594.
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Figure 13-13: Course opened in the Course Navigator

= Course Navigator - SIS

Course Title: Business Statistics
Tem: 11-5PR - 2011 SPRING
CRN: 160202

Course: BUS 201 01

Academic Unit: School of Business

Instructor: Larson. William
Est. Enrolment: 30

Act. Enrollment: 0

Credit Hours: 3

Course State:

Dates | User Defined Fields (0) | History (D) |

Course Type Start Date  «  End Date Days
Independent Study  1/10/2011 Mon 5/3/2011 Tue F
Discussion/Recitation 1/10/2011 Mon 5/13/2011 Fi - MWF

Start Time
8:00 AM
8:00 AM

End Time
10:00 AM
9:50 AM

Location State

(unassigned) MNew

JEFFJ-251  Edited

Preferences | Final Exam Settings I History (D}|
Required

Preference Value

Close

3. Click edit in the top pane of the Navigator.
The Course dialog box opens.

Figure 13-14: Course dialog box

= Course
Course | fndit

Title:

Course Number:

Section:

Subject:

Instructor:

Estimated Enrolment:
Credit Hours:
Reservation 1D:

MNotes:

ACCOUNTING
Nash, Grahm
30

3.00

0

[

OK

| [ Cancel

]

4. Edit the course information as needed, and then click OK to close the Course dialog box
and return to the Course Navigator.

The course state is set to “Edited” in the top pane of the Course Navigator.
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To edit a course date in EMS Campus

To edit a course date in EM S Campus, you must find the course using the Academic
Browser, and then edit the course date in the Course Navigator.

1. Set any other criteria (academic unit, subject and so on) as needed to provide assistance
in locating the course, and then click Get Data.

The courses that meet your search criteria are displayed on the Results tab.

For detailed information about searching with the Academic Browser, see
“ Searching with the Academic Browser” on page 579.

2. Inthe search results, double-click the course for which you are editing the course date.

The course opens in the Course Navigator.

For detailed information about working with the Course Navigator, see “ Using
@ the Course Navigator” on page 594.

Figure 13-15: Course opened in the Course Navigator

= Course MNavigator - SIS EI@
Course Title: Business Statistics Instructor: Larson. William
Tem: 11-5PR - 2011 SPRING Est. Enrollment: 30
CRN: 160202 Act. Enrollment: 0 Cancel
Course: BUS 201 01 Credit Hours: 3
Academic Unit: School of Business Course State: Edited
Dates | User Defined Fields (0) | History (D) |
Course Type Start Date End Date Days Start Time End Time Location State
Independent Study  1/10/2011 Mon 5/3/2011 Tue F 10:00 AM (unassigned) MNew
Discussion/Recitation 1/10/2011 Mon 5/13/2011 Fi - MWF 8:00 AM 9:50 AM JEFF J-251  Edited
e
Preferences | Final Bxam Settings | History (0)
Preference Value Required Copy
Paste
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3. Inthe middle pane of the Course Navigator, select the course date record that you are
editing, and then click Edit.

The Course Dates - (SIS) dialog box opens.
Figure 13-16: Course Dates - (SIS) dialog box

= Course Dates - SIS = B ==
Courss Dates | Final Exam Settings | Audt |
Start Date: DEJEGE -] StatTime: 500 AM [-] CourseType Lecture -
End Date: 12/7/2012  [v) EndTime: 950 AM [=] SIS Room (unassigned)

u M T w R F 5

0 ® 0 @ 0 @ [0 /Tmebda]

Assigned Room (unassigned)

Room Settings Settings

@ Set Standard Room Preferences Seat Fill Percentsgs: 100%
*) Room Not Required Ignore Tem Bxcluded Dates: [7]

*) Pubiish In SIS Room (No Optimization) Notes

*) Require 515 Room

*) Requires Different Room

Sams Room
Preferences

Building: Adams ~ [7] Required 1 Room Available
Features:

Room 1: o preference) + [] Required ot p—

Floom 2: o preference) d Campus Quad Area [Do ot Uss_|=

Room 3: ino preference) - Projection System Do Not Use ||

Room Type: (imit by course type) +| [] Required Smart Board Do Nt Use | =
\ihitsbosrd Do Not Use ||
Windows) Do ot Uss | =

Apply Changes To Related Course Dates (Checked tems Will Be Changed)

Course CRN  Course Tilk Instructor  Stat Daie  EndDaie  StatTme  EndTme  Locaion  Days  Xlist
[] CHEM 15001 191001  General Chemistry Lawson, Futh 8/20/2012 Mon 12/7/2012 i 1:00 PM 1:50 PM {unsssigned)  MWF
[] CHEM 15001 191001  General Chemistry Lawson, Ruih 8/20/2012 Mon 12/7/2012F7  3:00FM 50PM {unassigned)  MWF

% s

4. Edit the course dates as needed.
* To edit the course dates, do one of the following:

* Manualy edit the start/end dates, start/end times, course type, and/or the days
that the course meets.

» Click Time Blocks to open the Time Blocks dialog box, and select atime block
from alist of time blocks that have been made available for the term.

the Time Blocks option might be available to you. (You cannot manually edit the

@ Depending on how your EMS administrator has configured EMS Campus, only
course days and times.)

* Theroom assigned to this course in the SISislisted in the SIS Room text box. You
cannot edit this value; however, make sure to select Room Not Required if this
course date does not require aroom (for example, independent study, research, and
SO on).
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* The Seat Fill Percentage, in conjunction with the estimated enrollment, is used to
determine the size of the room needed for the class. For example, a Seat Fill
Percentage of 50% and an estimated enrollment of 100 means that the course should
be held in aroom that can accommodate 200 people.

The Seat Fill Percentage isinitially set to the default value that is specified in
@ EMS (Campus) system parameters, but you can update the value on a per course
date basis. See System Parameters in the EMS Setup Guide.

» If you are editing a course date for a course that is cross-listed or sharing space with
another course, you are provided with an option in the bottom pane of the Course
Dates dialog box to apply your changesto the related course dates. To apply changes
to the cross-listed courses, check the appropriate course date listings.

Figure 13-17: Applying changes to related course dates

Apphy Charges To Felaled Coutis Dates [Chacked Rems 'Will Be Changsd]

T CRN Course Titls Ineidruschod Slat Disha End Dt Shait Tiems End Tima Location Dy
] sus 3 10008 Busimess Slatishics Ewang, Sefior 171470008 Mon 57972008 Fn - 200 PM 250 PM EVNSEIDT MWF
] MATH SN 10003 Busires: Statistics (Grad] Evans, Sefior 19472008 Mon 5700 FI 200 AM 10000 AM [urasmgred] U
] MATHSO 00 10009 Busksss Stahstics (Grad) Evens, Sefor  1/1472008 Mon S/A/2000F0  S00AM 1000 AM EVNSENZ 5

L4 *

% ok =m

5. Click OK to close the Course dialog box and return to the Course Navigator.
The course date state is set to “Edited” in the middle pane of the Course Navigator.

If you have selected Dual mode for the term, then you can set preferences during
this step as well. See “ To use the Course Navigator to set preferences and
requirements’ on page 498.

To cancel a course date in EMS Campus

To cancel acourse date in EM S Campus, you must find the course using the Academic
Browser, and then cancel the course date in the Course Navigator.

1. Set any other criteria (academic unit, subject and so on) as needed to provide assistance
in locating the course, and then click Get Data.

The courses that meet your search criteria are displayed on the Results tab.

For detailed information about searching with the Academic Browser, see
“ Searching with the Academic Browser” on page 579.
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2. Inthe search results, double-click the course for which you are canceling a course date.

The course opens in the Course Navigator.

For detailed information about working with the Course Navigator, see “ Using
@ the Course Navigator” on page 594.

Figure 13-18: Course opened in the Course Navigator

= Course MNavigator - SIS EI@
Course Title: Business Statistics Instructor: Larson. William
Tem: 11-5PR - 2011 SPRING Est. Enrollment: 30
CRN: 160202 Act. Enrollment: 0 Cancel
Course: BUS 201 01 Credit Hours: 3
Academic Unit: School of Business Course State: Edited
Dates | User Defined Fields (0) | History (D) |
Course Type Start Date End Date Days Start Time End Time Location State
Independent Study ~ 1/10/2011 Mon 5/3/2011 Tue F (unassigned) MNew
Discussion/Recitation 1/10/2011 Mon 5/13/2011 Fi - MWF 8:00 AM 9:50 AM JEFF J-251  Edited
e
Preferences | Final Bxam Settings | History (0)
Preference Value Required Copy
Paste

3. Inthe middle pane of the Course Navigator, select the course date record that you are
canceling, and then in the top pane of the Navigator, click Cancel.

A dialog box opens, asking you if it is OK to cancel the selected course.
4. Click Yesto close the dialog box and return to the Course Navigator.

The course date state is set to “ Cancelled” in the middle pane of the Course Navigator.

To reverse a cour se date cancellation, select the canceled course date in the
Course Navigator, and then click Uncancel.
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To cancel a course in EMS Campus

To cancel acoursein EMS Campus, you must find the course using the Academic Browser,
and then cancel the course in the Course Navigator.

1. Set any other criteria (academic unit, subject and so on) as needed to provide assistance
in locating the course, and then click Get Data.

The courses that meet your search criteria are displayed on the Results tab.

For detailed information about searching with the Academic Browser, see
“ Searching with the Academic Browser” on page 579.

2. Inthe search results, double-click the course that you are canceling.

The course opensin the Course Navigator.

For detailed information about working with the Course Navigator, see “ Using
@ the Course Navigator” on page 594.

Figure 13-19: Course opened in the Course Navigator

= Course Navigator - SIS EI@
Course Title: Business Statistics Instructor: Larson. William
Tem: 11-5PR - 2011 SPRING Est. Enrollment: 30
CRN: 160202 Act. Enrollment: 0 Cancel
Course: BUS 201 01 Credit Hours: 3
Academic Unit: School of Business Course State: Edited
Dates | User Defined Fields (0) | History (D) |
Course Type Start Date End Date Days Start Time End Time Location State
Independent Study  1/10/2011 Mon 5/3/2011 Tue F 8:00 AM 10:00 AM (unassigned) New
Discussion/Recitation 1/10/2011 Mon 5/13/2011 Fi - MWF 8:00 AM 9:50 AM JEFF J-251  Edited
e
Preferences | Final Bxam Settings | History (0)
Preference Value Required Copy
Paste

3. Inthetop pane of the Navigator, click Cancel.
A dialog box opens, asking you if it is OK to cancel the selected course.
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4. Click Yesto close the dialog box and return to the Course Navigator.

The course state is set to “Cancelled” in the top pane of the Course Navigator. The state
for every course date that is displayed in the middle pane of the Course Navigator isalso
set to “ Cancelled.”

To reverse a course cancellation, open the canceled course in the Course
Navigator, and then in the top pane of the Course Navigator, click Uncance.
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Working with Shared Space

The shared space designation is used for two or more courses that are not cross-listed in the
SIS, but that have matching patterns and are meant to be held in the same room. The shared
space designation links the courses together for the set preferences, optimization, publishing,
and final exam scheduling functions. Shared space is assigned in a parent-child relationship.
If needed, you can change the parent designation. In addition, if a course that is cross-listed
in the SIS is not meant to be held in the same room, or if courses that are marked as shared
space are no longer meant to share space, then you can reverse the shared space designation.
You can also review shared spaced designations.

Academic units that have the appropriate permissions can indicate shared space
using the Campus Planning Interface. You might want to review these shared
space settings before working with shared space.

To assign shared space to courses

1. Onthe EMS Campus menu bar, click Academic Planning > Courses > Academic
Browser.
The Academic Browser opens.

2. If needed, open the Filter tab.

Figure 13-20: Academic Browser, Filter tab

= Academic Browser EI@
Browse For: MNew Section  Mew Course | Refresh | Options
Fiter | Results

Domain: Main Campus hd Resst Advanced >

Tem: 2011 SPRING -

Scenario: sis *  Active Scenario

Academic Unit: (&l -

Subject: =1} -

Instructor: {ally -

Preferences Exst: {ally -

Modified Courses Only:

3. Onthe Domain dropdown list, select the appropriate domain and on the Term dropdown
list, select the appropriate term.
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4. Set any other criteria (academic unit, subject, and so on) as needed to provide assistance
in locating the courses that are to share space, and then click Get Data.

The courses that meet your search criteria are displayed on the Results tab.

For detailed information about searching with the Academic Browser, see
“ Searching with the Academic Browser” on page 579.
5. CTRL-click to select the courses that are to share space.
6. Onthe Tools menu, click Shares Space.
A message opens asking you if you are sure that the selected courses are to share space?
7. Click Yes.

The message closes and you return to the Academic Browser. The Shares Spaces
designation isindicated in the browser. The parent item isindicated with * Parent, and
the child item is indicated with the parent’s Course Number and Section Number.
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To change the parent designation for shared space/cross-listed

spaces

When you set the shared space designation for courses, EM'S Campus arbitrarily specifies
one of the courses as the parent course. The academic unit that controls the parent courseis
the unit that sets the preferences for the shared courses in the Set Preferences mode. If the
academic unit that you want to set the preferences in the Set Preferences mode is not
currently the parent course, then you can change the parent designation for the courses. Also,
after you publish courses, you can change the room only for the parent course and the child
course “just follows along.” If the course on which you want to base the room change is not
currently the parent course, then you can change the parent designation for the courses.

1. Onthe EMS Campus menu bar, click Academic Planning > Courses > Academic
Browser.

The Academic Browser opens.
2. If needed, open the Filter tab.

Figure 13-21: Academic Browser, Filter tab

= Academic Browser EI@
Browse For: New Section Mew Course | Refresh | Options
Fiter | Results

Domain: Main Campus e Reset Advanced >

Tem: 2011 SPRING -

Scenario: SIS ¥ Active Scenario

Academic Unit: {all) -

Subject: {all) -

Instructor: (all) -

Preferences Exist: (all) -

Modified Courses Only:

3.  Onthe Domain dropdown list, select the appropriate domain and on the Term dropdown
list, select the appropriate term.

4. Set any other criteria (academic unit, subject, and so on) as needed to provide assistance
in locating the shared spaces courses, and then click Get Data.

The courses that meet your search criteria are displayed on the Results tab.

For detailed information about searching with the Academic Browser, see
“ Searching with the Academic Browser” on page 579.
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5. CTRL-click to select the parent course and the child courses.
6. On the Tools menu, click Change Shared Space parent.

The Shares Space Change Parent dialog box opens. This dialog box lists the parent class
and all its child classes that share space.

Figure 13-22: Shares Space Change Parent dialog box

= Shares Space Change Parent EI@
Course Shares Space SIS XList CRN Course Title Course Type Instructor Days Start Timi
HIST 300 01 “Parent “Yes 160304  Greek History Lecture Knox, Aaron  MWF 11:00 AM
HUM 31001 HIST 300 M1 Yes 160350  Greek History Lecture Knox, Asron  MWF 11:00 AM
HUM 33001 HIST 30001 Yes 162350  Impact of Literature on the Renaissance Lecture Knox, Aaron  MWF 11:00 AM
4 m 3
=

7. Select the course that isto be the new parent, and then click Set Parent.

A Set Parent dialog box opens, indicating that the selected course will be set as the
parent for al the listed courses, and asking you if it is OK to continue.

8. Click Yes.

The Set Parent dialog box closes. You return to the Academic Browser with the new
parent designation indicated in the browser.
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To reverse the shared space designation

1. Onthe EMS Campus menu bar, click Academic Planning > Courses > Academic
Browser.
The Academic Browser opens.

2. If needed, open the Filter tab.

Figure 13-23: Academic Browser, Filter tab

= Academic Browser EI@
Browse For: New Section Mew Course | Refresh | Options
Fiter | Results

Domain: Main Campus - Reset Advanced >

Term: 2011 SPRING -

Scenario: SIS ~  Ative Scenario

Academic Unit: {all) -

Subject: (ally -

Instructor: (all) -

Preferences Exst: {all) -

Modffied Courses Only:

3. Onthe Domain dropdown list, select the appropriate domain and on the Term dropdown
list, select the appropriate term.

4. Set any other criteria (academic unit, subject, and so on) as needed to provide assistance
in locating the courses that are to no longer share space, and then click Get Data.

The courses that meet your search criteria are displayed on the Results tab.

For detailed information about searching with the Academic Browser, see
“ Searching with the Academic Browser” on page 579.

5. CTRL-click to select the courses that are to no longer share space.

6. Onthe Tools menu, click Does Not Share Space.

A message opens asking you if you are sure that the selected courses are to no longer
share space.

7. Click Yes.

The message closes. You return to the Academic Browser, with the Shared Space
designation removed for the selected courses.
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To review shared space designations

Academic units might designate shared space that they can review in the Campus
Planning Interface.

1. Onthe EMS Campus menu bar, click Academic Planning > Courses > Academic
Browser.

The Academic Browser opens.
2. If needed, open the Filter tab.

Figure 13-24: Academic Browser, Filter tab

= Academic Browser EI@
Browse For: MNew Section  Mew Course | Refresh | Options
Fiter | Results

Domain: Main Campus - Resst Advanced >

Tem: 2011 SPRING -

Scenario: sis *  Active Scenario

Academic Unit: (&l -

Subject: =1} -

Instructor: {ally -

Preferences BEdst: {ally -

Modified Courses Only:

3. Onthe Domain dropdown list, select the appropriate domain and on the Term dropdown
list, select the appropriate term.

4. Set any other criteria (academic unit, subject, and so on) as needed to provide assistance
in locating the courses that you are reviewing, and then click Get Data.

The courses that meet your search criteria are displayed on the Results tab. Use the
information in the Shared Space column to identify and review the courses that share
space. You can also click the column heading to sort by shared space. See Figure 13-25
on page 481.

For detailed information about searching with the Academic Browser, see
“ Searching with the Academic Browser” on page 579.
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Figure 13-25: Academic Browser search results showing Shared Space designation

-

= Academic Browser |E||E|E|
Browse For:  Courses = Print  Export Tools = | Refresh | Options
| Filter | Results
drag & column header here to group by that column =)

Course Shares Space SIS Xlist CRN Course Title Course Type Instructor

|CHEM 10202 CHEM 10207 160002 Lab Lab ‘Braaksma, Mindy

CHEM 102 03 CHEM 102 08 160003  Lab Lab Lipscomb, Jennifer

CHEM 102 04 160004  Lab Lab Rich, Jennifer

CHEM 102 05 160005  Lab Lab Myers, Jesse

CHEM 102 06 160006  Lab Lab Hormuth, Kelly

CHEM 10207 CHEM 10202 160007  Lab Lab TED

CHEM 102 03 CHEM 10203 160008  Lab Lab TED

CHEM 150 01 161001  General Chemistry Lecture Lawson, Ruth

CHEM 15102 161002  General Chemistry Laboratory Lab Bryant, Paul

CHEM 15103 161003  General Chemistry Laboratory Lab Chelios, Chris

CHEM 15104 161004  General Chemistry Laboratory Lab Armstrong, Lance

CHEM 15105 161005  General Chemistry Laboratory Lab Carpenter, Susan

CHEM 15106 161006  General Chemistry Laboratory Lab Taylor, Lawrence

CHEM 20101 161009  Analytical Chemistry I Draper, Kris

CHEM 20101 160009  Organic Chemistry I Mowak, Ed

CHEM 20102 160010  Organic Chemistry I Mowak, Ed

CHEM 202 01 160011  Organic Chemistry II Meyers, Chris

CHEM 20202 160012  Organic Chemistry II Meyers, Chris

CHEM 21202 161010  Analytical Chemistry I Draper, Kris

CHEM 21301 161011 Analytical Chemistry IT Wiliams, Amy

| 1213 Records =

[« ]
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|ldentifying New/Edited/Canceled Courses

After the academic units have made their modifications to the course schedule, you must
identify and compile alist of modifications and enter the approved changes in the Student
Information System (SIS). EM'S Campus flags course changes using a field named Course
State. New, edited, and canceled courses are marked as “New,” “Edited,” and “Cancelled,”
respectively. Typically, you generate the Course Changes report to view and identify the
requested course changes; however, if further clarification is needed, then you can use the
Academic Browser and/or Course Navigator.

For detailed information about generating the Course Changes report, and the
@ information that is contained in the report, see “ Generating Academic Reports’
on page 601.

Prior to reviewing the modifications, you can remove access to the term from your
@ academic units. See “ Enabling/Disabling a Term for Define & Edit Mode” on
page 458.

To identify new/edited/canceled courses

482

1. Onthe EMS Campus menu bar, click Academic Planning > Courses > Academic
Browser.

The Academic Browser opens.
2. If needed, open the Filter tab.

Figure 13-26: Academic Browser, Filter tab

= Academic Browser EI@
Browse For: MNew Section Mew Course | Refresh | Options
Fiter | Results
Domain: Main Campus - W| |W
Tem: 2011 SPRING -
Scenario: 515 ¥  Active Scenario
Academic Unit: (&l -
Subject: (all)y -
Instructor: (all)y -
Preferences Exist: (&l -
Modified Courses Only:
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3. Onthe Domain dropdown list, select the appropriate domain and on the Term dropdown

list, select the appropriate term.

Set any other criteria (academic unit, subject, and so on) as needed to provide assistance
in locating the courses that you are reviewing, and then click Get Data.

The courses that meet your search criteria are displayed on the Results tab. Use the
information in the State column to identify the change made to each course that is listed.

For detailed information about searching with the Academic Browser, see
“ Searching with the Academic Browser” on page 579.

Figure 13-27: Academic Browser search results with State column shown

= Acadermic Browser (Only first 100 records are shown) EI@
Browse For:  Courses = Print Export  Toals Refresh | Options
Fiter | Results
StartD... End Date Days Start Time End Time Location Est Enroll Act Enroll Credit Hours State

win 8f20f2012 12/7/2012 MTWRF 9:00 AM 10:50 AM {unassigned) 100 1] 3 Mew
win 8/20/2012 12/7/2012 MTWRF 3:00 PM 4:50 PM {unassigned) 100 0 3
an 8/20/2012 12/7/2012 MWF 11:00 AM 11:50 AM {unassigned) 30 a 3
an 8f20f2012 12/7/2012 R 3:00 PM 4:50 PM {unassigned) 30 1] 3 Edited
I, Rebecca  8/20/2012 12/7/2012 MWF 11:00 AM 11:50 AM {unassigned) 30 1] 4
|, Rebecca  8/20/2012 12/7/2012 R 5:00 PM 6:20 PM (unazsigned) 30 1] 4

an 8/20/2012 12/7/2012 MWF 2:00 PM 2:50 PM {unassigned) 30 a 2
Russel 8/20/2012 12{7/2012 R 5:00PM 5:20 PM JEFF 3-253 30 1] 3
ryl 8/20/2012 12{7/2012 MTWRF 5:00 AM 10:50 AM GRNT G-AUD 75 0 4 Cancelled
vl 8/20/2012 12{7/2012 MTWRF 3:00 PM 4:50 PM GRNT G-AUD 75 o 4
3 8/20/2012 12/7/2012 MWF 11:00 AM 11:50 AM JEFF 3-250 30 1] 3

Shannon  8/20/2012 12/7/2012 MWF 8:00 AM 8:50 AM {unassigned) 30 1] 2

Shannon 8202012 12{7/2012 TR 9:00 AM 10:50 AM {unassigned) 30 1] 2
ki 8/20/2012 12/7/2012 MWF 11:00 AM 11:50 AM {unassigned) 20 0 3
120 8/20/2012 12{7/2012 MTWRF 10:00 AM 11:50 AM {unassigned) 100 0 3
1Z0 8/20/2012 12/7/2012 MTWRF 3:00PM 450 PM {unassigned) 100 1] 3
¥ 8202012 12/7/2012 TR 3:00 PM 4:50 FM (unassigned) 30 a 4
Russel 8/20/2012 12{7/2012 MWF 11:00 AM 11:50 AM JEFF 3-251 30 ] 3
nothy 8f20f2012 12/7/2012 MWF 2:00 PM 2:50 PM {unassigned) 30 1] 3

1 5

5. Optionally, double-click a course to open the course in the Course Navigator and view

6.

more detailed information about the course. See “Using the Course Navigator” on page
594.

After generating the list of course modifications, you must manually enter the approved
course changes in the SIS. After data entry is complete, the scheduler must carry out the
Sync Courses process (see “ Synchronizing Courses’ on page 453) to ensure that EM S
Campus and the SIS are synchronized.
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Specifying Room Preferences

Section Contents

»  Overview of Specifying Room Preferences on page 487
» Enabling/Disabling a Term for Set Preferences Mode on page 438
»  Specifying Room Preferences/Requirements on page 491

Reviewing and Verifying Room Preferences on page 501
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Overview of Specifying Room Preferences

Set Preferencesis an optional mode in which the Domain Scheduler can solicit preferences
from academic units about the type of rooms that would be suitable for each course that they
teach. These preferences can then be used to run an optimization, or to have EM S automate
room scheduling based on preferences and additional user-specified criteria. To enable and
use Set Preferences Maode, the following steps are carried out:

1. The Domain Scheduler enables Set Preferences mode. See “ Enabling/Disabling a Term
for Set Preferences Mode” on page 488.

2. Theacademic units review courses and specify their room preferences and requirements
using the Campus Planning Interface (typical) or the EMS Campus desktop client (if
granted access). See " Specifying Room Preferences/Requirements’ on page 491.

3. The Domain Scheduler verifies and reviews the room preferences and requirements that
the academic units have specified. See “ Reviewing and Verifying Room Preferences’ on
page 501.
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Enabling/Disabling a Term for Set Preferences

Mode

To enter the academic units' room preferences and reguirements, you must enable Set
Preferences mode. Additionally, if you want to solicit these preferences and requirements
from the academic units, you must make the term availabl e to the academic units. Likewise,
after the deadline has been reached for expressing room preferences and reguirements, you

must make the term unavailable to the academic units.

To enable/disable a term for Set Preferences mode

1. Onthe EMS Campus menu bar, click Academic Planning > Courses > Manage Terms.

The Terms window opens.

Figure 13-28: Terms window

= Terms
Domain: Main Campus

Term Code (5) Description

03-5FR 2003 SPRING
03-FALL 2009 FALL
10-5FR 2010 SPRING
10-FALL 2010 FALL
11-5FR 2011 SPRING

1

-

Phase Start Date
PUBLISHED 1/12/2009
PUBLISHED 8/10/2009
PUBLISHED 1/11/2010
PUBLISHED 9/13/2010
PLANNING  1/10/2011

Active Scenario
Scenario 2
Scenario 1
Scenario A
Scenario A

SIS

Last Sync

10/17/2008 3:40 PM
1/15/2010 1:24 PM
2/22/2010 1:51 PM
8/17/2010 3:16 PM
12/16/2010 218 PM

2. Onthe Domain dropdown list, select the appropriate domain.
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Admin
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Publish
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|

Unpublish

Update SIS

[
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Email

[

V| Active

Inactive
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3. Select the term for which you are setting the Set Preferences mode, and then click Edit.
The Term dialog box opens. The Term tab is the active tab.

Remember, if you selected Dual mode, (see “ Specifying Room Preferences’ on
page 485) then the Set Preferences mode has already been enabled for thisterm.

Figure 13-29: Term dialog box

= 12-FALL - 2012 FALL o 2|
Tem | Excluded Dates | Auto Sync Settings | Audit

Tem Code: 12-FALL

Description: 2012 FALL

Start Date: 8/20/202

End Date: 12/7/2012

Last Synchronization: YB20121221 FM

Phase: |

MNotes:

Available To Academic Units:

Time Block Template: {none) -

Active Scenario: SIS -

Enroliment Based On: Estimated -
Mode

Define & Edit Courses Set Preferences Dual @ Read Only
Inactive %" spelling [ 0K ] | Cancel |

4. Optionally, in the Phase and Notes fields, enter information that indicates to the Domain
Scheduler what part of the academic scheduling process is currently taking place, for
example, “Enter Preferences,” or “Room Information” along with any supporting
information or instructions.

The Phase field and the Notes field are displayed in the Campus Planning
@ Interface.

5. Do one of the following:

» Togiveacademic unit-level users access to the term, select Available to Academic
Units.

« Toremovetheusers accessto theterm, clear Available to Academic Units
6. If you did not select Dual mode, then in the Mode section, select Set Preferences.

7. Click OK to closethe Term dialog box and return to the Terms window, with the term
still selected in the window.
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8. Onthe Termswindow, click Email to open an email that is pre-addressed to all academic

unit-level users that have been defined in your EM S database. Complete and send the
email asyou normally would.

Figure 13-30: SMTP Email window

= Email EI@
v lm Attachments
From: bryan@dea.com
continuinged @dea.com
Subject:
Attachments:
Message:
Times New Roman S8 | ¥ Ba@E (B 7 U R LY
-4 A @IEE|EE E|E E|8 XX
Send || Cancel
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Specifying Room Preferences/Requirements

After you place the term in Set Preferences mode, three options that can be used in
conjunction with each other are available for completing the preferences and requirements
phase. In addition, you can complete the phase independently, or you can solicit input from
the academic units.

Y ou can use the Manage Terms Copy Preferences tool to copy the preferences and
requirements from a previous term. See “ To use the Manage Terms Copy Preferences
tool” on page 493.

Y ou can use the Academic Browser Set Course Preferences tool to set preferences and
requirementsfor multiple coursesin asingle step. See“ To usethe Academic Browser Set
Course Preferences tool” on page 495.

Y ou can use the Course Navigator to set preferences and requirements on a course by
course basis. See " To use the Course Navigator to set preferences and requirements’ on
page 498.

If a course must take place in a specific room that you plan to exclude from
optimization, you can pre-assign it to a specific room. This processis outlined
during the Scenario phase. See “ To create a pre-assignment scenario” on page
513.

For any of these methods, the following caveats apply:

Anacademic unit -level user can request any building, area, or view and up to threerooms
that have been defined for the domain with which it is associated.

If needed, you can set the Lock Academic Unit Room Access system parameter to
limit the usersto their specific academic units. See System Parametersin the EMS
Setup Guide.

An academic unit can require only those buildings and rooms that have been assigned to
its unit within the Academic Planning > Configuration > Academic Units areaof EMS
Campus. If the academic units specify requirements, then only a single room can be
specified.

Room types can be requested or required for all courses. By default the “limit by course
type” selection is designated, but you can change it to honor a specific room type.

Configuration of the Course Types/Room Types matchesis carried out in the
Academic Planning > Configuration > Match Course Types/Room Types area of
EMS Campus. See the EMS Setup Guide for detailed information.
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Y ou can set features to Preferred or Required. The # of Rooms Available label that is
displayed above the Features pane is dynamically updated based on the building, room
type, and features selected.

The Seat Fill Percentage, in conjunction with the estimated enrollment, is used to
determine the size of the room needed for the class. For example, a Seat Fill Percentage
of 50% and an estimated enrolIment of 100 meansthat the course should be held inaroom
that can accommaodate 200 people.

The Seat Fill Percentage isinitially set to the default value that is specified in
EMS (Campus) system parameters, but you can update the value on a per course
date basis. See System Parameters in the EMS Setup Guide.

Ignore Term Excluded Dates schedules bookings on all dates that adhere to the meeting
pattern, regardless of the Excluded Dates that are marked on the term when the course
dates are published.

Publish In SIS Room (No Optimization) allowsthe course datesto avoid the optimization
process. Bookings are published in the room that was carried over from the SIS.

Require SIS Room flags buildings/rooms that come across from the SIS as Required.
Courses with requirements still go through the optimization process.

Requires Different Room (For Courses That Share Space) identifiesameeting pattern that
should be in its own room despite the cross-listed or shared space status. Y ou can set
preferences for this room.

Same Room (ALL Selected Course Dates are to be in the same Room) flags courses that
should be in the same room but at different times when optimized.
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To use the Manage Terms Copy Preferences tool

1. Onthe EMS Campus menu bar, click Academic Planning > Courses > Manage Terms.
The Terms window opens.

Figure 13-31: Terms window

= Tems =3 =l >

Domain: Main Campus -
Term Code (5) Description Phase Start Date Active Scenaria Last Sync

03-5FR 2003 SPRING ~ PUBLISHED 1/12/200% Scenario 2 10/17/2008 3:40 PM Pri
05-FALL 2009 FALL PUBLISHED 8/10/2009 Scenario 1 1/15/2010 1:24 PM
10-5PR 2010 SPRING ~ PUBLISHED 1/11/2010 Scenario A 2/22/2010 1:51 PM Ane
10-FALL 2010 FALL PUBLISHED 5/13/2010 Scenario A 817/2010 316 PM Admin
11-5PR 2011 SPRING ~ PLANNING  1/10/2011 515 12/16/2010 2:18 PM

Publish
Unpublish

Update 515

Show
Active
[] Inactive

2. Click Copy Prefs.
The Copy Preferences dialog box opens.
Figure 13-32: Copy Preferences dialog box

= Copy Preferences EI@

Copy Preferences From:

Domain: Main Campus -

Term Code (8) Description Phase Start Date Active Scenario Last Sync |«
09-5FR 2003 SPRING ~ PUBLISHED 1/12/2009 515 10/17/2008 3...
09-FALL 2003 FALL PUBLISHED &/10/2009 515 1157201012 | =
10-5FR 2010 SPRING ~ PUBLISHED 1/11/2010 515 2/22/20101:5..
10-FALL 2010 FALL PUBLISHED 9/13/2010 515 8M17/20103:1..—
11-5FR 2011 SPRING ~ PUBLISHED 1/10/2011 515 5/18/2011 1.
11-|FﬁLL 2011 FALL PUBLISHED 5/12/2011 515 5!1&201'1 30. 7
4 L 3
Copy Preferences To:

Domain: Main Campus [ Copy Preferences Only F Instructors Match

Term Code (1) Description Phase Start Date Active Scenario Last Sync
2012 FALL 3/8/2012 1242 FM
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3. Inthe Copy Preferences From pane, select the domain and term from which you want to
copy room preferences and requirements.

4. Inthe Copy Preferences To pane, do the following:

»  Select the domain and term to which you want to copy your room preferences and
requirements.

@ A term can be displayed in the To pane only if it isin Set Preferences mode.

* Indicateif the preferences are to be copied only if the instructors match.
5. Click OK.

A message opens, informing you that copying preferences will overwrite any existing
preferences, and asking you if it is OK to continue.

6. Click Yes.

The message closes. After the preferences are copied, you return to the Terms window.

Preferences are copied based on the Course Section (Math 101 01) and Course

@ Type information (lecture or lab). If you have added new sections or changed
cour se type designations on course dates within a section, then even after you
compl ete this procedure, some courses still will not have preferences. Be sure to
review your list of courses and set preferences where applicable.
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To use the Academic Browser Set Course Preferences tool

1. Onthe EMS Campus menu bar, click Academic Planning > Courses > Academic

Browser.

The Academic Browser opens.
2. If needed, open the Filter tab.

Figure 13-33: Academic Browser, Filter tab

= Academic Browser
Browse For:
Fiter | Results
Domain: Main Campus
Tem: 2011 SPRING
Scenario: SIS
Academic Unit: (&l
Subject: (&l
Instructor: (&l
Preferences Exist: (&l
Modified Courses Only:
Close

Reset | | Advanced >

Active Scenario

(=[O el

Mew Section Mew Course | Refresh | Options

3. Onthe Domain dropdown list, select the appropriate domain and on the Term dropdown

list, select the appropriate term.

4, Set any other criteria (academic unit, subject and so on) as needed to provide assistance
in locating the courses for which you want to set preferences and requirements, and then

click Get Data.

The courses that meet your search criteria are displayed on the Results tab.

For detailed information about searching with the Academic Browser, see

“ Searching with the Academic Browser” on page 579.

5. CTRL-click to select the courses for which you are setting the room preferences and

reguirements.
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6. Onthe Tools menu, click Set Course Preferences.
The Set Course Preferences dialog box opens.

Figure 13-34: Set Course Preferences dialog box

= Set Course Preferences EI@
Preferences | Selected Course Dates
Room Settings Settings
@ Set Standard Room Preferences Seat Fill Percentage: 100%
() Room Mot Required lgnore Term Excluded Dates: [
) Publish In 515 Room {Mo Optimization) Motes:
) Require 515 Room
) Requires Different Room (For Courses That Share Space)
") Same Room (ALL Selected Course Dates are to be in the same Room)
Preferences
@ Ovenide Existing Preferences () Add To Bdsting Preferences
Building: Building: (no preference) - Required ~ Features:
[no preference) Required Feature Selection i
- \ |ButinSoundVideo YIS
{no preference)
Campus Quad Area [Do Mot Use |+
L EEEEEE Chalkboard |Do Not Use |~
Room Type: {limit by course type) R Required Projection System [D" Not Use |~ ||=
Smart Board [Do Mot Use |+
TV/DVD/VCR |Do Not Use |~
Video Conf Equipment [Do Mot Use |+
Whiteboard [Do Mot Use |+
[TTSR) [ S
[ ok ][ camcel |

7. Indicate whether the preferences that you set are to override any existing preferences, or

whether they are to be added to existing preferences.

8. Set your preferences for the selected courses. See “ Specifying Room Preferences/

Requirements’ on page 491.
9. Optionaly, do one or both of the following:

* Inthe Notesfield, enter any pertinent or supporting information that substantiates or

explains your preferences.

» By default, the preferences/requirements that you specify are applied to all course
datesfor al selected courses. If the preferences/requirements are applicable for only
specific course dates, open the Selected Course Dates tab, select the course dates for
which these preferences/requirements are not applicable and then click Remove.
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10. Click OK.

Two results are possible:

If any of the selected courses are cross-listed and/or share space, and you did not
select the corresponding cross-listed/shared space courses, then a Related Course
Dates dialog box opens. This dialog box lists al the related courses that have not
been selected. Go to Step 11.

If none of the selected courses are cross-listed and/or share space, then a message
opens indicating whether the selected preferences will override any existing
preferences, or be added to existing preferences and asking you if itis OK to
continue. Go to Step 12.

Figure 13-35: Related Courses Dates
= Related Course Dates EI@
Apply Changes To Related Course Dates (Checked ltems Will Be Changed)
Course CRN Course Title Instructor Start Date End Date Start Time End Time Location
MATH 250 01 160100  Math Tools for Economics Bolten, Michael 1/10/2011 Mon 5/13/2011 Fi 12:00 PM 1:20 PM {unassigned)
MATH 38001 162100  Economic Data Analysis  Bolten, Michael 1/10/2011 Mon 5/13/2011 Fi  12:00 PM 1:20 PM {unassigned)

4

M 3

Select Al_| [ Unselect Al

[ ok ][ cancel |

11. Optionally, select any or all of the related courses for which you want to set the same
preferences/requirements, or do not select any of these related courses, and then click
OK.

A message opens indicating whether the selected preferences will override any existing
preferences, or be added to existing preferences and asking you if it is OK to continue.

12. Click Yes.

The message closes and another message opens indicating that the preferences were set
successfully.

13. Click OK to close the second message and return to the Academic Browser.
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To use the Course Navigator to set preferences and requirements

1. Onthe EMS Campus menu bar, click Academic Planning > Courses > Academic
Browser.

The Academic Browser opens.
2. If needed, open the Filter tab.

Figure 13-36: Academic Browser, Filter tab

= Academic Browser EI@
Browse For: MNew Section Mew Course | Refresh | Options
Fiter | Results
Domain: Main Campus - W| |W
Tem: 2011 SPRING -
Scenario: 515 ¥  Active Scenario
Academic Unit: (&l -
Subject: (all)y -
Instructor: (all)y -
Preferences Exist: (&l -
Modified Courses Only:

3. Onthe Domain dropdown list, select the appropriate domain and on the Term dropdown
list, select the appropriate term.

4, Set any other criteria (academic unit, subject, and so on) as needed to provide assistance
in locating the courses for which you want to set preferences and requirements, and then
click Get Data.

The courses that meet your search criteria are displayed on the Results tab.

For detailed information about searching with the Academic Browser, see
“ Searching with the Academic Browser” on page 579.

5. Inthe search results, double-click the course for which you are setting the preferences/
reguirements.

The course opens in the Course Navigator. See Figure 13-3 on page 458.

For detailed information about working with the Course Navigator, see “ Using
@ the Course Navigator” on page 594.
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= Course Navigator - SIS EI
Course Title: Business Statistics Instructor: Larson. William
Tem: 11-5PR - 2011 SPRING Est. Enrollment: 30
CRN: 160202 Act. Enrollment: 0 Cancel
Course: BUS 201 01 Credit Hours: 3
Academic Unit: School of Business Course State: Edited Navigator
Dates | User Defined Fields (0) | History (D) |
Course Type Start Date  «  End Date Days Start Time End Time Location State
Independent Study  1/10/2011 Mon 5/3/2011 Tue F 10:00 AM (unassigned) MNew
Discussion/Recitation 1/10/2011 Mon 5/13/2011 Fi - MWF 8:00 AM 9:50 AM JEFF J-251  Edited =
e
Preferences | Final Exam Settings I History (D}|
Preference Value Required Copy
Paste
Close

6.

In the middle pane of the Navigator, select the specific course date for which you are

setting preferences/requirements, and then click Edit.

The Course Dates dialog box opens.

Figure 13-38: Course Dates dialog box

= Course Dates - SIS
Courss Dates | Final Exam Settings | Audit |
Statt Date TEVEGE ) StatTime: g00AM [-] CouseType Lecture -
End Date: 12/7/2012 [+ End Time: 950 AM [] SIS Room (unassigned)
u M T W R F H
5] ] a] a]
Assigned Room:  {unassigned)
Room Settings Settings
@ Set Standard Room Preferences Seat Fil Percentage: 100%
©) Room Not Required Ignore Term Bxcluded Dates: [7]
) Publish In SIS Room (No Optimization) Notes:
© Require 515 Room
©) Requires Differertt Room
Same Room
— Preferences
Building: Adams ~ [ Required 1 Room Available
Features:
Room 1: fno preference) =[] Required Fentre urr——
Room 2: o preference) - S —— Do Net Use |~
Room 3 {no preference) - Projection System Do Not Use |~ |
Smart Board Do Not Use |~
Room Type: imit ~ [] Required
om Type limit by course type) equires T T
Window(s) Do Not Use |+
Apply Changes To Related Course Dates (Checked tems Will Be Changed)
Course CRN  Course Tile Instructor  Start Date EndDale  Start Time End Time Location Days st
[7] CHEM 15001 191001  General Chemistry Lawson, Ruth 8/20/2012 Mon 12/7/2012Fi  1:00 PM 1:50 PM (unassigned)  MWF
[C] CHEM 15001 191001  General Chemistry Lawson, Ruth 8/20/2012 Mon 12/7/2012Fi 3:00 PM 350 PM {unassigned)  MWF
 speeg Cares
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7. Set the preferences/requirements for the course as needed, and then click OK. See
“ Specifying Room Preferences/Requirements’ on page 491.

The Course Dates dialog box closes and you return to the Course Navigator. The
preferences/requirements that you set for the course date are displayed on the
Preferences tab in the lower pane of the Navigator.
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Reviewing and Verifying Room Preferences

After room preferences and requirements are set, you can review the individual course
preferences, verify that the preferences are complete, and quantify these preferences. You
can a'so run the Course Preferences report and the Course Preferences Summary report to
assist in this task.

For detailed information about generating the Course Preferences and Course
@ Preferences Summary reports and the information that is contained in each report,
see “ Generating Academic Reports’ on page 601.

Prior to reviewing or reporting on preferences, you can make the term unavailable
@ to the academic units. See* Enabling/Disabling a Termfor Set Preferences Mode”
on page 488.

To review and verify room preferences

1. Onthe EMS Campus menu bar, click Academic Planning > Courses > Academic
Browser.

The Academic Browser opens.
2. If needed, open the Filter tab.

Figure 13-39: Academic Browser, Filter tab

= Academic Browser EI@
Browse For: MNew Section Mew Course | Refresh | Options
Fiter | Results
Domain: Main Campus - W| |W
Tem: 2011 SPRING -
Scenario: 515 ¥  Active Scenario
Academic Unit: (&l -
Subject: (all)y -
Instructor: (all)y -
Preferences Exist: (&l -
Modified Courses Only:

501



Chapter 13
Academic Planning (EMS Campus)

3. Onthe Domain dropdown list, select the appropriate domain and on the Term dropdown
list, select the appropriate term.

4. Set any other criteria (academic unit, subject, and so on) as needed to provide assistance
in locating the courses for which you want to review preferences and requirements, and
then click Get Data.

The courses that meet your search criteria are displayed on the Results tab.

To identify preferences and requirements for a Basic search, you should set

@ Preferences Exist to Yes. For an Advanced search, you should select the
Preferences Exist field (a Course Dates level field), and set the Preferences Exist
filter to Yes. For detailed information about searching with the Academic Browser,
see “ Searching with the Academic Browser” on page 579.

5. Inthe search results, double-click the course for which you are reviewing the
preferences/requirements.
The course opens in the Course Navigator.

6. Inthe middle pane of the Course Navigator, select the course date for which you are
reviewing the preferences.

The preferences for the selected course date are displayed in the bottom pane of the
Course Navigator on the Preferences tab.

For detailed information about working with the Course Navigator, see “ Using
@ the Course Navigator” on page 594.

Figure 13-40: Course opened in the Course Navigator showing preferences

= Course MNavigator - SIS EI@
Course Title: Intro to Accounting Instructor: Raasch. Kevin
Tem: 11-5PR - 2011 SPRING Est. Enrollment: 100
CRN: 160150 Act. Enrollment: 0 Cancel
Course: ACCT 101 01 Credit Hours: 3
Academic Unit: School of Business Course State: Unchanged
Dates | User Defined Fields (0) | History (D) |
Course Type Start Date End Date Days Start Time End Time Location State
1/10/2011 Mon 5/13/2011 Fi MTWRF ~ 3:00 AM 10:50 AM {unassigned)
Preferences | Final Bxam Settings | History (0)
Preference Value Required Copy
Building MT EVNS Pagte
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Assigning Room Preferences and
Optimizing

Section Contents

Overview of Room Assignments and Optimization on page 505
About Creating Scenarios and Optimization on page 506

e Creating Scenarios on page 513

» Assigning Rooms on page 522

» Evaluating Optimization Scenarios on page 527
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Overview of Room Assignments and
Optimization

After the Domain Scheduler reviews and verifies the room preferences and requirements,
room assignments must take place. If the room assignment process has already occurred
outside of EMS within the SIS, the Domain Scheduler could ssimply publish the course
schedulein EM Swithout any further effort. In most situations, however, courseswill need to
be assigned a room through the optimization process before the term can be published. To
optimize the room assignments, and then assign rooms, the Domain Scheduler carries out the
following steps either separately or in any combination as necessary to best suit their
working needs:

1. Pre-assignment—The Domain Scheduler manually assigns a selection of coursesto
rooms. Typically, the manual assignment takes placeif these rooms areto be excludedin
an optimization scenario after pre-assignment. For instance, if only a swimming course
should be assigned to “Pool,” then the Domain Scheduler could manually pre-assign
Swimming and then exclude the pool in the optimization scenario. See “ About Creating
Scenarios and Optimization” on page 506 and “ Creating Scenarios’ on page 513.

2. Optimization—The EMS system automatically assigns rooms to courses based on
course preferences, requirements, and weighted criteria. See “ About Creating Scenarios
and Optimization” on page 506 and “ Creating Scenarios’ on page 513.

3. Locking In Assignments—After carrying out an optimization scenario, the Domain
Scheduler locks in desired room assignments, and then re-optimizes the remaining
portion of the optimization scenario. See “ Assigning Rooms” on page 522.

4. Evaluating Optimization Scenarios—The Domain Scheduler can test an unlimited
number of potential scenarios and compare results using various tools before choosing
the final scenario for publishing. See “Evaluating Optimization Scenarios’ on page 527.

procedures; however, the Domain Scheduler can carry out any of the procedures
either separately or in any combination as necessary to best suit his’her working
needs. This allows the Domain Scheduler to test a number of potential scenarios
and compare placement results using various tools before choosing the final
scenario for publishing.

@ The information in this section is presented as an ordered series of standalone
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About Creating Scenarios and Optimization

506

You create scenarios to test room assignments that have been given to courses for aterm. In
EMS, you can create two types of scenarios—a pre-assignment scenario and an optimization
scenario. A pre-assignment scenario is a scenario in which a selection of courses are
manually assigned to rooms, typically because the assigned rooms are to be excluded in an
optimization scenario. In a pre-assignment scenario, the assignments are automatically
considered “locked in.” An optimization scenario is a scenario in which EM S automatically
assigns rooms to courses based on course preferences, requirements, and weighted criteria.
The optimization process can support simultaneous optimization of all academic units,
incremental optimization by academic unit, and/or a combination of pre-assignment and
automated optimization.

In the optimization process, aranking is assigned to each course in aterm. Rooms are
assigned one course at atime based on the order of these rankings (from the most important
ranking of one to the least important ranking of “n™). Throughout the optimization process,
the Optimizer considers room capacity (the course’s adjusted enrollment must fit within a
room’s capacity), looks for the best seat fill (aroom with a capacity* that most closely
accommodates the estimated enrolIment), and the best room utilization (completely filling
one room before moving on to another room with equal attributes) to achieve the best room
optimization possible. You use the options that are available on the Scenario dialog box to
create optimization scenarios.

*The room's capacity based on the setup type that has been defined for the Default
Setup Type parameter in the Campus area.
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Scenario dialog box

The Scenario dialog box has three tabs—Scenario, Excluded Rooms, and Audit. You use the
options on the Scenario tab and Excluded Rooms tab when you are creating, evaluating, and
testing scenarios.

Figure 13-41: Scenario dialog box, Scenario tab

~. Scenario = I@
Seenanio | Excluded Fooms | Audit

Drescription: |

Locked: [}

Back ToBack Gap Minutes: 158

Boost Requirement "Weights:

Standard ‘Weights

Factor Exclude Weight  “weight Wwaight

Irstructor Importance “ -j
Time Block Conformance | -j 10
Enrallment | .j 10
Course Length [} .j 10
Freference 'Weights
Include  Preference Exclude Weight  “weight Wwaight lgnore Requirements -
Instructor Back To Back -j 10
Same Foom [} .j 10 [&]
Building [} { 10 [
Room [} .j 10 @] e
Feature: Chalkboard [} -j 10 [&]
Feature: Projection System | -j 10 =
Feature: Smart Board [} -j 10 [&]
Feature: TW/DWVDACR ] U 10 ] L8
Foomn Type: Auditoriurm [} -j 10 @] A

'?f Speling [ QK ][ Cancel ]

The following options are available on the Scenario tab of the Scenario dialog box for
creating a scale of weighed criteriafor a scenario:

Option Description
Locked Locks the room assignments for the selected Optimization scenario.
You can clear this option to unlock the scenario and carry out
optimization.
Back to Back Gap Minutes Instructors are considered to be teaching Back to Back courses

when their consecutive teaching assignments fall within the
indicated time period. (The end time of one class and the start time
of the next class fall within the indicated time period.) The default
value is 15 minutes.

Boost Requirement Weights | Select this option to increase the weights of preferences that are
marked as requirements to 150% of their assigned weights.
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Option Description

Standard Weights All courses are assigned points in an optimization scenario based
on factors and selected preferences. The sum total of these points
determines the ranking for a course. Factors are always included in
any optimization scenario; however, you can exclude the standard
weight of a factor, which means that the factor does not contribute
to the total number of points for a room assignment ranking for a
course but it is still considered when searching for a room.

« Instructor Importance—Instructor Importance is assigned in the
Academic Planning (Configuration > Instructors) area of EMS
Campus. The indicated weight is given to any course that is
taught by an instructor who is marked as “High Importance.”

« Enrollment—Enrollment uses a combination of the assigned
weight and the following EMS Campus system parameters to
determine the courses that are assigned rooms first.

« Small Class Size (if less than xx students) - Determines what
constitutes a “small” class.

« Small Class Size Weight Adjustment - Subtracts this number
from the Enrollment weighting that is set in the optimization
scenario.

« Large Class Size (if more than xx students) - Determines what
constitutes a “large” class.

« Large Class Size Weight Adjustment - Adds this number to the
Enrollment weighting that is set in the optimization scenario.
« Time Block Conformance—Ranks those courses that conform to
the time block template for the term higher than those courses
that do not.

* Course Length—Course Length factors in the number of meeting
occurrences for a class. For example, a class that meets five
times per week might be given room assignment priority over a
class that only meets twice per week.

Preference Weights Preferences vary according to configuration but they include such
things as building or room preferences, room type preferences, or
feature preferences.

« By default, all preferences are automatically included in an
optimization scenario. To exclude a preference completely from
an optimization scenario, clear the Include option for it.

* You can also simply exclude the weight of a preference, which
means that although the preference is not excluded from the
optimization logic, it does not contribute to the total number of
points for a room assignment ranking for a course.

« If a preference has been marked as a requirement during the Set
Preferences mode, you can select Ignore Requirements for it to
downgrade it to a preference only for the optimization scenario.
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When you are creating a scenario, all the roomsin your domain are eligible to hold a course.
If there are rooms offline for the term that you are scheduling, or there are rooms that should
not be considered for the scenario, you can exclude them from the scenario on the Excluded
Rooms tab of the Scenario dialog box.

Figure 13-42: Scenario dialog box, Excluded Rooms tab

= Scenario = @

Scenario | Excluded Rooms | Audit

Building: *  Room Type: (M) -

Awailable (0) Description Selected (0} Description Building Foom Type
>

<< |

A,“' Spelling QK ]| Cancel

Optimization logic

After you have set the weights for the Optimization scenario factors and preferences as well
as all other needed options, you can run the Optimizer. The Optimizer works as follows:

1. Coursesareranked.

» If acourseisidentified as Publishin SIS Room (which means use the room to which
the course is already assigned in the SIS), then the course receives a“0” ranking.

» If acourseisidentified as Locked In, either from being locked in in a previous
scenario or from being pre-assigned in the current scenario, then the course receives
a“0" ranking.

» All other courses are ranked according to the sum of the weightsthat are assigned to
their factors and preferences on the Scenario tab. The larger the sum of the weights,
the higher the score that is assigned to acourse and therefore, the more important the
room ranking, with the most important room ranking having arank = 1.

» |f Boost Requirements Weight is selected for a course, then 100% of the
indicated weight is assigned to each preference and 150% of the indicated
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weight is assigned to each preference that is marked as Required. If Boost
Requirements Weight is not selected for a course, then 100% of the indicated
weight is assigned to both the preferences and the preferences that are marked as
Required.

If acourseisidentified as” Same Room,” then the partners of the course are
elevated sequentially based on the ranking of the partner course with the most
important room assignment ranking. For example, with three total courses and
the most important course in this set having arank = 3, then the other two
courses are set to rank =4 and rank = 5.

If acourseis cross-listed, then the parent course is the course to which the most
important (lowest) room rank is assigned and the children courses adopt the
ranking of the parent course.

Because the child course always follows the parent course, children course
preferences are not factored when rooms are being assigned to courses. Only the
parent courseisrelevant in assigning room rankings.

2. Rooms are assigned to courses one course at a time based on the order of the room
assignment rankings (from the most important ranking of rank = 1 to the least important
ranking of “n”).

» |f the courseis asingle room without an Instructor Back to Back or Same Room
designation, then:

510

Thelist of roomsthat meet the course’s preferences and requirements criteriaare
identified. Of the roomsthat are identified, the subset of rooms that most closely
meet the course's capacity are identified. The Optimizer then looks to maximize
seat fill. If multiple rooms all have the same capacity and all the rooms have the
same preferences and/or requirements, the Optimizer selects the room that has
already received course assignments, which increases the utilization of an
already-scheduled space before scheduling another.

If no room meets all the requirements for a course, and no requirement has been
marked as Ignore, then the course is |eft unassigned.

If no room meets all the preferences for acourse, then the course preferences are
removed one at atime from least important to most important based on the
assigned weight until aroom can be assigned to the course.

If all preferences are removed and no room can be assigned to the course, then
the course isleft unassigned and it is displayed on the Exceptions list on the
Resolve Room Assignments window.
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If the course has a Same Room designation, then each course is reviewed first to
determineif it has any Same Room partners before any attempt is made to assign a
room to the course.

If al the coursesin the set can be addressed with a single room that meets all the
preferences and requirementsfor the set, then the room is assigned to the courses
in the set.

If al the coursesin the set cannot be addressed with a single room that meets all
the preferences and requirements for the set, then the all the courses are left
unassigned and they are displayed on the Exceptions list on the Resolve Room
Assignments window.

If the course has an Instructor Back to Back designation, then each courseis
reviewed first to determine if it has any Back to Back partners before any attempt is
made to assign aroom to the course. The partner courses are provisionally elevated
to the rank of the most importantly ranked course.

If al the coursesin the set can be addressed with a single room that meets all the
preferences and requirementsfor the set, then the room is assigned to the courses
in the set.

If al the coursesin the set cannot be addressed with a single room that meets all
the preferences and requirements for the set, then the course with the most
restrictive requirementsis removed from the set and an attempt is made to assign
the same room to the remaining courses. (The course that is removed receives a
Back to Back exclusion note and its ranking is returned to its original ranking
and aroom assignment is made based on this original ranking.) This process of
removing the course with the most restrictive requirements and then attempting
to assign the same room to the remaining courses is repeated until asingle room
isfound for the remaining courses or until the course that is being addressed is
alone. If the course that is being addressed becomes alone, then preferences are
removed one at atime, beginning with the least weighted preference, until a
room can be assigned to the course.

The following examples demonstrate how the Optimizer would ultimately assign roomsto
courses based on thislaogic.

Class Size and I nstructor Importance Examples - With all other weightings set to zero,
consider the following configuration for these four settings:

Weight assigned to Enrollment in scenario = 500
Small Class Size (if less than xx students) = 10
Large Class Size (if more than xx students) = 750
Large Class Size Weight Adjustment = +100

Instructor Importance = 400
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The figure below summarizes how these three courses would be scored and ranked for room
assignment:

Course

Instructor
Importance

Instructor
Importan ce
Score

Estimated
Enroliment

Class
Size

Enroliment
Score

Class
Adjustment
Size

Final
Score

Room
Assignment
Rank

Yes

400

100

Large

500

+100

1000

1

No

0

50

M edium

500

+0

500

3

Yes

400

5

Small

500

-100

800

2

Back to Back Example - Four courses have been identified as Back to Back for a scenario
based on the Back to Back default value of 15 minutes.

» Thefour coursesreceive an initial ranking of 2, 50, 75, and 100.

*  Whenitistimefor the course with rank = 2 to have aroom assigned, the other three
courses are elevated provisionally to the same rank and aroom search is carried out for a
room that can be assigned to all four courses.

* Nosingle room can be assigned to all four courses. The course with rank = 100 has
the most restrictive requirements. It is removed from the set, returned to its original
rank (rank = 100) and receives a Back to Back Exclusion note.

* The courses with ranks of 2, 50, and 75 are re-validated asfitting the 15 minute Back to
Back criteria, and the room search is repeated for these courses.

* No single room can be assigned to all three courses. The course with rank = 50 has
the most restrictive requirements. It is removed from the set, returned to its original
rank (rank = 50) and receives a Back to Back Exclusion note.

» Thecourseswith rank = 2 and rank = 75 are re-validated asfitting the 15 minute Back to
Back criteria, and the room search is repeated for these courses.

* A singleroom can be assigned to both these courses. The room rankings are reset to
rank = 2 and rank = 3.

»  Theassignment of rooms continues for courses with ranks 3 through 49.

*  Whenitistimeto assign aroom to the course with rank = 50, isit re-validated asfitting
the 15 minute Back to Back criteria with the course with rank = 100. The course with
rank =100 iselevated provisionally to the samerank asthe course with rank =50. A room
search is carried out for a single room that can be assigned to both courses.

» A singleroom cannot be assigned to both courses. The course with rank =100 is
removed from the set, returned to its original rank (rank = 100) and receives a Back
to Back Exclusion note.

» If needed, preferences are removed one at atime, beginning with the least weighted
preference, until aroom can be assigned to the course with rank = 50.

» Theassignment of rooms continues for courses, up and to including the course with rank
=100.
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Creating Scenarios

Although the process for your organization might vary, atypical approach for using
scenarios to optimize room assignments isto first create a pre-assignment scenario to
partially compl ete the assignment of rooms to courses for aterm. You would then copy this
pre-assignment scenario and edit it as needed to make an optimization scenario, and then run
this optimization scenario to continue with the assignment of rooms to courses. You can
create as many optimization scenarios as needed, either by copying an existing scenario or
creating an entirely new scenario.

To create a pre-assignment scenario
1. Onthe EMS Campus menu bar, click Academic Planning > Courses > Optimization
Scenarios.

The Scenarios window opens. This window lists all the scenarios (pre-assignment and
optimization) that are currently configured in your EM S database.

Figure 13-43: Scenarios window

= Scenarios EI@

Domain Main Campus -

Tem: 2011 SPRING R

Scenarios (2) Active Scenario MNew

Scenario A Edit

Scenario B I—I

E

[

Optimize

[

Preassign

[

Resaolve

|

Close

2. Onthe Domain dropdown list, select the domain for which you are creating the scenario,
and on the Term dropdown list, select the term.

3. Click New.
The Scenario dialog box opens. The Scenario tab is the active tab.

To review the different features on the Scenario dialog box, see “ Scenario dialog
box” on page 507.
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4. Inthe Description field, enter aname or description for the scenario, for example,
Pre-assignment.

@ The description can be a maximum of 30 characters, including spaces.

Because all assignmentsin a pre-assignment scenario are manual, you do not
@ need to set any weighted criteria or exclude any rooms.

5. Click OK.

The Scenario dialog box closes. You return to the Scenarios window with the newly
created scenario automatically selected.

6. Click Preassign.

A message opens informing you that preassigning will set thisterm to Read Only and
asking you if itis OK to continue.

7. Click Yes.

The message closes and an Initializing Scenario progress dialog box opens. After the
scenario isinitialized, the progress dialog box closes, and the Preassign Rooms window
opens. Thiswindow lists all the courses for the selected term and domain. Any courses
that were previously pre-assigned are listed as L ocked In.

Figure 13-44: Preassign Rooms window

= Preassign Rooms ===
Academic Unit (el v Subject faly -

Courss (219)  SharssSpacs  CRN  Courss Tils Courss Typs  Instructor Days St Tme  End Tim *
PS5 23602 192801  lssues in Global Poliics Lecture Evans, Bob MWF 10PM 400PM(=| [ Seach |
ACCT 53001 192153 Advanced Income Tax Lecture Kulp, Marty TR 300 PM e [ErTe—
ECON 10101 190050 Intro to Economics Lecture Wall, Chris MWF  10:00AM 10:50 A1 T
ECON 21101 191050 Principles of Microscanomics Lecture Walker, Chelsea MWF  10:00 AM 10:50 A1

ECON 304 01 192050 Introduction to Financial Markets and Institutions Lecture Wiliams, Afred MWF  10:00AM 10:50 A1 Lock In
ECON 10102 190051 Intro to Economics Lecture Wall, Chris TR 1:00 PM 250PM | —

" Copy Locations

ECON 21102 191051 Principles of Microscanomics Lecture Walker, Chelsea TR 1:00 PM 250PM

BUS 10102 190201 Introduction to Business Lecture Brockbank, Christine TR 300 PM 450FPM Open

BUS 225 02 191201 Personal Finance Lecture Wallsce, Tina TR 300 PM £50PM | e |
BUS 33002 192201 Human Resource Management Lecture Peterson, Matha TR 300 PM 450FPM

ENGL 202 01 190256 Mastemieces - Bitish Lecture Newlon, Wendy TR 12:00 PM 1:20 PM

ENGL 20202 190257 Masterpieces - Bitish Lecture Newlon, Wendy MW 12:00 PM 1:50 PM

BUS 201 01 190202 Business Statistics Lecture Larson, Wiliam MWF  9:00 AM 9:50 AM

BUS 20103 192202 Business Statistics Lecture Walsh, Wiliam MWF  200PM 250FPM

ECON 20101 190052 Prin of Macrosconomics Lecture Newel, Brad MWF  9:00 AM 9:50 AM

ECON 202 01 190053 Prin of Microeconomics Lecture Newel, Erad MWF 1100 AM 1:50 A1

ENGL 201 01 190254  Masterisoss - American Lecture Pamish, Susannzh TR 9:00 AM 10:50 A1

ENGL 201 02 190255  Masterpieces - American Lecture Famish, Susannah TR 12:00 PM 1:20PM

ECON 31201 191052 Intemediate Macrosconomics Lecture Gibertson, Cameron~ MWF~ 9:00 AM 9:50 AM

ECON 31202 191053 Intemedite Macroeconomics Lecture Gilbertson, Cameron ~ MWF 11:00 AM 1:50 A1

BUS 320 01 191205 Financisl Managsmert Lecture Karl, George MWF  11:00 AM MNS0A -

« il b

Unassigned Orly.
Close
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8. Optionaly, do one or both of the following; otherwise, go to Step 9.

» Toview acourse in the Course Navigator, double-click the course.

For detailed information about working with the Course Navigator, see “ Using
@ the Course Navigator” on page 594.

» Tofilter thislist, do one or more of the following:
*  Onthe Academic Unit dropdown list, select an academic unit.
»  Onthe Subject Dropdown list, select a subject.
» At the bottom of the window, select Unassigned Only.
» Click on acolumn heading to sort by the heading.

9. If you do not want to copy pre-assignments that you have carried out in a previous
scenario, continue to “ Assigning Rooms” on page 522; otherwise, do the following:

» Click Copy Locations to open the Import Room Assignments dialog box.

Figure 13-45: Import Room Assignments dialog box

= Import Room Assignments EI@
Domain: Main Campus -
Tem: 2011 FALL] -
Scenario (2)
Scenario 4
Scenario 5
Cancel Select

»  Select the appropriate Domain and Term from which you want to copy the pre-
assignments.

»  Select the appropriate scenario to copy, and then click Select.

Where possible, the locations are copied for the courses that are displayed in the
Preassign Rooms window. If alocation was successfully copied for a course, then
(unassigned) is no longer displayed in the Locations column. Instead, the copied room
assignment is displayed. If alocation could not be copied for a course, then (unassigned)
isstill displayed in the Locations column.

10. Continue to “Assigning Rooms’ on page 522.
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To create an optimization scenario
1. Onthe EMS Campus menu bar, click Academic Planning > Courses > Optimization
Scenarios.

The Scenarios window opens. Thiswindow lists all the scenarios (pre-assignment and
optimization) that are currently configured in your EM S database.

Figure 13-46: Scenarios window

= Scenarios EI@

Domain

Tem:

Scenarios (2)

Main Campus

2011 SPRING

Active Scenario

Scenario A Edit

Scenario B I—I

E

[

Optimize

[

Preassign

Resaolve

[

Close

|

2. Onthe Domain dropdown list, select the domain for which you are creating the scenario,
and on the Term dropdown list, select the term.

3. Do one of the following:
» To create a new optimization scenario, click New.

» To create an optimization scenario by copying an existing scenario, select the
scenario that you want to copy, and then click Copy

The Scenario dialog box opens. The Scenario tab is the active tab.

To review the different features on the Scenario dialog box, see “ Scenario dialog
box” on page 507.

4. Inthe Description field, enter aname or description for the scenario, for example,
Scenario A.

@ The description can be a maximum of 30 characters, including spaces.
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5. Do oneor more of the following to set the options and weighted criteriafor the
optimization scenario:

Modify the Back to Back Gap Minutes value. (The allowed valueis 0-60.)

Select the Boost Requirements Weight to increase the weights of preferencesthat are
marked as regquirements to 150% of their assigned preference weights.

Use the Weight slider bar or enter a number in the Weight field to modify the weight
as needed for afactor. If you do not want the factor to contribute to room assignment
ranking for a course, then select Exclude Weight for the factor. (The factor is till
considered when searching for aroom.)

Weights are arbitrary numbers that simply indicate the relative importance of one
criterion to another. The weights do not have to add up to a particular “ whole,”
for example, 100.

By default, all preferences are included in an optimization scenario. For the
preferences that you are including, use the Weight dlider bar to specify aweight for
each preference, or enter a number in the Weight field. If you do not want a
preference to contribute to room assignment ranking for a course, select Exclude
Weight for the preference. (The preference is still considered when searching for a
room.)

&

Only the features that were selected during Set Preferences mode are displayed—
thisis not an exhaustive list of all your features.

Some preferences might have been marked as Required by some academic units
during the Set Preferences mode. Select Ignore Reguirementsto indicate that a
requirement should be ignored and treated only as a preference.

6. Open the Excluded Roomstab, and do the following to specify the rooms that should not
be assigned to a course in this scenario (for example, rooms that have previously been
assigned using a pre-assignment scenario):

On the Building dropdown list, select (all) buildings, or select a specific building.

On the Room Type dropdown list, leave the default value of (all), or select a specific
room type.

In the Available list, select the room, or CTRL-click to select multiple rooms, and
then click the Move (>) button to move the rooms to the Selected list.

If aroomassignment is already “ locked in” for a course, then the room
assignment is maintained for the course, even if the roomis excluded from the
scenario.

7. Repeat Step 6 as needed until you have selected all the roomsin specific buildings that
should be excluded
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8. Click OK.

The Scenario dialog box closes. You return to the Scenarios window with the newly
created scenario automatically selected.

9. Click Optimize.

The Run Scenario dialog box opens. This dialog box lists all the academic units that
have courses for the selected term and domain.

Figure 13-47: Run Scenario dialog box

= Run Scenario - Scenario A EI@
Select Academic Units
Available (6) Description b5 Selected (0) Description
CHEM Chemistry
ENG English Studies
HUM Humanities
MATH Math Department
<L
FS Political Science Department I—I
BUS School of Business
Optimized (0}
<L
CCon

10. Inthe Available list, select the academic unit that you want to run in the optimization
scenario, or CTRL-click to select multiple units, and then click the Move (>) button to
move the units to the Selected List.

11. Click Run.

Two results are possible:

If the term contains edited courses, then a message that states the following opens:
WARNING: You have made changesto 'n' Course(s) in “Define & Edit Mode™ that
will be overwritten. Isit OK to continue. You must click Yesto continue and then a
message opens informing you that optimizing will set thisterm to Read Only for the
selected academic units and asking you if it is OK to continue.

If the term does not contain edited courses, then amessage opensinforming you that
optimizing will set thisterm to Read Only for the selected academic units and asking
you if it is OK to continue.
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12. Click Yes.

The message closes and an Initializing Scenario progress dialog box opens. After the
scenario isinitialized and the term is synchronized, the progress dialog box closes. An
Optimization Results dialog box opens on top of the Resolve Room Assignments
window. This dialog box indicates that the optimization was complete and it also
indicates the number of courses assigned, the percent of total courses assigned, and the
number of exceptions (the number of courses that could not be assigned).

@ At any time, if you need to review thisinformation, click Print > Scenario Results.

13. Click OK.

The Optimization Results dialog box closes and the Resolve Room Assignments
window is now the active window. By default, this window lists only those courses for
which rooms could not be assigned.

Figure 13-48: Resolve Room Assignments window

~ Resolve Room Assignments =N ECR =<

Academic Unt: @l +  Subject @l) -

Couse (5)  SharesSpace  CRN  Course Tille Couse Type  Instructor Das  SatTme  EndTme  EstE *
CHEM 150 01 191001  General Chemistry Lecture Lawson, Ruth MWF 9:00 AM 9:50 AM 140  Seach |
CHEM 101 01 190001 Intro to Chemistry Lecture Nelson, Sean MWF  1200PM 1250PM 14D =
CHEM 401 01 192001 Inorgaric Chemistry Lecture Thomas, Matha ~ MWF .00 AM 9:50 AM 140
CHEM 102 02 190002 Lab Lab Bragksma, Mindy M 1:00 PM 400PM 2 |
CHEM 151 04 191004  General Chemistry Laboratory Lab Amstrong, Lance W 1:00 PM 400PM 2 |7 Lock In
CHEM 15105 191005  General Chemistry Laboratory Lab Camenter, Susan R 1:00 PM 400 PM 2 e
CHEM 20201 190011 Organic Chemistry || Lecture Meyers, Chris MWF  300PM 350 PM 2
CHEM 202 02 190012 Organic Chemistry 1! Lecture Meyers, Chis MWF 900 AM 9:50 AM 2 Open
CHEM 201 01 190009 Organic Chemistry | Lecture Nowalk, Ed MWF  200AM 8:50 AM 2 EErT—
CHEM 201 02 190010 Organic Chemistry | Lecture Nowak, Ed TR 8:00 AM 9:20 AM 2
CHEM 201 01 190009 Organic Chemistry | Lab Nowalk, Ed T 8:00 AM 10:30AM 20
CHEM 201 02 190010 Organic Chemistry | Lecture Nowak, Ed w 1:00 PM 400 PM 2
CHEM 21301 191011 Analytical Chemistry I Lecture Williams, Amy MWF  300PM 350 PM 2
CHEM 213 02 191012 Analytical Chemistry I Lecture Wiliams, Amy MWF 900 AM 9:50 AM 2
CHEM 201 01 191009 Analytical Chemistry | Lecture Schoals, Dave MWF  200AM 8:50 AM 2
CHEM 435 01 192013 Introduction to Quantum Chemistry  Lecture Houser, Michsel ~ MWF 100 PM 1:50 PM 2
CHEM 47301 192011 Principles of Chemical Oceanography Lecture Stevens, Steve  MWF  300PM 350 PM 2
CHEM 473 02 192012 Principles of Chemical Oceanography Lecture Stevens, Steve  MWF 900 AM 9:50 AM 2
CHEM 21202 191010 Analytical Chemistry | Lecture Schoals, Dave TR 8:00 AM 3:20 AM 2
CHEM 437 02 192010 Physical Chemistry for Engineers  Lecture Nguyen, Tran Mw 8:00 AM 9:20 AM 2
CHEM 213 02 191012 Analytical Chemistry I Lab Williams, Amy F 400PM 7.00PM 2 -

4 nr L3
/| Exceptions Only

Close

14. If you are satisfied with the overall results of the Optimization scenario, then you can
continue to resolve any remaining room assignments. (See “ To resolve room
assignments’ on page 520.) Otherwise, you can test other potential scenarios and
compare results using various tool s before you choose your final scenario for publishing.
See “Eva uating Optimization Scenarios’ on page 527.
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To resolve room assignments

After an Optimization scenario, courses can remain unassigned for the following reasons:

» Conflictswith another course: A course or courses that were ranked higher in preference
criteriawas assigned the room that this course required.

* No space can hold course: The course had requirements that were so specific, no room
was available that met the criteria either because the room does not exist, or it was
excluded from the scenario.

1. Optionally, you can do one or more of the following:

 Toview al the coursesthat are in conflict with a course, select the course, and then
click Search to open the Search tool and carry out afiltered search of roomsthat are
availablefor the course's meeting pattern. Rooms that meet all the search criteriaand
that are available are displayed on an Available tab. The rooms that are already in
use during the selected course's meeting time are displayed on a Conflicts tab.

» Toview acoursein the Course Navigator, double-click the course.

For detailed information about working with the Course Navigator, see “ Using
@ the Course Navigator” on page 594.

» Clear Exceptions Only to view alist of all courses (assigned and unassigned) for the
selected term and domain.

» Toview thefinal room assignment ranking, scroll to the Ranking column.

@ Remember, any room that was pre-assigned or was Publish to SShasrank = 0.

» Tofilter the course list, do one or more of the following:
*  Onthe Academic Unit dropdown list, select an academic unit.
*  Onthe Subject Dropdown list, select a subject.
* Click on acolumn heading to sort by the heading.

» Toview notes about the course, scroll to the Notes field. Thisfield displays the
following information, if applicable, for a course:

» Back to Back with Grouping ID, indicating how courses were paired as a set.

» Back to Back Exclusion to indicate a course that wasinitially identified as Back
to Back, but returned to its original ranking because a single room could not be
assigned to the full set.

»  Same Room with Grouping ID, indicating how courses were paired as a set.
e Publishin SIS Room.
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* Locked In status for the room.

2. Continueto “Assigning Rooms’ on page 522.

If you are carrying out incremental optimization by academic unit, you must
@ repeat this procedure for every academic unit that is to be optimized.
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Assigning Rooms

After you have completed pre-assignment of rooms and/or room optimization, four options
are available to resolve room assignments for rooms that are not flagged as Publishin SIS or
locked in to an assignment:

* Assign. The Assign option lists all rooms regardless of availability or preferences. It is
intended to provide a means for you to quickly assign a room without going through the
search process.

e Search. The Search option initially lists any preferences and requirements that were
specified during the Set Preferences mode. Y ou can use these preferences as abasisfor a
room search or you can specify and/or clear other criteriato complete the room search.

* Unassign. The Unassign option removes the Assigned status for a course. Y ou can then
use the Assign option or the Search option to assign a different room to the course. The
Unassign option isavailable after you assign aroom to acourse, or search for aroom, and
then assign it to a course.

e Swap. The Swap option allows you to swap the room assignments of two courses. The
swap option is only available after selecting two courses that have identical meeting
patterns and that have been assigned to rooms.

To assign rooms to courses

522

1. Select the course, or CTRL-click to select the multiple courses to which aroom isto be
assigned.

2. Onthe Preassign Rooms window, or the Resolve Room Assignments window, click
Assign.

The Room Selector dialog box opens.

Figure 13-49: Room Selector dialog box

= Room Selector EI@

Building: Building: -

Room Code (0) Room Name

~ Room Excluded From Scenario

] Limit To Est. Envollment Cancel
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On the Building dropdown list, select (all) buildings or select a specific building that
contains the rooms that you are considering for assignment.

The rooms are displayed in the dialog box. By default, only those rooms that can meet
the enrollment expectations, regardless of availability are displayed. Rooms that are
excluded from the scenario are marked with an asterisk (*), but, if necessary, you can
select an excluded room.

Optionally, to display all rooms in the Room Selector dialog box, clear the Limit to Est.
Enrollment option.

Select aroom, and then click OK.

If the room could not be assigned to one or more courses because of aconflict, then a
message opens indicating this. Click OK to close the message, and repeat this step until
you successfully assign aroom to the courses.

Repeat Step 2 through Step 5 until you have successfully assigned roomsto all courses
for the term. After you have assigned aroom to a course, a any time, you can do any of
the following:

» To change aroom assignment for acourse, select acourse for which aroom has been
assigned, and then click Unassign. You can then repeat Step 2 through Step 5 to
assign aroom to the course.

» Coursesthat were pre-assigned are listed as Locked In. To re-optimize any portion
of the course assignments, select one or more assigned courses (CTRL-click to
select multiple courses), and then click Lock In to lock in these additional courses,
and then rerun your optimization scenario.

*  To swap the room assignments of two courses, CTRL-click to select two courses
with identical meeting patterns, and then click Swap.

You can open the Resolve Room Assignments window at any time by clicking
@ Resolve on the Scenarios window. The system does not require all courses to be
assigned to rooms. Those courses that are left unassigned are placed in a special
TBD room when publishing and can be assigned post-publish.
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To search for rooms to assign to a course

1. Select the course to which aroom isto be assigned.

2. Onthe Preassign Rooms window, or the Resolve Room Assignments window, click
Search.

The Room Search dialog box opens. The preferences or requirements that the academic
unit specified for the selected course during the Set Preferences mode are displayed at
the top of the dialog box. By default, these preferences are included in the search criteria.

Figure 13-50: Room Search dialog box

= Room Search EI@
Original Preferences
Preferences: Preference Value Required
Building JEFF Yes
Room Type Classroom
Notes:
Estimated Enrolment: 30
Actual Enroliment: 0
Search Preferences
Building: Building: Jefferson -
Room Type: Classroom -
Seat Fill Percentage: 100%
lgnore Room Capacity:
Features:
Availzble (5) o Selected (0)
Chalkboard L
Projection System T
Smart Board
Whiteboard -
Cancel Nexd

3. Inthe Search Preferences (lower) pane of the dialog box, edit the search criteria as
needed, and then click Next.

The Room Search dialog box is updated with alist of rooms that meet your search
criteria. Rooms that have been excluded from the scenario are marked with an asterisk
(*). See Figure 13-51 on page 525.
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Figure 13-51: Room Search dialog box

= Room Search [F=5 Eol 5
Available
Building Room Code Room Min Capacity Max Capacity
Jefferson J-250 JEFF250 15 40
Jefferson J-251 JEFF251 15 40
Jefferson J-252 JEFF252 15 40
Jefferson J-253 JEFF253 20 40
Jefferson J-254 JEFF254 20 40
* Room Excluded From Scenario
(oo ) (o]

4. Optionally, to view information about a room, select the room, and then click Room
Info; otherwise, go to Step 5.

The Room Info dialog box opens. The dialog box displays information about the room,
including the room’s properties, the setup type, the room’s features, and so on. After you
are done viewing the room’s information, click Close to close the Room Info dialog box.

5. Onthe Room Search dialog box, select the room that isto be assigned to the course, and
then click Select.

The room is assighed to the course. You remain on the Preassignment window or the
Resolve Assignments window. If the room is assigned from the Preassigned window,
then it is also marked as Locked In.

If there are rooms that meet your search criteria, but they have already been
scheduled by other courses, then a Conflicts tab opens. Open the tab to review a
list of these rooms.
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6. Repeat this procedure as needed to assign rooms to courses. After you have assigned a
room to a course, at any time, you can do one or both of the following:

» |If you want to change aroom assignment for a course, select a course for which a
room has been assigned, and then click Unassign. You can then repeat Step 2
through Step 5 to assign aroom to the course.

»  Coursesthat were pre-assigned are listed as Locked In. If you would liketo re-
optimize any portion of the course assignments, select one or more assigned courses
(CTRL-click to select multiple courses), and then click Lock In to lock in these
additional courses, and then rerun your optimization scenario.

» To swap the room assignments of two courses, CTRL-click to select two courses
with identical meeting patterns, and then click Swap.

You can open the Resolve Room Assignments window at any time by clicking

@ Resolve on the Scenarios window. The system does not require all coursesto be
assigned to rooms. Those courses that are left unassigned are placed in a special
TBD room when publishing and can be assigned post-publish.
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Evaluating Optimization Scenarios

You can test an unlimited number of potential scenarios and compare results using various
tools before you choose your final scenario for publishing. Both the Academic Browser and
the Academic Book contain a Scenario dropdown list from which a specific scenario can be
selected for viewing and evaluation. (See “ Searching with the Academic Browser” on page
579 and “Using the Academic Book” on page 586.) The Scenarios window contains a Print
option that provides access to the following reports that can be used to for evaluating
scenarios—Scenario Results, Scenario Exceptions, Unmet Preferences, and Preferences
Summary. Additional reports within the Academic Planning > Reports area are also
available, including Classroom Optimization, Hourly Classroom Utilization, and Course
Preferences. (See “ Generating Academic Reports’ on page 601.)
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Publishing a Term

Section Contents

»  Overview of Publishing an Academic Term on page 531

* Publishing a Term on page 533

* Manually Updating Course Locationsin the SIS on page 537
*  Unpublishing a Previously Published Term on page 539
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Overview of Publishing an Academic Term

After the Domain Scheduler hasfinalized the assignment of coursesto rooms, either with the
help of the EM S room optimization process or by using the scenario that was pulled from the
SIS, the next step is to publish the course schedule for the term in EMS Campus. Publishing
the course schedule causes the system to book the space in EMS, creating reservations and
bookings. If the EMS Campus system parameter Manually update SIS is set to “No,” then
the publishing process al so updates course location information directly in the SIS;
otherwise, the Domain Scheduler must manually update the SIS. Publishing an academic
term consists of the following steps:

1. TheDomain Scheduler publishes the term, which includes specifying statuses for
courses in conflict and cross-listed courses. See “Publishing a Term” on page 533.

2. If needed, the Domain Scheduler manually updates the course locationsin the SIS. See
“Manually Updating Course Locationsin the SIS’ on page 537.

3. If needed, the Domain Scheduler can unpublish a previously published term. See
“Unpublishing a Previously Published Term” on page 539.
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After you have finalized the assignment of courses to rooms, either with the help of the EMS
room optimization process or by using the scenario that was pulled from the SIS, the next
step is to publish the course schedule for the term in EMS Campus. Publishing the course
schedul e causes the system to book the spacein EMS, creating reservations and bookings.

To publish a term

1. Onthe EMS Campus menu bar, click Academic Planning > Courses > Manage Terms.

The Terms window opens.

Figure 13-52: Terms window

= Terms

Domain: Main Campus -
Term Code (5) Description Phase Start Date Active Scenario Last Sync
03-5FR 2009 SPRING ~ PUBLISHED 1/12/2003 Scenario 2 10/17/2008 3:40 PM
03-FALL 2009 FALL PUBLISHED 8/10/2009 Scenario 1 1/15/2010 1:24 PM
10-5FR 2010 SPRING ~ PUBLISHED 1/11/2010 Scenario A 2/22/2010 1:51 PM
10-FALL 2010 FALL PUBLISHED 9/13/2010 Scenario A 8/17/2010 3:16 PM
11-5FR 2011 SPRING ~ PLANNING  1/10/2011 SIS 12/16/2010 218 PM

Sync
Admin

[

;

Publish

|

Unpublish

[

Update SIS

Copy Prefs.

[

[

Email

V| Active

Inactive

Close

|

2.  Onthe Domain dropdown list, select the domain for which the term is being published.

3. Select theterm that is being published, and then click Edit.

The Term dialog box opens. The Term tab is the active tab. See Figure 13-53 on page

534.
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Figure 13-53: Term dialog box, Term tab

= 12-FALL - 2012 FALL o |[[E- ][]
Tem | Excluded Dates | Auto Sync Settings | Audit
Tem Code: 12-FALL
Description: 2012 FALL
Start Date 8/20/2012
End Date: 12/7/2012
Last Synchronization: 3/8/2012 1221 PM
Phase |
MNotes:
Available To Academic Units:
Time Block Template: {none) -
Active Scenario: 515 -
Enroliment Based On: Estimated -
Mode
Define & Edit Courses Set Preferences Dual @ Read Only
Inactive “° Spelling Cancel

4. Dothefollowing:

* Makesurethat the Modeis set to Read Only and if the academic unit-level usersare
to have View access to the term, make sure that Available to Academic Unitsis
selected.

* Onthe Active Scenarios dropdown list, select the scenario that is being published.

The S Sscenario publishes room assignments that were previously defined in the
SS

5. Optionaly, in the Phase field and the Notes field, enter any information that is pertinent
to the published schedules, for example, “Published” in the Phase field.

6. Open the Excluded Dates tab.

7. Select the dates that should be excluded during the publishing process.

Thiswould include any dates where regularly scheduled classes do not take place,
for example, breaks, holidays, and if applicable, final exams week.

The Term dialog box closes. You return to the Terms window with the term that isto be
published automatically selected.

Bookings are not created for excluded dates, which means that rooms can be
scheduled for events and meetings, if needed.
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8. Click Publish.

The Publish Term dialog box opens. The Domain field, the Term field, and the Scenario
field are automatically populated with the values that you previously selected and you
cannot edit them.

Figure 13-54: Publish Term dialog box

= Publish Term =n| Wl <
Domain: Main Campus]
Tem: 11-5PR
Scenario: Scenario A
Status: Academic - Corfimed -
Corflict Status: Academic - Corflict -
Cross List Status: Academic - Crosslist -
Ovemide Bdsting Bookings: ]
Ovemide Corflict Status: Academic - Bumped -
Domain Settings
Reservation Source: 515 -
Room for Unassigned Courses: TED I:I
[ Pubish | [ Cancel |

9. Select the statuses required for publishing the term.

Status Description

Status The status that is used to book all rooms for course reservations and
bookings that are created during the publishing process.

Note: The status should be a Booked Space type.

Conflict Status If you are publishing course room placements that were assigned in
your SIS (the SIS scenario), then potentially you could have room
booking conflicts created. If a double booking is encountered during the
publishing process, then the reservation and bookings for the conflicting
course are published in this conflict status.

Note: The status should be an Info Only type.

Cross List Status The status that is used to book all cross-listed and shared space course
reservations and bookings that are created during the publishing
process.

Note: The status should be an Info Only type.

Override Existing If another scheduling unit on campus, for example, the Student Union, is
Bookings/Override allowed to book events in academic space before the publishing
Conflict Status process has taken place, then an event and course might be assigned

to the same space. If Override Existing Bookings is selected and this
situation is encountered during the publishing process, the event is
“bumped” and its reservation and bookings are booked into this status. If
Override Existing Bookings is not selected, then the conflicted bookings
for the course are placed into the Override Conflict Status.

Note: The Override Conflict Status should be an Info Only type.
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10. Specify the Domain Settings for the term.

Setting Description

Reservation Source Select the reservation source that is used for the course reservations
and bookings that are created during the publishing process.

Room for Unassigned

Courses Click the Search icon |_| to open the Room Selector dialog box and

select the room in which to book the courses that have not been
assigned in the SIS or in an optimization scenario.

Note: Unassigned courses are typically booked in a special To Be
Determined (TBD) room. Some organizations create a specific
TBD building and/or room to accommodate this situation. The
room must be an override description room. See the EMS Setup
Guide for information about configuring a TBD building and/or
room.

11. Click Publish.

A message opens stating that publishing the term will set the term to Read Only and
asking you if itis OK to continue.

12. Click Yes.

A Publishing progress dialog box opens. After the term is published, the progress dialog
box closes, and a message opens indicating that the term was published successfully.

13. Click OK to close the message and return to the Terms window.

If any errors are encountered during the publishing process, or if the EMS

@ Campus system parameter Manually Update S SERP System After Publishing is
setto“ Yes,” then you can access your course list and manually update the course
locations in your SIS, See Manually Updating Course Locationsin the SSon
page 537
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Manually Updating Course Locations in the SIS

If any errors are encountered during the publishing process, or if the EMS Campus system
parameter Manually Update SIS/TERP System After Publishing is set to “ Yes,” then you can
access your course list and manually update the course locationsin your SIS.

To manually update course locations in the SIS

1. Onthe EMS Campus menu bar, click Academic Planning > Courses > Manage Terms.

The Terms window opens.

Figure 13-55: Terms window

= Terms

Domain: Main Campus -

Tem Code (5) Description Phase Start Date
03-5FR 2009 SPRING ~ PUBLISHED 1/12/2003
03-FALL 2009 FALL PUBLISHED 8/10/2009
10-5FR 2010 SPRING ~ PUBLISHED 1/11/2010
10-FALL 2010 FALL PUBLISHED 9/13/2010
11-5FR 2011 SPRING ~ PLANNING  1/10/2011

Active Scenario
Scenario 2
Scenario 1
Scenario A
Scenario A

SIS

Last Sync

10/17/2008 3:40 PM
1/15/2010 1:24 PM
2/22/2010 1:51 PM
8/17/2010 3:16 PM
12/16/2010 218 PM

Sync
Admin

[

Publish

;

|

Unpublish

[

Update SIS

[

Copy Prefs.

Email

[

V| Active

Inactive

Close

|

2. Onthe Domain dropdown list, select the domain for which you are manually updating

the course locations.

3. Sdlect theterm for which you are manually updating the course locations, and then click

Update SIS.

The Courses Not Updated in SIS window opens. This window lists al the courses that
were not updated in the SIS along with an accompanying reason. If the reasonisan error,
you must resolve the error before you can continue with the manual publishing. I
“Manual Publish” required islisted, then you can continue with this procedure. See

Figure 13-56 on page 538.
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Figure 13-56: Courses Not Updated in the SIS window

= Courses Mot Updated In SIS EI@
Course CRM Course Title Instructar Days Start Timne End Time -
ACCT 101 01 1680150 Intro to Accounting Raasch, Kevin MTWRF  9:00 AM 1060 Ak

ACCT 101 02 1680151 Intro to Accounting Raasch, Kevin MTWRF  3:00 PM 4:50 P

ACCT 201 01 1680152  Corporate Financial Accounting | Ewans, Dean MwF 11:00 AM 11:50 Ak

ACCT 20201 180153 Corporate Financial Accounting || Ewans, Dean TR 300 P 4:50 P

ACCT 25101 160155 Auditing | WYanHouzen, Rebecca MWwF 11:00 AM 11:50 Ak

ACCT 25201 1680156 Auditing Il YanHouzen, Rebecca TR 5:00 P E:20 P

ACCT 301 01 1680154 Cost Management Mulvey, Sean MwF 200 P 250 P

ACCT 41001 161156 Governmental and Monprofit Accounting Chapman, Russel TR 5:00 P E:20 P

ACCT 44001 161150  Enterprize Resource Planning Systems Draviz, Sharyl MTWRF  9:00 AM 1060 Ak

ACCT 440 N2 1R1151 F nternrize Resauree Planninn Sustemns Naviz Sharul MTWRF 30N PR 4-R P i
4 m 3
History:

Date Changed By Field 0ld ¥ alue Mew Value

Update | | Updatesil

| Cloze |

4. Select the course record or CTRL-click to select multiple records that you are updating,
and then click Update, or click Update All to update all recordsin asingle step.

A message opens indicating that the updates were successful.
5. Click OK to close the message and return to the Terms window.
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Unpublishing a Previously Published Term

For avariety of reasons, you might need to unpublish a previously published term, for
example, you accidentally published the term using the wrong scenario, or you forgot to
mark excluded dates before you published the term.

Even though you might have a valid reason for unpublishing a term, do not do so
without great consideration. Unpublishing a term deletes all reservations and
bookings that are associated with the term.

To unpublish a term

1. Onthe EMS Campus menu bar, click Academic Planning > Courses > Manage Terms.
The Terms window opens.
Figure 13-57: Terms window

= Tems (=[O sl

Domain: Main Campus -

Tem Code (5) Description Phase Start Date Active Scenario Last Sync Edit
03-5FR 2009 SPRING ~ PUBLISHED 1/12/2003 Scenario 2 10/17/2008 3:40 PM Print
03-FALL 2009 FALL PUBLISHED 8/10/2009 Scenario 1 1/15/2010 1:24 PM
10-5FR 2010 SPRING ~ PUBLISHED 1/11/2010 Scenario A 2/22/2010 1:51 PM Syne
10-FALL 2010 FALL PUBLISHED 9/13/2010 Scenario A 81772010 316 FM Admin
11-5FR 2011 SPRING ~ PLANNING  1/10/2011 SIS 12/16/2010 218 PM

[

;

Publish

|

Unpublish

[

Update SIS

[

Copy Prefs.

Email

[

V| Active

Inactive

|

Close

2.  Onthe Domain dropdown list, select the domain for which you are unpublishing the
term.

3. Select the term that you are unpublishing, and then click Unpublish.

A message opens indicating that unpublishing will remove al reservations and bookings
for the selected term, and asking you if it is OK to continue.
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4. Click Yes.

The message closes. After the term is unpublished, a second message opens indicating
that the term was successfully unpublished.

5. Click OK to close the second message and return to the Terms window.
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Post-Publishing Phase

Section Contents

* Reviewing Reservations and Resolving Room Assignments on page 543
»  Post-Publish Processing of Courses on page 546
e Setting a Final Exam Schedule on page 562

Publishing a Final Exam Session on page 572
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Reviewing Reservations and Resolving Room
Assignments

After a course has been published, you can use the EM S Navigator (referred to simply asthe
Navigator) or the Reservation Book (referred to simply as the Book) to manageit just like
any other EM S reservation and/or booking. The Course Info tab on the Navigator displays
the course and the course date records for the course asit existsin your SIS. If you open a
coursein the Navigator that is cross-listed or shares space with another course, the Navigator
displays both sets of reservations and bookings. You can review the reservations that have
been made for a course and if needed, change the course room (location) for one or more of
its bookings. If courses have an identical meeting pattern, you can also swap rooms
(locations) between courses.

If you select a course date record, on the Course Info tab, and then click Course,
the course opens in the Course Navigator.

&

Figure 13-58: Navigator with reservation and bookings for a course

= Mavigator - ACCT-251-01 Auditing I (Reservation MNo. 896)

E=RECH

Print Refresh | Settings

4

Open Reservation

 Attachments (1) | ® User Defined Fields (1) | ) Transactions (1) | &) Histoy* | " Emails (1)
. Reservation Summary %, Course Info | 4 Properties | ' Reminders 0y | L Comments (0}

..... Tem: 2006 FALL Academic Unit: School of Business
..... CRN: 10155 Instructor: VanHousen. Rebecca
..... Course: ACCT 25101 Enrollment: 27
----- Start Date End Date Start Time End Time Location
- 9/11/2006 Mon  12/15/2006Fi  11:00 AM 11:50 AM JEFF J-254
""" Bookings (39)
3 Date Stat  End  Buldng  Room  Evert -
..... 9/11/2006 Mon  11:00 AM 11:50 AM JEFF J-254 ACCT-251-01 Auditing |
----- 9/13/2006 Wed  11:00 AM 11:50 AM JEFF 1254 ACCT-251-01 Auditing | =
""" 9/15/2006 i 11:00AM 11:50 AM JEFF 1254 ACCT-251-01 Auditing |
""" 9/18/2006 Mon  11:00 AM 11:50 AM JEFF 1254 ACCT-251-01 Auditing |
- 9/20/2006 Wed  11:00 AM 11:50 AM JEFF J254  ACCT-25101 Audting |
..... 9/22/2006Fi  11:00AM 11:50 AM JEFF 1254 ACCT-251-01 Auditing |
----- 9/25/2006 Mon  11:00 AM 11:50 AM JEFF 1254 ACCT-251-01 Auditing |
----- 9/27/2006 Wed  11:00 AM 11:50 AM JEFF 1254 ACCT-251-01 Auditing |
""" 9/29/2006 i 11:00AM 11:50 AM JEFF 1254 ACCT-251-01 Auditing |
- 10/2/2006 Mon  11:00 AM 11:50 AM JEFF J254  ACCT-25101 Auditing |
..... - 10/4/2006 Wed  11:00 AM 11:50 AM JEFF 1254 ACCT-251-01 Auditing | ~

After a term has been published, you can continue using the Academic Browser,
the Academic Book and/or the Course Navigator to locate courses; however, for

automation reasons, after a termis published, you should make room changesin
EMS Campus and not in your SIS,

5
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In atypical process, you would want to locate and review the following types of courses

immediately after publishing:

»  Coursesin conflict—Use the Browser to search for bookings in the academic conflict
status that you designated, for example, Academic Conflict. (See “ Searching with the
Browser or with the Web Reservation Tool” on page 197.) Y ou can change the location
to resolve the conflict (see “To change the course rooms (locations) for one or more
bookings’ below), or if the conflict was intentional, you can change the status to the
academic share status that you designated, for example, Academic Shared. (See“ To edit
abooking in the Navigator” on page 110 or “ To edit multiple bookings in the Navigator”
on page 112.)

When you manually update the status to Shared, the courses are not linked in the

@ same way as when marking them as Shared Space prior to publishing; however,
manually updating the status does not result in these course being “ cleared” from
your Conflict list.

»  Courses or events that were overridden by publishing—Use the Browser to search for
bookingsin the status that you designated for override bookings, for example, Academic
Bumped. (See “ Searching with the Browser or with the Web Reservation Tool” on page
197.) Y ou might want to move these bookings to another location. (See “ To change the
course rooms (locations) for one or more bookings’ below.)

*  Coursesthat were |eft unassigned—Use the Browser to search for bookingsin the TBD
room (See“ Searching with the Browser or with the Web Reservation Tool” on page 197.)
Y ou might want to move these courses to an actual room. (See “To change the course
rooms (locations) for one or more bookings’ below.)

You can also use the Advanced search features in the Academic Browser to locate
and review the three types of coursesthat are listed above after publishing. See
“ Searching with the Academic Browser” on page 579.

To change the course rooms (locations) for one or more bookings

1. Open the course reservation in the Navigator. See:
* “Viewing and Editing Reservations in the Reservation Book” on page 62.
* “Opening areservation directly in the Navigator” on page 79.
*  “Opening areservation through a group” on page 80.

e Chapter 4, “Search Tools,” on page 195.

544



2.

Chapter 13
Academic Planning (EMS Campus)

Do one of the following:

» To update acourse location for a single booking, see “To edit a booking in the
Navigator” on page 110.

» Toupdate course locations for multiple bookings, see“Editing Multiple Bookingsin
the Navigator” on page 112.

@ The course location in the S S does not update automatically unless all bookings

that are specific to a meeting pattern within a reservation are changed to an
identical alternate location. If for some reason, you want to manually update the
S Swith a new location that was not assigned to all bookings, select the course
date record on the Navigator Course Info tab, and then click the Update button.

To swap rooms between courses

If courses have an identical meeting pattern, you can also swap rooms between courses.

1

Open the Reservation Book. See “Viewing and Editing Reservations in the Reservation
Book” on page 62.

In the Reservation Book, locate your course bookings.

Right-click one of the two bookings that you want to swap, and on the context menu that
opens, click Swap Rooms With Another Course.

Select the second of your two bookings.

A message opens asking you if you are sure that you want to swap rooms for the two
COUrSes.

Click Yes.

The message closes. After the locations are swapped, the Reservation Book is updated to
reflect the swap.
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Post-Publish Processing of Courses

In most cases, courses are added, changed, or canceled in the SIS after the course schedule
has been published in EMS. You can manually resynchronize and process these courses, or
you can set options in EM S Campus to automatically resynchronize these courses. After
these course are automatically resynchronized, they can be automatically processed as well,
or you can manually process them. Also, at the point that actual enrollment should determine
room assignment (that is, can aroom'’s capacity handle the actual enrollment), you can
process courses post-publish so that the courses are updated with the actual enrollment.

For automatic synchronizing to occur, the EMS Campus Auto Sync Service must
be installed and configured. Refer to the EMS Installation manual for details.

To manually process courses post-publish

1. Onthe EMS Campus menu bar, click Academic Planning > Courses > Manage Terms.
The Terms window opens.

Figure 13-59: Terms window

= Terms

Domain: Main Campus

Term Code (5)
03-5FR 2009 SPRING
03-FALL 2009 FALL
10-5FR 2010 SPRING
10-FALL 2010 FALL
11-5FR 2011 SPRING

Description

-

Phase Start Date
PUBLISHED 1/12/2009
PUBLISHED 8/10/2009
PUBLISHED 1/11/2010
PUBLISHED 9/13/2010
PLANNING  1/10/2011

Active Scenario
Scenario 2
Scenario 1
Scenario A
Scenario A

SIS

Last Sync

10/17/2008 3:40 PM
1/15/2010 1:24 PM
2/22/2010 1:51 PM
8/17/2010 3:16 PM
12/16/2010 218 PM

Sync
Admin

[

;

Publish

|

Unpublish

[

Update SIS

Copy Prefs.

[

[

Email

V| Active

Inactive

Close

|
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2. Select the term which requires post-publish processing, and then click Sync.

The Course Updates window opens. The Course tab is the active tab. This tab displays
all the new courses, new course dates, changed courses, or canceled courses from the
SIS. After processing, it also lists “Room Capacity Violations,” or courses in which the
designated enrollment (estimated or actual) has surpassed the capacity of the room. The
Course Updates window also has a Crosslist Validation tab. When EM S changes a
cross-list parent to accommodate a new course, course date, or change that is being
processed, the cross-listed courses are displayed on the Crosdlist Validation tab. The
Crosdlist Validation tab isfor informational purposes only so that you are kept abreast of
parent changes. If you are satisfied with the parent assignments, you can simply click
Reviewed and the cross-listed courses are cleared from the tab; otherwise, a Set Parent
option is available.

Figure 13-60: Course Updates window, Courses tab

i

= Course Updates

Courses | Crosslist Validation

Canceled

Change Status [3) Motes Course Shares Space 515 kList CRNM Courze Title Instructar Daps Start Process
Mew Course FS 20503 152760  Law and Justice  Reid, Dan TR 913/
BUS 22602 181201 Personal Finance “Wallace, Rasheed TR 913

Foom nat available. BUS 201 01 150202 Busin Larson, ‘wiliam [

Open

Assign

Canflicts

Select Al

Fririt

Refresh

1 F

History | Preferences

Date Changed By Field Old W alue Mew W alue
B/28/2010 9:52 4  Bryan Peck Start Time 9:00 &M 200 P
B/28/2010 9:52AM  Bryan Peck End Time 350 AM 260 PM
F/2842010 317 &k Bryan Peck Raom JEFF 251 JEFF 254

Close

il
L

Unselect All

]

3. Continue to one of the following:

“To process a canceled course post-publish” on page 548.
“To process a changed course post-publish” on page 548.
“To process a new course date post-publish” on page 550.
“To process a new course post-publish” on page 553.

“To process a Room Capacity Violation post-publish” on page 555.

The following procedures are presented in the order in which the post-publish

processing should be carried out—cancellations, changes, new cour se dates, new

courses, and then Room Capacity Violations.

547



Chapter 13
Academic Planning (EMS Campus)

To process a canceled course post-publish

1. Select the canceled course, or CTRL-click to select multiple courses.
2. Click Process.

A message opens asking you if you are sure that you want to process the selected course
dates.

3. Click Yes.
After processing is complete, the message closes and the canceled courses are removed
from the Course Updates window. The bookings are canceled in EMS.

To process a changed course post-publish

A courseislisted as changed if there has been a change to the start or end date, aday of the
week, the start or end time, and/or the room in the SIS.

1. Seect the changed course, or CTRL-click to select multiple courses.

The change history for the selected coursesis displayed on the History tab in the lower
pane of the Course Updates window.

2. Click Process.

A message opens asking you if you are sure that you want to process the selected course
dates.

3. Click Yes.
Two results are possible:

» If the changes were successfully completed for the reservations and bookings, then
the courses are removed from the Course Updates window.

» If the changes resulted in aroom conflict, Room Not Availableis displayed in the
Notes column. Go to Step 4.

4. Click Conflicts to view the conflicts for the course.

The View Conflicts dialog box opens. Each course and/or event that is causing the
conflict is displayed.

5. If the conflict was caused by the switching of the roomsin the SIS, select the two course
datesthat are in conflict, and then click Swap to swap and process the rooms in the same
step; otherwise, go to Step 6.
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6. Do one of the following:

» Click Process again to process the course with conflicts. A Warning message op ens
asking you if you are sure that you want to process with conflicts. Click Yesto close
the message and compl ete the processing.

If needed, at a later date, you can use the Browser to manually search for these
@ conflicts and resolve them. See Coursesin Conflict on page 544.

» Click Assign to search for anew room. The Select a Room dialog box opens. Go to
Step 7.
Figure 13-61: Select A Room dialog box
= Select A Room EI@

Building: Building: (all) -

Foom Type: {ally -

Features: Feature
Buitt in Sound/Video
Chalkboard
Projection System
Smart Board
TV/DVDACR
Whiteboard
Windowi(s)

lgnore Room Capacity:

Cancel Ned

7. Specify your search criteria, and then click Next.
A list of rooms that meets your search criteriais displayed.
8. Select theroom that isto be assigned to the new courses, and then click Finish.

The Select aRoom dialog box closes and you return to the Course Updates window with
the new courses still selected.

9. Click Process.

A message opens asking you if you are sure that you want to process the selected course
dates.
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10. Click Yes.

After processing is complete, the message closes and the changed courses are removed
from the Course Updates window. If a Day of the Week change has been made, then
processing course changes del etes and recreates the bookings that were previously made
in EMS.

If bookings are deleted and recreated, then any manual changes that have been
made to these bookings and/or any services that have been added to the booking
arelost.

To process a new course date post-publish

1. Select the new course dates, or CTRL-click to select multiple new course dates.

2. If rooms have already been assigned to the course datesin the SIS and you want to keep
these rooms, then go to Step 5; otherwise, click Assign to open the Select A Room dialog
box, and then go to Step 3.

Figure 13-62: Select A Room dialog box

= Select ARoom EI@
Building: Building: (all) -
Foom Type: {ally -
Features: Feature
Buitt in Sound/Video
Chalkboard
Projection System
Smart Board
TV/DVDACR
Whiteboard
Windowi(s)
lgnore Room Capacity:
Cancel Mext >

3. Specify your search criteria, and then click Next.
A list of rooms that meets your search criteriais displayed.
4. Select the room that isto be assigned to the new courses, and then click Finish.

The Select aRoom dialog box closes and you return to the Course Updates window with
the new courses still selected.

Rooms can be processed without a room assignment. In this case, the course date
@ is published in the TBD room that was specified when the term was published.
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5. Click Process.

A message opens asking you if you are sure that you want to process the selected course
dates.

6. Click Yes.
Two results are possible:

» If the changes were successfully completed for the reservations and bookings, then
the courses are removed from the Course Updates window.

» |If the changes resulted in aroom conflict, Room Not Availableis displayed in the
Notes column. Go to Step 7.

7. Click Conflictsto view the conflicts for the course.

The View Conflicts dialog box opens. Each course and/or event that is causing the
conflict is displayed.

8. If the conflict was caused by the switching of the roomsinthe SIS, select the two course
dates that are in conflict, and then click Swap to swap and process the roomsin the same
step; otherwise, go to Step 9.

9. Do one of the following:

»  Click Process again to process the course with conflicts. A Warning message opens
asking you if you are sure that you want to process with conflicts. Click Yesto close
the message and compl ete the processing.

If needed, at a later date, you can use the Browser to manually search for these
@ conflicts and resolve them. See Coursesin Conflict on page 544.

» Click Assign to search for a new room. The Select a Room dialog box opens. Go to
Step 10.

Figure 13-63: Select A Room dialog box
= Select A Room EI@

Building: Building: (all) -

Foom Type: {ally -

Features: Feature
Buitt in Sound/Video
Chalkboard
Projection System
Smart Board
TV/DVDACR
Whiteboard
Windowi(s)

lgnore Room Capacity:

Cancel Ned
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10. Specify your search criteria, and then click Next.

11.

12.

13.

A list of rooms that meets your search criteriais displayed.
Select the room that is to be assigned to the new courses, and then click Finish.

The Select aRoom dialog box closes and you return to the Course Updates window with
the new courses still selected.

Click Process.

A message opens asking you if you are sure that you want to process the selected course
dates.

Click Yes.

After processing is complete, the message closes and the changed courses are removed
from the Course Updates window. If a Day of the Week change has been made, then
processing course changes del etes and recreates the bookings that were previously made
in EMS.

If bookings are deleted and recreated, then any manual changes that have been
made to these bookings and/or any services that have been added to the booking
arelost.
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To process a new course post-publish

1. Select the new course, or CTRL-click to select multiple new courses.

2. Do one of the following:

If rooms have already been assigned to the courses in the SIS and you want to keep
these rooms, then go to Step 6.

If aroom has aready been assigned to the course (the first course) in the SIS, but it
is meant to share aroom with another course (the second course), then click Shareto
open the Course Selector dialog box, and then go to Step 5.

Figure 13-64: Course Selector dialog box

= Course Selector EI@

Course Shares Space SIS XList CRN Course Title Course Type Instructor o
ACCT 101 01 140150 Intro to Accounting Lecture Myers, Jesse E
ACCT 101 02 140151 Intro to Accourting Lecture Raasch, Kevin !
ACCT 201 01 140152  Corporate Financial Accounting | Lecture Evans, Dean !
ACCT 20201 140153  Corporate Financial Accounting |1 Lecture Evans, Dean T
ACCT 25101 140155  Auditing | Lecture VanHousen, Rebecca |
ACCT 252 01 140156 Auditing Il Lecture VanHousen, Rebecca ™
ACCT 301 01 140154  Cost Management Lecture Mulvey, Sean !
ACCT 41001 141156 Govemmental and Nonprofit Accourting Lecture Chapman, Russel

ACCT 44001 141150  Enterprise Resource Planning Systems Lecture Davis, Sharyl !
ACCT 440 02 141151  Enterprise Resource Planning Systems Lecture Davis, Sharyl !
ACCT 47001 142152 Accourting Theory Lecture Mash, Grahm !
ACCT 508 01 141152 Advanced Commercial Law Lecture Langmeier, Shannon |
ACCT 508 02 141153 Advanced Commercial Law Lecture Freeman, Morgan T
ACCT 51001 141154 Accounting for Mergers and Acquisitions Lecture Franklin, Mikdi !
ACCT 52101 142150  Production Cost Analysis and Control Lecture Diaz, Cameron !
ACCT 52102 142151 Production Cost Analysis and Control Lecture Diaz, Cameron !
ACCT 53001 142153 Advanced Income Tax Lecture Nash, Grahm 1
ACCT 53301 141155  Accounting and Tax Research Lecture Chapman, Russel !
ACFT 53302 142154  Accourting and Tax Research Lecture Weber. Chris {5

] 1 ¢

[ ok ][ cancel |

If aroom has not been assigned to the coursein the SIS, and you want to search for a
room, then click Assign to open the Select A Room dialog box and then go to Step 3.
See Figure 13-65 on page 554.

Rooms can be processed without a room assignment. In this case, the course date
is published in the TBD room that was specified when the term was published.
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Figure 13-65: Select A Room dialog box

= Select A Room EI@
Building: Building: (all) -
Foom Type: (@ally -
Features: Feature
Buitt in Sound/Video
Chalkboard
Projection System
Smart Board
TV/DVDACR
Whiteboard
Windowi(s)
lgnore Room Capacity: (]
—

3. Specify your search criteria, and then click Next.
A list of rooms that meets your search criteriais displayed.

4. Select the room that isto be assigned to the new course, and then click Finish.

The Select a Room dialog box closes and you return to the Course Updates window with

the new course still selected.

5. If the course is not meant to share aroom with another course, go to Step 6; otherwise, if

the course is meant to share aroom with another course, then do the following:
» Click Share to open the Course Selector dialog box.

Figure 13-66: Course Selector dialog box

= Course Selector EI@

Course Shares Space SIS XList CRN Course Title Course Type Instructor j*
ACCT 101 01 140150 Intro to Accounting Lecture [Tr— E
ACCT 101 02 140151 Intro to Accourting Lecture Raasch, Kevin !
ACCT 201 01 140152  Corporate Financial Accounting | Lecture Evans, Dean !
ACCT 20201 140153  Corporate Financial Accounting |1 Lecture Evans, Dean T
ACCT 25101 140155  Auditing | Lecture VanHousen, Rebecca |
ACCT 252 01 140156 Auditing Il Lecture VanHousen, Rebecca ™
ACCT 301 01 140154  Cost Management Lecture Mulvey, Sean !
ACCT 41001 141156 Govemmental and Nonprofit Accourting Lecture Chapman, Russel

ACCT 44001 141150  Enterprise Resource Planning Systems Lecture Davis, Sharyl !
ACCT 440 02 141151  Enterprise Resource Planning Systems Lecture Davis, Sharyl !
ACCT 47001 142152 Accourting Theory Lecture Mash, Grahm !
ACCT 508 01 141152 Advanced Commercial Law Lecture Langmeier, Shannon |
ACCT 508 02 141153 Advanced Commercial Law Lecture Freeman, Morgan T
ACCT 51001 141154 Accounting for Mergers and Acquisitions Lecture Franklin, Mikdi !
ACCT 52101 142150  Production Cost Analysis and Control Lecture Diaz, Cameron !
ACCT 52102 142151 Production Cost Analysis and Control Lecture Diaz, Cameron !
ACCT 53001 142153 Advanced Income Tax Lecture Nash, Grahm 1
ACCT 53301 141155  Accounting and Tax Research Lecture Chapman, Russel !
MIlfT 53302 142154 Accounting and Tax Research Lecture Weber. Chris {5
] 1 ¢

oK | [ Cancel
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» Enter the appropriate search criteria (CRN, Course Title, Subject and/or Instructor)
to search for the second course.
*  Select the second course, and then click OK.
You are returned to the Course Updates window.
6. Click Process.

A message opens asking you if you are sure that you want to process the selected course
dates.

7. Click Yes.
After processing is complete, the message closes and the new courses are removed from
the Course Updates window.

To process a Room Capacity Violation post-publish

If the enrollment for a class violates the minimum or maximum capacity for its assigned
room, then the course is displayed on the Course Updates window with a change status of
Room Capacity Violation.

1. Select the course, or CTRL-click to select multiple courses.
2. Do one of the following:

» Toassign the course to anew room, click Assign to open the Select a Room dialog
box, then go to Step 3; otherwise, to leave the course in the same room, go Step 5.

Figure 13-67: Select A Room dialog box

= Select ARoom EI@

Building: Building: (all) -
Foom Type: {ally -
Features: Feature

Buitt in Sound/Video

Chalkboard

Projection System

Smart Board

TV/DVDACR

Whiteboard

Windowi(s)
lgnore Room Capacity:
Cancel Mext >

3. Specify your search criteria, and then click Next.

A list of rooms that meets your search criteriais displayed.
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4. Select the room that isto be assigned to the new course, and then click Finish.

The Select a Room dialog box closes and you return to the Course Updates window with
the new course still selected.

5. Click Process.

A message opens asking you if you are sure that you want to process the selected course
dates.

6. Click Yes.

After processing is compl ete, the message closes and the new courses are removed from
the Course Updates window.

If you did not assign a new room to the course, then clicking Process merely
@ acknowledges the room violation. The course remainsin its same room.

To automatically process courses post-publish

1. Onthe EMS Campus menu bar, click Academic Planning > Courses > Manage Terms.
The Terms window opens.
Figure 13-68: Terms window

= Tems (=[O sl

Domain: Main Campus -

Tem Code (5) Description Phase Start Date Active Scenario Last Sync Edit
03-5FR 2009 SPRING ~ PUBLISHED 1/12/2003 Scenario 2 10/17/2008 3:40 PM Print
03-FALL 2009 FALL PUBLISHED 8/10/2009 Scenario 1 1/15/2010 1:24 PM
10-5FR 2010 SPRING ~ PUBLISHED 1/11/2010 Scenario A 2/22/2010 1:51 PM Syne
10-FALL 2010 FALL PUBLISHED 9/13/2010 Scenario A 81772010 316 FM Admin
11-5FR 2011 SPRING ~ PLANNING  1/10/2011 SIS 12/16/2010 218 PM

[

Publish

;

|

Unpublish

Update SIS

[

[

Copy Prefs.

[

Email

V| Active

Inactive

|

Close

2. Select the term which requires post-publish processing, and then click Edit.
The Term dialog box opens. The Term tab is the active tab.
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3. Open the Auto Sync Settings tab.
Figure 13-69: Auto Sync Settings tab

= 10-FALL - 2010 FALL

Excluded Dates | Auto Sync Settings | Publish Settings | Audt
Automatically Sync Courses: [}
Automatically Process Course Updates:

Auto Sync Only Once Per Day: A -

o 3 sl

A:r' Spelling QK ] I Cancel

4, Specify your auto sync settings.

Setting

Description

Automatically Sync
Courses

Select this option to automatically synchronize courses in your SIS.

Note: To automatically synchronize courses, a user who can carry out
this function must be created, and this user must be specified for
the Auto Sync User EMS (Campus) system parameter. See EMS
system parameters (Campus) in the EMS Setup Guide.

Automatically Process
Course Updates

Select this option if EMS is to automatically process new courses,
changes, and cancellations if possible. Leave the option blank to
manually process new courses, changes and cancellations from the
EMS Dashboard. (See “To manually process courses post-publish” on
page 546.)

Note: If this option is selected, and EMS cannot automatically process
new courses, course dates and/or changes because of a conflict
(for example, a room is not available), then you must manually
process these courses. You must open the Course Updates tab
on the EMS Dashboard, and then open the Courses sub-tab to
view the courses in conflict that you must manually process.
(See Figure 13-70 on page 558.) The Courses sub-tab is
identical to the Course Updates window. See Chapter 5, “EMS
Dashboard,” on page 227 for information about working with tabs
on the Dashboard window.

Note: In addition to this setting, three Campus system parameters
determine the specific types of updates that you are
auto-processing. See EMS system parameters (Campus) in the
EMS Setup Guide.
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Setting

Auto Sync Only Once
Per Day

If you do not select this option, then EMS automatically synchronizes
the courses in your SIS according to the settings for the EMS Campus

Auto Sync service.

Last Date of Auto Sync

Required value. Enabled after Automatically Synch Courses is selected.
Select the last date on which synchronization is to be automatically
carried out by EMS for this term, which typically corresponds to the last

date of the term.

5. Click OK.

The Term dialog box closes. You return to the Terms window.

Figure 13-70: Dashboard window, Course Updates tab

= Dashboard

Description {0} Last Sync

¥ Hotifications®

3 Reminders

) Web Reservations*

Q) Web Requests*

3 Wait List

‘ Building Hours Exceptions
‘H‘Analwcs

|E= At A Glance

Courses | Crosslist Validation

i
i

Options

Change Status (0} Notes Course

Process

Share
Unshare

Select All
Unselect Al

Refresh

Close
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To process courses post-publish for enrollment

Typically, you publish your term in EM S prior to registration beginning. As aresult,
estimated enrollment is the most relevant value for searching for rooms with appropriate
capacities. Closer to the start of the term, however, actual enrollment might become more
relevant and you might need to change the setting so that EM S uses this value when
searching for new rooms in the Navigator wizards and Course Updates window.

1. Onthe EMS Campus menu bar, click Academic Planning > Courses > Manage Terms.

The Terms window opens.

Figure 13-71: Terms window

= Terms

Domain: Main Campus
Term Code (5) Description
03-5FR 2009 SPRING
03-FALL 2009 FALL
10-5FR 2010 SPRING
10-FALL 2010 FALL
11-5FR 2011 SPRING

-

Phase Start Date
PUBLISHED 1/12/2009
PUBLISHED 8/10/2009
PUBLISHED 1/11/2010
PUBLISHED 9/13/2010
PLANNING  1/10/2011

Active Scenario
Scenario 2
Scenario 1
Scenario A
Scenario A

SIS

Last Sync Edit
10/17/2008 3:40 PM Print
1/15/2010 1:24 PM
2/22/2010 1:51 PM Syne
8/17/2010 316 PM Admin
12/16/2010 2:18 PM

[

Publish

;

|

Unpublish

Update SIS

[

[

Copy Prefs.

Email

[

V| Active

Inactive

Close

|
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2. Select the term which requires post-publish processing, and then click Edit.

The Term dialog box opens. The Term tab is the active tab.

Figure 13-72: Term dialog box, Term tab

= 12-FALL - 2012 FALL

Tem | Excluded Dates | Auto Sync Settings I Audit |

= B /s

Term Code:
Description:

Start Date

End Date:

Last Synchronization:
Phase

Naotes:

Time Block Template:
Active Scenario:
Enroliment Based On:

Mode
Define & Edit Courses

Available To Academic Units:

12FALL

2012 FALL
8/20/2012
12/7/2012
3/8/2012 1221 FM

{none)
SIS

Estimated

Set Preferences

Inactive

A:r' Spelling Cancel

3. Onthe Post Publish Enrollment dropdown list, select Actual, and then click OK.

The Term dialog box closes. You return to the Terms window with the term still selected.

4. Click Sync.

A Synchronizing progress dialog box opens. After the synchronization is complete, the
Course Updates window opens. If the actual enrollment for a class violates the minimum
or maximum capacity for its assigned room, then the course is displayed on the window
with a Change Status of Room Capacity Violation. See Figure 13-73 on page 561.
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Figure 13-73: Course Updates window showing rooms with capacity violations

= Course Updates e

Courses | Crosslist Validation

Change Status (122) Notes Course Shares Space 515 XList CRN Course Title s
Changed BUS 201 01 150202 Business Statistics E (o)
Changed/Room Capacity Violation PS20503 152760  Law and Justice i

Room Capaciy Viclation ACCT 10101 150150 o to Accourting b
Room Capacity Violation ACCT 10102 150151 Intro to Accounting

Room Capacity Violation ACCT 20201 150153 Corporate Financial Accounting I

Room Capacity Violation ACCT 252 01 150156  Auditing Il

Room Capacity Violation ACCT I 150154  Cost Management

Room Capacity Violation ACCT 41001 151156  Govemmental and Nonprofit Accounting

Select All

Room Capacity Violation ACCT 44001 151150  Enterprise Resource Planning Systems

Room Capacity Violation ACCT 44002 151151  Enterprise Resource Planning Systems Unselect Al
Room Capacity Violation ACCT 47001 152152 Accounting Theory -

Room Capacity Violation ACCT 50801 151152 Advanced Commercial Law fiigl
Room Capacity Viclation ACCT 5100 151154 Accounting for Mergers and Acquisitions Refresh
Room Capacity Violation ACCT 52101 152150 Production Cost Analysis and Control -

4| 1 *
History | Preferences

Date Changed By Field Cld Value New Value

Bryan Peck Start Time
5/28/2010 3:52 AM  Bryan Peck End Time 5:50 AM 250 PM
5/28/2010 817 AM  Bryan Peck Room JEFF 251 JEFF 254

]

Close

5. To assign the course to a new room, click Assign; otherwise, go to Step 8.
The Select A Room dialog box opens.
6. Specify your search criteria, and then click Next.

A list of rooms that meets your search criteriais displayed. Thelist includes any TBD
rooms that have been configured.

7. Select the room that isto be assigned to the new courses, and then click Finish.

The Select aRoom dialog box closes and you return to the Course Updates window with
the new courses still selected.

8. Click Process.

A message opens asking you if you are sure that you want to process the selected course
date.

9. Click Yes.

After processing is complete, the message closes and the courses are removed from the
Course Updates window.

If you did not assign a new room to the course, then clicking Process merely
@ acknowl edges the room violation. The course remains in its same room.
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Setting a Final Exam Schedule

At some point after aterm has been published in EMS Campus, you must schedule the final
exams for the term. EM'S Campus provides the functionality to automate the final exam
scheduling process using templates. You create afinal exam schedule template based on all
unique course schedule patterns (for example, MWF 9am-9:50am, TR 1pm-2:20pm, and so
on), and their corresponding final exam days and times. In addition to creating a template,
you have the flexibility to define common exams, specify the final exam schedules for
specific courses, specify the final exam for multiple courses, and/or exclude certain courses

from the final exam scheduling process.

Unless otherwise specified in Final Exam Settings, EMS Campus attempts to
@ schedule the final exam for a course in the same room that the cour se has been
using for the term. The final exam session publishing process adds the final exam

as a separate booking in the course's reservation.

To create a final exam schedule template

1. Onthe EMS Campus menu bar, click Academic Planning > Courses > Final Exam
Schedule Templ ates.
The Final Exam Schedule Templates window opens. Thiswindow listsall thefinal exam
schedule templates that are currently configured in your EM S database.

Figure 13-74: Final Exam Schedule Templates window

= Final Exam Schedule Templates EI

Final Exam Schedule Templates (1) MNew
Standard Edit
Delete

i

i

[

Print

|

Close
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2. Click New.

The Final Exam Schedule Template dialog box opens. The Final Exam Schedule

Template tab is the active tab.
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Figure 13-75: Final Exam Schedule Template dialog box, Final Exam Schedule Template tab

= Final Exam Schedule Template

Final Exam Schedule Template | Schedule I Audit |

=[O s

Description:

[

oKk | [ Cancel |

3. Inthe Description field, enter a name or description for the final exam schedule

template, for example, Fall Finals.

@ The description can be a maximum of 50 characters, including spaces.

4. Open the Schedule tab.

Figure 13-76: Final Exam Schedule Template dialog box, Schedule tab

= Final Exam Schedule Template

Final Exam Schedule Template | Schedule | Audt |

=[O s

Days Start Time End Time Final Exam Day Of Week

Final Exam Start

=T

Delete
Clear
Import
Select All
Unselect All
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5. Continue to one of the following to create alist of unique course schedul e patterns:
e “Tomanualy create afinal exam schedule template” below.
* “Toimport atermto create afina exam schedule template” on page 565.

» “Toimport afileto create afina exam schedule template” on page 566.

To manually create a final exam schedule template

1. Click New.
The Final Exam Schedule Days dialog box opens.

2. Enter theinformation for a unique course schedule pattern and the corresponding final
exam day and time, and then click OK.

The Final Exam Schedule Days dialog box closes. You return to the Schedule tab with

the pattern displayed on the tab.
Figure 13-77: Final Exam Schedule Days dialog box (shown with information for a final exam
schedule)

= Final Exam Schedule Days EI@
Day Pattem (UMTWRFS):  MWF
Course Start Time 5:00 AM El
Course End Time 5:50 AM =]
Final Bxam Day Of Week: M @) iFirst | Second
Final Exam Start Time 5:00 AM (=]
Final Exam End Time 11:00 AM B

[ ok || Cancel |

3. Repeat this procedure as many times as needed to create afinal exam schedule template
for each unique course schedule pattern in the term.

4. Click OK on the Final Exam Schedule Template dialog box.

The dialog box closes. You return to the Final Exam Schedule Templates window with
the newly configured final exam schedule template automatically selected.

If any meeting patterns are left without a corresponding final exam time, then
courses that fit that meeting pattern in the termwill not have a final exam
scheduled for them.
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To import a term to create a final exam schedule template

1. Click Import, and on the dropdown list that opens, select Term.

The Term Picker dialog box opens. The dialog box lists al the terms that are currently
configured in your EM S database.

Figure 13-78: Term Picker dialog box

= Term Picker EI@
Domain: [Main Campus] -

Term Code Description
03-5FR 2009 SPRING
03-FALL 2009 FALL
10-5FR 2010 SPRING
10-FALL 2010 FALL
11-5FR 2011 SPRING
11-FALL 2011 FALL
12-5FR 2012 SPRING
12-FALL 2012 FALL

[ ok ][ cancel |

2. Select your Domain and Term for which you are creating the final exam schedule
template, and then click OK.

EMS scans the term and identifies unique meeting patterns to begin the template
building process. After the import is complete, a message opens indicating this.

3. Click OK to close the message and return to the Schedul e tab.
The imported patterns are displayed on the Schedul e tab.

4. Select anindividual pattern, or CTRL-click to select multiple patterns, and then click
Edit to open the Final Exam Schedule Days dialog box and assign the final exam day of
the week and the final exam start and end times.

5. Click OK to close the Final Exam Schedule Days dialog box and return to the Schedule
tab.

6. Click OK on the Fina Exam Schedule Template dialog box.

The dialog box closes. You return to the Final Exam Schedule Templates window with
the newly configured final exam schedule template automatically selected.

If any meeting patterns are left without a corresponding final exam time, then
courses that fit that meeting pattern in the termwill not have a final exam
scheduled for them.
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To import a file to create a final exam schedule template

You can import your course schedule patterns from atab-delimited text file. To view the
import file specifications, on the Final Exam Schedule Templates window, click Print >
Import Format.

See Appendix E, Import File Specifications in the EMS Setup Guide for a table
@ that details the Course Schedule Patterns import file specifications.

Figure 13-79: Course Schedule Patterns import file format

EMS Campus Demo Final Exam Template Import Format

(import file must be tab delimited)

Sequence Column Type Required  Unique Max Chars.
1 Day Pattern Text (UMTWRFS) Yes 7
2 Start Time Text (HHMM) Yes 4
3 End Time Text (HHMM) Yes 4
4 Final Exam Day Of Week Text (UMTWRFS) Yes 1
5 Final Exam Start Time Text (HHMM) Yes 4
6 Final Exam End Time Text (HHMM) Yes 4

1. Click Import, and then on the dropdown list that opens, click File.
The Open File dialog box opens.
2. Browseto and select the import file, and then click Open.

The Open dialog box closes and the course schedule patterns are imported. After the
import is complete, a message opens indicating this.

3. Click OK to close the message and return to the Schedule tab.
The imported patterns are displayed on the Schedul e tab.

4. Select anindividual pattern, or CTRL-click to select multiple patterns, and then click
Edit to open the Final Exam Schedule Days dialog box and assign the final exam day of
the week and the final exam start and end times.

5. Click OK to close the Final Exam Schedule Days dialog box and return to the Schedule
tab.

6. Click OK on the Final Exam Schedule Template dialog box.

The dialog box closes. You return to the Final Exam Schedule Templates window with
the newly configured final exam schedul e template automatically selected.

If any meeting patterns are left without a corresponding final exam time, then
courses that fit that meeting pattern in the termwill not have a final exam
scheduled for them.
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To specify final exam settings for a specific course

1. Open the specific course in the Course Navigator through either the Academic Browser,
the Academic Book, or the Navigator.

Figure 13-80: Course opened in the Course Navigator

~— Course Navigator - SIS EI@
Course Title Business Statistics Instructor: Larson. William
Tem: 11-5PR - 2011 SPRING Est. Enrollmert: 30
CRN: 160202 Act. Enrollment: 0 Cancel
Course: BUS 201 01 Credit Hours: 3
Academic Unit School of Business Course State: Edited

Dates | User Defined Fields (0) | Histary (0)|

Courze Type Start Date End Date Days Start Time End Time Location State
Independert Study  1/10/2011 Mon 5/3/2011 Tue F (unassigned) MNew

Discussion/Recitation 1/10/2011 Mon 5/13/2011 Fi - MWF 8:00 AM 9:50 AM JEFFJ-251  Edited

Preferences | Final Exam Settings | History (0)

Preference Value Required

Delete

Copy
Paste

Close

2. Inthe middle pane of the Navigator, select a course date record, and then click Edit.
The Course Dates dialog box opens. The Course Dates tab is the active tab.
3. Open the Final Exam Settings tab.

Figure 13-81: Course Dates dialog box, Final Exam Settings tab

= Course Dates

Course Dates | Final Exam Settings | Audit

|

(5 f]

Final Exam Required:
Final Exam Settings
Special/Common Exam: (]
Seat Fill Percentage: 100%
Room Required: (no preference)
Require Current Room: (]
Notes
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4. Do any of the following:

If afinal examisnot required for the course, then clear the Final Exam Required
option, and go to Step 5.

&

Typically, courses with multiple course dates, lab components, or short-term
courses are marked as* No Exam Required.”

If the course is having afinal exam at a day/time other than what is specified by the
template (see “ To create afinal exam schedule template” on page 562), select
Special/Common Exam, and then enter the date, and start and end times for the
special/common exam.

Optiondly, if you would like the seat fill percentage to be a different value than the
default value, update the seat fill percentage for the exam.

If the exam isto take placein a different room (not the same room that the course has

been using all semester), click the Search icon |:| next to Room Required to open
the Room Selector dialog box and select a different room for the exam.

If the exam is to take place in the same room that the course has been using all
semester, then select Require Current Room.

&

During publishing of the final exam session, if the same roomis unavailable, EMS
leaves the course unassigned for a manual search.

5. Optionaly, in the Notes field, enter any information that is pertinent to the course or
final exam.

6. Click OK.

The Course Dates dialog box closes. You return to the Course Navigator with the course
date still selected.
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To specify final exam settings for multiple courses

1. Onthe EMS Campus menu bar, click Academic Planning > Courses > Academic
Browser.
The Academic Browser opens.

2. If needed, open the Filter tab.

Figure 13-82: Academic Browser, Filter tab

= Academic Browser EI@
Browse For: MNew Section Mew Course | Refresh | Options
Fiter | Results
Domain: Main Campus - W| |W
Tem: 2011 SPRING -
Scenario: 515 ¥  Active Scenario
Academic Unit: (&l -
Subject: (all)y -
Instructor: (all)y -
Preferences Exist: (&l -
Modified Courses Only:

3. Onthe Domain dropdown list, select the appropriate domain and on the Term dropdown
list, select the appropriate term.

4, Set any other criteria (academic unit, subject, and so on) as needed to provide assistance
in locating the courses for which you want to set preferences and requirements, and then
click Get Data.

The courses that meet your search criteria are displayed on the Results tab.

For detailed information about searching with the Academic Browser, see
“ Searching with the Academic Browser” on page 579.

5. Inthesearch results, CTRL-click to select the multiple courses for which you are setting
the final exam schedule.

6. Onthe Tools menu, click Set Final Exam Settings.
The Set Course Final Exam Settings dialog opens. See Figure 13-83 on page 570.
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Figure

13-83: Set Course Final Exam Settings dialog box

Final Bxam Settings | Selected Course Dates

Final Exam Mot Required:

Set Course Final Exam Settings EI@

Final Exam Settings

Special Common Exam Time:

Common Exam Room: (Final Exams for ALL Selected Course Dates are to be in the same Room)
Seat Fill Percentage: 100%
Foom Required: {no preference) I:I Reset

Require Cumrent Room:

oK || Cancel

7. Do one of thefollowing:

If afinal exam is not required for the courses, then select Final Exam Not Required,
and then go to Step 8.

&

Typically, courses with multiple course dates, lab components, or short-term
courses are marked as*“ No Exam Required.”

If the courses are having their final exams at a day/time other than what is specified
by the template (see “ To create afinal exam schedule template” on page 562), select
Special/Common Exam, and then enter the date, and start and end times for the
special/common exam.

All the selected courses will meet at the date/time specified

If the final exams for all the selected courses are to be in the same room, then select
Common Exam Room.

If the exam/exams are to take place in a different room (not the same rooms that the

courses have been using all semester), click the Searchicon |:| next to Room
Required to open the Room Selector dialog box and select a different room for the
exams.

@ All courses will meet in this room for the final exams.
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» If the exams are to take place in the same rooms that the courses have been using all
semester, then select Require Current Room.

If no roomis requested, or Require Current Room is selected, then each course
will have the final examin its own room. During publishing of the final exam
session, if the same roomis unavailable, EMS |eaves the course unassigned for a
manual search.
8. Optionaly, do one or both of the following:

» If you want the seat fill percentage to be a different value than the default value,
update the seat fill percentage for the exam.

* Inthe Notesfield, enter any information that is pertinent to the course or final exam.
9. Click OK.

The Related Courses Dates dialog box opens. This dialog box lists al the courses that
you selected on the Results tab of the Academic Browser.

Figure 13-84: Related Course Dates dialog box

= Related Course Dates EI@
Apply Changes To Related Course Dates {Checked ltems Will Be Changed)

Course CRN Course Title Instructor Start Date End Date Start Time End Time Location
CHEM 10202 160002 Lab Brazksma, Mindy  1/10/2011 Mon 5/13/2011Fi  1:00 FM 4:00 PM COOLC-112
CHEM 10203 160003 Lab Lipscomb, Jennifer 1/10/2011 Mon 5/13/2011Fi  1:00 PM 4:00 PM CooLC-112
HIST35001 161802  American Miitary History Fields. Valerie 11072011 Mon 5413/2011 Fi 1:00 PM 250 PM GRNT G-151
HIST35101 161803  U.S. Naval History Kelley, Gene 1A10/2011 Mon 5713/2011 Fi - 3:00 PM 4:50 PM ADMS A-102

< 3
Select Al Unselect Al
o

10. Select the courses to which the final exam settings are to be applied, or click Select All
to select al the coursesin a single step, and then click OK.

A message opens indicating that any final exam settings that exist for the selected
courses will be overwritten, and asking you if it is OK to continue.

11. Click Yes.
A second message opens indicating that the final exam settings were successfully set.
12. Click OK to close the second message and the Related Course Dates dialog box.

You return to the Results tab of the Academic Browser, with the courses still selected on
the tab.
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Publishing a Final Exam Session

After you have created the final exam schedule template for the term, and updated any final
exam settings, you must publish the final exam session. Publishing afinal exam sessionisa
two part process. First, you must create afinal exam session and specify a start date for the
session. Second, you must then apply afinal exam schedule template to the final exam
session and then you can publish the session.

To create a final exam session

572

1. Onthe EMS Campus menu bar, select Academic Planning > Courses > Final Exam
Sessions.

The Final Exam Sessions window opens. The window lists all the final exam sessions
that have been published in your EM S database.

Figure 13-85: Final Exam Sessions window

= Final Exam Sessions EI@
Domain [Main Campus] hd
Tem: 2011 SPRING -
Final Exam Sessions (0} MNew
Publish
Miew
Close

2. Onthe Domain dropdown list, select the campus for which you are publishing the final
exam session, and on the Term dropdown list, select the term.
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3. Click New.
The Final Exam Session dialog box opens. The Final Exam Session tab is the active tab.

Figure 13-86: Final Exam Session dialog box, Final Exam Session tab

= Final Exam Session = @

Final Exam Session | Roome | Audit

Description:

Start Date:

®

Published On: Unpublished

(o

4. Inthe Description field, enter aname or description for the session, for example, Fall
Finals 2011.

@ The description can be a maximum of 30 characters, including spaces.

5. Select astart date for the final exam session.

The final exam session will start on this date. Use the final exam template day of
@ the week to schedul e specific final exam dates. EMS can accommodate up to a two
week final exam session.

6. Openthe Rooms tab and select the rooms that are available to host final exams by doing
the following:

* OntheBuilding dropdown list, select (al) buildings, or select a specific building,
area, or view.

*  Onthe Room Type dropdown list, leave the default value of (all), or select a specific
room type.

* IntheAvailablelist, select the room, or CTRL-click to select multiple rooms, and
then click the Move (>) button to move the rooms to the Selected list.

If needed, you can repeat these steps for specific buildings until you have selected
all the roomsin specific buildings that can host a final exam.
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7. Click OK.

The Final Exam Session dialog box closes. You return to the Final Exam Sessions
window with the newly configured session automatically selected.

8. Continueto “To publish the final exam session” below.

To publish the final exam session
1. If you have not already done so, open the Final Exam Session dialog box and select the
session that isto be published.
2. Click Publish.

The Final Exam Scheduling window opens. This window lists all the unique course
schedule patterns for the term for which you are publishing the final exam session.

Figure 13-87: Final Exam Scheduling window

< Final Exam Scheduling - Spring 2011 =] ==

Schedule Template: {none) -

lgnore Room Capacity:

Days Start Time End Time Final Exam Date Final Exam Start Final Exam End 'S Set Date

F 8:00 AM 11:00 AM

F 11:00 AM 1:30 PM i I&I
F 1:30AM  230PM [ Coumes |
F 1:00 PM 4:00 PM

F 4:00 PM 7:00 PM

M 1:00 PM 4:00 PM

M 4:00 PM 7:00 PM

MTWR  12:00 PM 12:50 FM
MTWR  12:00 PM 1:50 PM

MTWRF  5.00 AM 10:50 AM
MTWRF  10:00 AM 11:50 AM
MTWRF  3.00 PM 4:50 PM
MW 8:00 AM 5:20 AM
Cancel Nedt

3. Onthe Schedule Template dropdown lit, select the final exam template that isto be used
for the term, and optionally select Ignore Room Capacity if you do not want EMSto
consider room capacity when assigning final exam sessions.

The Final Exam Date, Final Exam Start, and Final Exam End columns are automatically
populated based on the applied template.
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4. If necessary, do one or more of the following:

»  Select aunique course schedule pattern and click Set Date to open the Final Exam
Date dialog box and edit a pattern setting, or create a course schedule pattern that
was not in the selected templ ate.

»  Select aunique course schedule pattern and click Clear to clear the pattern setting,
and then click Set Date to open the Final Exam Set dialog box and edit the pattern as
needed.

5. Click Next.

The Final Exam Scheduling window lists the summarizing information for any special/
common exams that have been set for specific courses.

6. Optionaly, select acourse, and then click Open to view the course in the Course
Navigator.

7. Click Finish.

A message opens, indicating that you are about to publish the final exam schedule, and
asking you if itis OK to continue.

8. Click Yes.
The message closes. After the final exam session is published, a second message opens
indicating this.

9. Click OK.

The second message closes and the View Bookings window opens. By default, the
window initially shows only those final exam bookings for which aroom could not be
scheduled.

Figure 13-88: View Bookings window

= View Bookings EI@
Date Res Start Res End Event Start Event End Room Event Group o
Final Exam ENGL-206-01 Studies In Drama
5/23/2011 Mon  8:00 AM 5:00 AM 8:00 AM 5:00 AM A-102 Final Exam ENGL-101-01 Freshman Writing Registrar -
5/23/2011 Mon  8:00 AM 5:00 AM 8:00 AM 5:00 AM C-101 Final Exam CHEM-301-01 Computational Chemistry Chemistry
5/23/2011 Mon  8:00 AM 11:00 AM 8:00 AM 11:00 AM c-112 Final Exam CHEM-201-01 Organic Chemistry | Chemistry
5/23/2011 Mon 8:00 AM 5:00 AM 8:00 AM 5:00 AM F-101 Final Exam ACCT-508-01 Advanced Commercial Law School of
5/23/2011 Mon  8:00 AM 5:00 AM 8:00 AM 5:00 AM F-102 Final Exam P5-241-02 Intemational Law Registrar -
5/23/2011 Mon  8:00 AM 5:00 AM 8:00 AM 5:00 AM G-151 Final Exam CHEM-435-01 Introduction to Quantum Chemistry Chemistry
5/23/2011 Mon  8:00 AM 10:00 AM 8:00 AM 10:00 AM G-152 Final Exam CHEM-437-02 Physical Chemistry for Engineers ~ Chemistry
5/23/2011 Mon  8:00 AM 5:00 AM 8:00 AM 5:00 AM H-300 Final Exam P5-241-01 Intemational Law Registrar -
5/23/2011 Mon  8:00 AM 5:00 AM 8:00 AM 5:00 AM H-301 Final Exam P5-201-03 American Politics and Govemment Registrar -
5/23/2011 Mon  8:00 AM 5:00 AM 8:00 AM 5:00 AM J-250 Final Exam CHEM-310-01 Physical Chemistry Chemistry
5/23/2011 Mon  8:00 AM 5:00 AM 8:00 AM 5:00 AM J-253 Final Exam CHEM-201-01 Analytical Chemistry | Chemistry
5/23/2011 Mon  8:00 AM 5:00 AM 8:00 AM 5:00 AM J-254 Final Exam CHEM-201-01 Organic Chemistry | Chemistry =~

4 | i b

[ Show Unassigned Only Export
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10. Optionally, do one or more or all of the following:
» Toview al final exam bookings, clear the Show Unassigned Only option.
» Toview acoursein the Navigator, select the course, and then click Open.

» To export the course list to a Microsoft Excel spreadsheet, click Export.

preferences can be considered and the final exam for the course can be scheduled
in another room through optimization. Courses can be assigned to TBD if no
rooms were available. Those courses that are in a different room than they were
all semester have the NO flag in the same room column.

@ Unless the option to require the same room was selected for a course, course

11. Click Closeto close the View Bookings window and return to the Final Exam Sessions
window.

The final exam session publishing process adds the final exam for each course as a separate
booking in the course's reservation. After you publish afinal exam session, you can find the
final exam booking for a course by opening the course in the Navigator and expanding the
reservation and scrolling to the bottom of the Reservation (left) pane, or to the bottom of the
Bookings (lower right) pane. You can use the Final Exam Schedule report to review the final
exam schedule or the Final Exam Settings report to view optional settings. (See“ Generating
Academic Reports’ on page 601.) To open the View Bookings window again, click View on
the Final Exam Sessions window. If you delete afinal exam session, then all final exam
bookings that are associated with the session are deleted.



Using the Academic Tools

Section Contents

e Searching with the Academic Browser on page 579
» Using the Academic Book on page 586
» Using the Course Navigator on page 594

Using the Search for Rooms Tool on page 598
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Searching with the Academic Browser

You can use the Academic Browser to search for courses or course dates. The results are
displayed in alist view. When you carry out a search in the Academic Browser, you can
carry out a basic search or an advanced search. A basic search is based on the basic
information that you specify for a course when you first create it, such as the domain, the
term, the academic unit, the subject, and so on. An advanced searchis afield level search
that is carried out at the course level, the course dates level, or the preference level or for
published terms, at the reservation, booking or booking detail levels. For example, in an
advanced search, you can specify criteria as granular as * courses with credit hours greater
than 3.0.” After the search results are returned, you have a variety of options for working
with the results, including sorting and grouping information or using the Tools menu to
perform functions. The actions that you can carry out in the Academic Browser depend upon
the mode (Read Only, Define and Edit Courses, or Set Preferences) that is enabled for the
academic term with which you are working in EMS Campus.

To carry out a search in the Academic Browser

1. Do one of the following to open the Academic Browser:
e Onthe EMS Campus toolbar, click the Academic Browser icon.

e Onthe EMS Campus menu bar, click Academic Planning > Configuration >
Academic Browser.

Thefirst time that the Academic Browser window opens, the Filter tab is set by default
to abasic search; otherwise, the Filter tab is set to the search type (Basic or Advanced)
that you last carried out.

Figure 13-89: Academic Browser, Basic Search options

= Academic Browser EI@
Browse For: New Section Mew Course | Refresh | Options
Fiter | Results

Domain: Main Campus - Reset Advanced >

Tem: 2011 SPRING -

Scenario: SIS ¥ Active Scenario

Academic Unit: {all) -

Subject: {all) -

Instructor: (all) -

Preferences Exist: (all) -

Modified Courses Only:

579



Chapter 13
Academic Planning (EMS Campus)

2. Click the Basic/Advanced toggle to select the type of search that is to be carried out, and
then continue to one of the following:

*  “Tocarry out abasic search in the Academic Browser” below.

e “Tocarry out an advanced search in the Academic Browser” on page 582.

To carry out a basic search in the Academic Browser

1. Onthe Browse For dropdown list, select the item for which to search.

2. Enter the search criteria.

Field Description

Domain The domain for the course or course date.

Term The term for the course or course date.

Scenario Displays results for the specific optimization scenario selected. The
“SIS” scenario displays room assignment information from your SIS.

Academic Unit The academic unit for the course or course date.

Subject The subject for the course or course date.

Instructor The instructor for the course or course date.

Preferences Exist Used to identify the rooms for the courses/course dates that have/do not
have room preferences/requirements specified.

edited Courses Only Used during the Define and Edit mode to identify courses or course
dates that have changed (new, canceled, and/or edited courses/course
dates).

3. Optionaly, click Options and edit the default value for the additional search option
Number of Records to Return.

4. Click Get Data or Refresh.

The search results are displayed on the Results tab. If you have searched for courses,
then the results include courses without course dates (meeting patterns). “Multiple” is
displayed for those courses with more than one course date. If you have searched for
course dates, courses without course dates are suppressed while courses with multiple
meeting patterns are expanded. EM'S schedules rooms only for courses with course
dates. See Figure 13-91 on page 582.
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Figure 13-90: Academic Browser window, Results tab

= Academic Browser (Only first 100 records are shown) EI@
Browse For: Print Export  Tools Refresh | Options
Fiter | Results
Course Shares Space SIS¥list CRN Course Title Course Type Instructor StartD... EndDate
ACCT 10101 190150  Intro to Accounting Lecture Raasch, Kevin 8/20/2012 12/7/2012
EACCT 10102 190151  Intro to Accounting Lecture Raasch, Kevin 8/20/2012 12/7/2012}
ACCT 20101 190152  Corporate Finandal Accounting T Lecture Evans, Dean 8/20/2012 12{7/2012
ACCT 20201 190153  Corporate Finandal Accounting I Lecture Evans, Dean 8/20/2012 12/7/2012
ACCT 25101 190155  Auditing I Lecture VanHousen, Rebecca  8/20,/2012 12/7/2012
ACCT 25201 190156  Auditing II Lecture VanHousen, Rebecca  8/20/2012 12/7/2012
ACCT 30101 190154  CostManagement Lecture Mulvey, Sean 8/20/2012 12{7/2012
ACCT 41001 191156  Governmentsl and Menprofit Accounting Lecture Chapman, Russel 8/20/2012 12/7/2012
ACCT 440 01 191150  Enterprise Resource Planning Systems Lecture Davis, Sharyl 8/20/2012 12/7/2012
ACCT 440 02 191151  Enterprise Resource Flanning Systems Lecture Davis, Sharyl &/20/2012 12/7/2012
ACCT 470 01 192152  Accounting Theary Lecture Kulp, Marty 8/20/2012 12/7/2012
ACCT 508 01 191152  Advanced Commerdal Law Lecture Langmeier, Shannon  8/20,/2012 12/7/2012
ACCT 508 02 191153  Advanced Commerdial Law Lecture Langmeier, Shannon  8/20,2012 12/7/2012
ACCT 510 01 191154  Accounting for Mergers and Acquisitions Lecture Frankdin, Mikki &/20/2012 12/7/2012
ACCT 52101 192150  Production Cost Analysis and Contral Lecture Diaz, Lorenzo 8/20/2012 12/7/2012
ACCT 52102 192151  Production Cost Analysis and Contral Lecture Diaz, Lorenzo 8/20/2012 12/7/2012
ACCT 530 01 192153  Advanced Income Tax Lecture Kulp, Marty &/20/2012 12/7/2012
ACCT 53301 191155  Accounting and Tax Research Lecture Chapman, Russel 8/20/2012 12{7/2012
ACCT 53302 192154  Accounting and Tax Research Lecture Weber, Timathy 8/20/2012 12/7/2012
100 Records -
] b

5. Optionaly, do one or more of the following:

 TheResultstab isan EMS browser window. See “An EMS Browser Window” on
page 35 for al the features that are available for this tab.

» Toopen acoursein the Course Navigator, double-click the course entry on the
Results tab.

» Click Print to print the search results.

» Click Export to export the search results to a Microsoft Excel spreadsheet.

e InDefine & Edit mode or Dual mode, use the New Course and New Section options
as needed.

» Select acourse, or CTRL-click to select multiple courses, and depending on the
mode, the following options are available on the Tools menu:

Set Preferences mode—Set Course Preferences (see “ Specifying Room
Preferences/Requirements’ on page 491) and Clear Course Preferences. Click
Clear Course Preferences to clear all the current preferences/requirements for
the selected coursesin asingle step.

All Modes (including Read Only)—Shares Space, Does Not Share Space,
Change Shares Space Parent (see “Working with Shared Space” on page 475)
and Set Final Exam Settings. (See “ Setting a Final Exam Schedule” on page
562.)
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» All Modes (including Read Only)—Unsync Selected Courses, which deletes the

selected course records and the corresponding reservations and bookings from

EMS.

You should use this option sparingly; however, it might be required post-publish if
an error occurred in your SSor during publish.

» IntheBrowse For field, select adifferent item for which to search. The Resultstabis
refreshed with the search results based on the item that you selected and the search

criteriaon the Filter tab.

» Click Filter to return to the Filter tab, make any necessary changesto the search
criteria and repeat the search.

» Click Refresnh to requery the database based on the current search criteria

6. Click Close.

Any changes that you made to the search results columns (position, width, and so on)
remain in effect for any other searches that you carry out. To reset the columns to their
default values, see “Resetting Column Settings’ on page 408.

To carry out an advanced search in the Academic Browser

Figure 13-91: Browser window, Advanced search options

= Academic Browser

Browse For:  Courses

Fiter | Results

(=)o =)

Refresh | Options

Domain
Tem:

Scenario:

Main Campus -

2011 SPRING -

SIS

¥ Active Scenario

Al Fields | Favorite Fields (0) | Saved Values (T}

Field Search:
Level
Booking
Booking
Booking
Booking
Booking
Booking
Booking
Booking
Booking
Booking
Booking
Booking
<

Add To Favorites

Field
Actual Attendance
Added By
Booking Date
Booking Day Of The Week
Booking ID
Booking Status
Building
Building Code
Building Extemal Reference
Building Notes
Building Print Notes On Corfimmation

Buildina Time Zone
I

Fitter Summary

q

Tem: Domain equals Main Campus
< Term: Term equals 2011 SPRING

E

Close

1. Onthe Browse For dropdown list, select the item for which to search.

2. Select adomain, term, and/or scenario to search.
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3. For eachfield level option by which to carry out the search:

Select the field level option, and then click the Move button (>).

&

To filter thelist of available fields, in the Field Search field, enter a search string.
Your search islimited to the exact order of the charactersin the string, but the
string is not case-sensitive and it can appear anywhere in the search results. For
example, a search string of add returns Added by, Date Added, and Group
Address Line 1. The list of fields that meets your search criteriais dynamically
updated as you enter your search criteria.

When prompted, enter avalue or define the limits for the option, and then click OK.

The option is moved to the Filter Summary list.

If you have specific fields and/or values by which you always want to carry out a
search, then you can set up these fields to be your Favorite fields. See “ To set up
favorite fields for an Academic Browser search” on page 585.

To view a selected field option in its entirety in the Filter Summary list, rest the

~ mouse pointer on the entry. A tooltip showing the complete field option

information opens.

Figure 13-92: Viewing a selected field option in the Filter Summary list

Filter Summany ‘
Bu:u:ukil'lq Booking: Booking Date between '12/17/2009' and '12/24/2009 12:00 AM' i

Bu:u:ul%g: Booking Status equals Cancelled” |

4. Optionally, click Options and edit the default value for the additional search option
Number of Records to Return.

5. Click Get Data or Refresh.

The search results are displayed on the Results tab. If you have searched for courses,
then the results include courses without course dates (meeting patterns). “Multiple” is
displayed for those courses with more than one course date. If you have searched for
course dates, courses without course dates are suppressed while courses with multiple
meeting patterns are expanded. EM S schedules rooms only for courses with course
dates. See Figure 13-93 on page 584.
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Figure 13-93: Academic Browser window, Results tab

= Academic Browser (Only first 100 records are shown) EI@
Browse For: Print Export  Tools Refresh | Options
Fiter | Results
Course Shares Space SIS¥list CRN Course Title Course Type Instructor StartD... EndDate
ACCT 10101 190150  Intro to Accounting Lecture Raasch, Kevin 8/20/2012 12/7/2012
EACCT 10102 190151  Intro to Accounting Lecture Raasch, Kevin 8/20/2012 12/7/2012}
ACCT 20101 190152  Corporate Finandal Accounting T Lecture Evans, Dean 8/20/2012 12{7/2012
ACCT 20201 190153  Corporate Finandal Accounting I Lecture Evans, Dean 8/20/2012 12/7/2012
ACCT 25101 190155  Auditing I Lecture VanHousen, Rebecca  8/20,/2012 12/7/2012
ACCT 25201 190156  Auditing II Lecture VanHousen, Rebecca  8/20/2012 12/7/2012
ACCT 30101 190154  CostManagement Lecture Mulvey, Sean 8/20/2012 12{7/2012
ACCT 41001 191156  Governmentsl and Menprofit Accounting Lecture Chapman, Russel 8/20/2012 12/7/2012
ACCT 440 01 191150  Enterprise Resource Planning Systems Lecture Davis, Sharyl 8/20/2012 12/7/2012
ACCT 440 02 191151  Enterprise Resource Flanning Systems Lecture Davis, Sharyl &/20/2012 12/7/2012
ACCT 470 01 192152  Accounting Theary Lecture Kulp, Marty 8/20/2012 12/7/2012
ACCT 508 01 191152  Advanced Commerdal Law Lecture Langmeier, Shannon  8/20,/2012 12/7/2012
ACCT 508 02 191153  Advanced Commerdial Law Lecture Langmeier, Shannon  8/20,2012 12/7/2012
ACCT 510 01 191154  Accounting for Mergers and Acquisitions Lecture Frankdin, Mikki &/20/2012 12/7/2012
ACCT 52101 192150  Production Cost Analysis and Contral Lecture Diaz, Lorenzo 8/20/2012 12/7/2012
ACCT 52102 192151  Production Cost Analysis and Contral Lecture Diaz, Lorenzo 8/20/2012 12/7/2012
ACCT 530 01 192153  Advanced Income Tax Lecture Kulp, Marty &/20/2012 12/7/2012
ACCT 53301 191155  Accounting and Tax Research Lecture Chapman, Russel 8/20/2012 12{7/2012
ACCT 53302 192154  Accounting and Tax Research Lecture Weber, Timathy 8/20/2012 12/7/2012
100 Records -
] b

6. Optionaly, do one or more of the following:

e The Resultstab isan EMS browser window. See “An EMS Browser Window” on
page 35 for al the features that are available for this tab.

» Toopen acoursein the Course Navigator, double-click the course entry on the
Results tab.

»  Click Print to print the search results.
» Click Export to export the search results to a Microsoft Excel spreadsheet.

* InDefine & Edit mode or Dual mode, use the New Course and New Section options
as needed.

» Select acourse, or CTRL-click to select multiple courses, and depending on the
mode, the following options are available on the Tools menu:

»  Set Preferences mode—Set Course Preferences (see “ Specifying Room
Preferences/Requirements’ on page 491) and Clear Course Preferences. Click
Clear Course Preferences to clear all the current preferences/requirements for
the selected courses in asingle step.

» All Modes (including Read Only)—Shares Space, Does Not Share Space,
Change Shares Space Parent (see “Working with Shared Space” on page 475)
and Set Final Exam Settings. (See “ Setting a Final Exam Schedule” on page
562.)
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» All Modes (including Read Only)—Unsync Selected Courses, which deletesthe
selected course records and the corresponding reservations and bookings from
EMS.

You should use this option sparingly; however, it might be required post-publish if
an error occurred in your SSor during publish.

* IntheBrowsefor field, select a different item for which to search. The Results
tab is refreshed with the search results based on the item that you selected and
the search criteria on the Filter tab.

» Click Filter to return to the Filter tab, make any necessary changesto the search
criteria and repeat the search.

* Click Refresh to requery the database based on the current search criteria.
7. Click Close.

Any changes that you made to the search results columns (position, width, and so on)
remain in effect for any other searches that you carry out. To reset the columnsto their
default values, see “Resetting Column Settings” on page 408.

To set up favorite fields for an Academic Browser search

If you have specific fields and/or values by which you alwayswant to carry out an Academic
Browser search, you do not have to filter the list of fields on the All Fields tab for every
search. Instead, you can set up each of these fields to be a favorite field with a specific value
or limit if needed.

1. Openthe Academic Browser, and make sure that the Advanced search features are
displayed.

2. For each field that you are setting up as favorite field, select the field on the All Fields
tab, and then click Add to Favorites.

Thefield is added to the Favorite Fields tab.

3. Optiondly, after you define avalue or define the limitsfor afield, click Save Value on
the Filter dialog box.

The next time that you carry out a search, you can simply open the Favorite Fieldstab or
the Saved Values tab to carry out a search based on your customized list of search fields.
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Using the Academic Book

The Academic Book provides aweek-at-a glance graphical view of the courses that are
assigned to aspecific room or instructor. The view isfor one room at atime as opposed to the
Reservation Book, which shows all rooms one day at atime. The Academic Book shows
only classes during the Planning phase of academic scheduling, but it shows both classes and
events post-publish. To open the Academic Book, do one of the following:

e Onthe EMS Campustoolbar, click the Academic Book icon

Academic Book *

*  Onthe EMS Campus menu bar, click Academic Planning > Courses > Academic Book.
Figure 13-94: Academic Book

= Academic Book ===
Main Campus v 2012FALL ~ Scenario: SIS - Time Zone: Refresh | Options
@ Room Instructor Building: Jefferson
Date: 8/20/2012Mon ~ Today Day 4 » | Wesk 4 » | Month 4 b | Print
Room: JEFF 250
Tuesday Wednesday Thursday Friday 5
Rooms Capaciy| Time 872172012 82212012 8/23/2012 87242012 8/}
7 Open 7:00 AMts T0:00 P | Gipen 700 AW to 10:00 PW | Open 7:00 ANt T0:00 P | Gipen 700 AMto 10:00 PW | Open 7:00 ANt T0:00 P | Gipen 7
JEFF 251 15-40 8
JEFF 252 15-40
JEFF253 9
JEFF 254
10
JEFF Auditorium 75-150
JEFF Auditorium 2 Bl 44
ACCT 470 ACCT 470 ACCT 470
i i i
12p
1
2 —
[ Open 7:00 AM to 10:00 PM |
3
4

When the Academic Book first opens, if you are working with a future term, then the date is
set to the first Sunday or Monday of afull week of the term; otherwise, if you are working
with a current term, then the date is set to the first Sunday or Monday of the current week.

Whether the dateis set to Sunday or Monday is determined by the setting for the
Day Label - First Day of the Week EMS system parameter. See the EMS Setup
Guide.
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In both cases, the display isfiltered by Room and Building. You have many options for
changing the view in the Academic Book to better meet your working needs, including:

Changing the display date. See " To change the date display” below.

Changing the view of courses by room. See “To change the view of courses by room” on
page 588.

Changing the view of courses by instructor. See “ To change the view of courses by
instructor” on page 589.

Setting options that specify such things as what is displayed in the book when it first
opens, mouse actionsin the book, what information is displayed in course tooltips, and so
on. See “To set options for the Academic Book™” on page 590.

Opening a course in the Course Navigator. See “To open a course in the Course
Navigator” on page 592.

Displaying the detailsfor aroom. See To “ To display the detailsfor aroom” on page 593.

To change the date display

Onthe Datefield, click the dropdown arrow to open the Calendar. Use the scroll features
(< and >) at the top of the calendar to change the month or year. To select adifferent date
for amonth, click the date.

Figure 13-95: Academic Book calendar

Date: 1/19/2010Tue = Tt

4 January 2010 #
S M TWTF 5§
27 28 29 30 31 1 2

5 6 7 8 8§

g
3 4
10 11 12 13 14 15 16
17 13 fE] 20 21 22 23
24 25 25 27 28 29 30
31 1 2 3 4 5 &

|Tnday' | | Close |

Use the scroll features at the top of the reservation book display to scroll to a different
day, week, month, year, or any different combination of these.

Figure 13-96: Academic Book calendar scroll features

Day 4 F Week 4 ¥ | Momth 4 » Year 4 B
Friday, January 29, 2010

You can also manually enter a new date into the field. In all cases, the date that
you choose specifiesthe start of the week that you are viewing. To view a full week,
always select a Sunday or a Monday.
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To change the view of courses by room

588

If the Academic Book isin the Room view, then the default minimum and/or maximum
capacities that have been configured for aroom are displayed next to the room. To change
the view of courses by room, change any and all of the available display options—Domain,
Term, Scenario (SIS by default or an Optimization scenario if optimization has taken place),
the Building/Domain/View, and/or the Time Zone.

Figure 13-97: Academic Book, courses grouped by room

~ Academic Book E=R(EcR ==
Main Campus ~ 20115FPRING ~ Scenario: 515 = Time Zone: Mountain Time « Refresh | Options
@ Room ©) Instructor Buiding: Grant
Date: 1/10/2011Mon -~ Today Day + » Week 4 » Month 4 » Print
Room: GRNT
Tuesday Wednesday Thursday Friday
Rooms Time 11172011 1122011 1/13/2011 11472011
Grant 7 a
GRNT 150 AUD — F
GRNT 151 8 L
GRNT 152 -
9
GRNT Audtorium -
10—
1
12p
1
2 3
. o
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To change the view of courses by instructor

To change the view of coursesto that by Instructor, click Instructor, and then, change any and
all of the available display options—Domain, Term, Subject, and/or Time Zone. To filter the
list by a specific instructor, enter a search string in the Name field, and then click Go. Click
the name of an instructor in the left pane to see alist of courses that are scheduled for the
instructor.

Your search islimited to the exact order of the charactersin the string, but the

@ search is not case-sensitive and it can appear anywhere in the search results. For
example, a search string of and returns Anderson, Scott, Sanders, Barry, and so
on.

Figure 13-98: Academic Book, courses grouped by instructor

= Academic Book (=N R (==
Main Campus - 2012FALL ~ Scenario: SI5 - Time Zone: Refresh | Options
Room @ Instructor Subject: ACCOUNTING ~ Name: Go
Date: 8/20/2012Mon - Today Day 4 » Week 4 » | Month 4 » | Print
Instructor- Chapman, Russel
nstuctors Time Tussday Wednesday Thursday Frday Saturday
8/20/2012 8/21/2012 8/22/2012 8/23/2012 8/2472012 8/25/2012
7 =
Davis. Shany! 8
Diaz, Lorenzo
Evans, Dean 9
Frankin, Nikki 10
Heman, John
Kulp. Marty 11
R
Mulvey, Sean 12p
Raasch, Kevin
VanHousen, Rebecca 1
Weber, Timothy
2
3
4
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To set options for the Academic Book

Click Optionsin the upper right hand corner of the Academic Book to open the Academic
Book options dialog box. You use the options on this dialog box to specify such things as
what is to be displayed in the book when it first opens, mouse actions in the book, and so on.

Figure 13-99: Academic Book Options dialog box, General tab
= Academic Book Options EI@

General | Tool Tip Display (Published) | Tool Tip Display (Unpublished) |

Start Hour: 7:00 AM B
Display
@ Event Name/Course () Setup Type () Group/Instructor

Published Booking Colors Based On
@ Status ) Event Type

Rooms Without Bookings

[ Highlight Rooms Highlight Color: - D

Room Display

) Room Code @ Room Description
Building Display

~ Building Code @ Building Description

[ GoeTo T%ay On Startup

[] Mways Prompt For Building On Startup
Show “(all)' in Building List

Show Building in Instructor Bookings

Show Room in Instructor Bookings

oK | [ Cancel
Option Description
General tab
Start Hour The starting time for the Time grid that is displayed in the Academic
Book.
Display « Event Name/Course—Display the event name/course in the course
entry.
« Setup Type—Show the setup type and count in the course entry.
¢ Group/Instructor—Show the group name/instructor name in the
course entry.
Published Booking For published courses, whether the fill color for a course entry is to be
Colors Based On based on the Status color palette or on the Event Type color palette that
has been determined in Configuration.
Rooms Without The color with which rooms without bookings are highlighted in the
Bookings Academic Book.
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Option

Description

Room Display

* Room Code—Show the room code in the Room list when the courses
are grouped by room.

* Room Description—Show the room description in the Room list when
the course are grouped by room.

Building Display

e Building Code—Show the building code in the Rooms list when the
courses are grouped by room.

« Building Description—Show the building description in the Rooms list
when the coursed are grouped by room.

Go to Today on Startup

Not applicable.

Always Prompt for
Building on Startup

Opens the Building dropdown list when the Academic Book first opens,
which requires that you select a building, domain, or view before you
can continue, as opposed to simply opening the building that you last
viewed in the Academic Book.

Show (all) in Building list

Make (all) buildings an available option in the Building dropdown list, as
opposed to having to choose a single building.

Show Building in
Instructor Bookings

Show the Building Code in the course entry when courses are grouped
by instructor (space permitting).

Show Room in
Instructor Bookings

Show the Room Code in the course entry when courses are grouped by
instructor (space permitting).

Tooltip Display (Unpublished)—Select the information that is to be displayed when the mouse
pointer is placed on the entry for an unpublished course in the Academic Book.

Tooltip Display (Published)—Select the information that is to be displayed when the mouse
pointer is placed on the entry for a published course in the Academic Book.

Figure 13-100: Tooltip for a course entry in the Academic Book

s

Date: 1102011 Man
Room: G-ALD

Instructor:  Davis, Shand
Course: ACCT 44001

Time: 5:.00 AM to 10:50 AM
Enrollment: 75
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To open a course in the Course Navigator

» Double-click acourseentry for anon-published coursein the Academic Book to open the
course in the Course Navigator.

* Double-click acourse entry for a published course in the Academic Book to open the
coursein the Navigator, select the course on the Course Info tab, and then click Courseto
open the course in the Course Navigator.

For detailed information about working with the Course Navigator, see “ Using
@ the Course Navigator” on page 594.

Figure 13-101: Course opened in the Course Navigator

= Course MNavigator - 5[5 EI@
Course Title: Business Statistics Instructor: Larson. William
Tem: 11-5FR - 2011 SPRING Est. Enrolment: 30
CRN: 160202 Act. Enrollment: 0 Cancel
Course: BUS 201 01 Credit Hours: 3
Academic Unit: School of Business Course State: Edited
Dates | User Defined Ficlds {0} | History (0)|
Course Type Start Date End Date Days Start Time End Time Location State
Independert Study 1/10/2011 Mon  5/3/2011 Tue F 10:00 AM (unassigned) Mew
Discussion/Recitation 1/10/2011 Mon 5/13/2011 Fi - MWF 8:00 AM 5:50 AM JEFF J-251  Edited
e
Preferences | Final Exam Settings | History {ﬂ}|
Preference Value Required Copy
Paste
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To display the details for a room

To display details about aroom, make sure that the Academic Book isin the Rooms view,
and then right-click on any room in the Rooms list to open a Room Info dialog box that
provides the following information on the appropriate tabs—the bookings for the room, the
properties for the room, the pricing for the room, any images of the room and any user
defined fields (UDFs) that are associated with the room.

Figure 13-102: Room Info dialog box

= RoomInfo (=% B =<=|

Bookings | Room | Pricing | Images | User Defined Fields
Date Reserved Stat Reserved End Event Start Evertt End Time Zone Room Event Name
3/9/2012 Fi 5:15PM 730 PM 5:15PM 7:30 PM MT 02111 Mesting
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Using the Course Navigator

The Course Navigator isawindow in EMS Campus that you use to view and manage all
aspects of acourse. You can access the Course Navigator from the Academic Browser, the
Academic Book, and the EM S Navigator. Different tabs and panes on the Course Navigator
provide different information about a course and course dates. The actionsthat you can carry
out in the Course Navigator depend upon the mode (Read Only, Define and Edit Courses, Set
Preferences, or Dual) that is enabled for the academic term with which you are working in
EMS Campus.

To access the Course Navigator

» Toaccessthe Course Navigator from the Academic Browser, for an unpublished course,
double-click the course in the search results to open the course in the Course Navigator.

» Toaccessthe Course Navigator from the Academic Book, for a published course, double-
click the course entry in the Academic Book to open the course in the Navigator, and then
click Course on the Course Info tab to open the course in the Course Navigator.

» To access the Course Navigator from the EM S Navigator, do the following in the order
indicated:

*  Onthetoolbar, click the Navigator icon
box.

‘? to open the Open Navigator dialog

MNavigat:

*  Onthe Open dropdown list, select Course to open a Domain dropdown list and a
Term dropdown list.

Figure 13-103: Open Navigator dialog box

= Open Navigator [F=5 Eol 5
Open: Course| hd
Damain: Main Campus -
Tem: 2011 SPRING -
CRN:
CRN Course Title Browse
160150  Intro to Accourting
160151  Intro to Accourting
160152  Corporate Financial Accounting |
160153  Corporate Financial Accounting |1
Close

e Select adomain and aterm.

* Inthe CRN field, enter the CRN (course reference number) for the course.
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* Click OK.

» If the courseis a non-published course, then the course opensin the Course
Navigator.

» If thecourseisapublished course, then the course opensin the Navigator. Select
the course on the Course Info tab, and then click Course to open the Coursein
the Course Navigator.

Course Navigator window layout

Figure 13-104: Course Navigator

= Course Navigator - SIS EI@
Course Title: Business Statistics Instructor: Larson. William
Tem: 11-5PR - 2011 SPRING Est. Enrollment: 30
CRN: 160202 Act. Enrollment: 0 Cancel
Course: BUS 201 01 Credit Hours: 3
Academic Un'rt:‘ School of Business Course State: Edited
Dates | User Defined Fields (0) | History (0)|
Course Type Start Date End Date Days Start Time End Time Location State
Independent Study  1/10/2011 Mon 5/3/2011 Tue F 8:00 AM 10:00 AM (unassigned) New
Discussion/Recjtation 1/10/2011 Mon 571372011 Fi MWF 8:00 AM 5:50 AM JEFF J-251  Edited
e
Preferences | Fifal Bxam Settings | History (0)
Preference Value Required Copy
Paste

Top pane with course Middle pane with course Bottom pane with course

information. dates information and dates details and tabs
tabs with course-level with course dates
information. information.

The top pane of the Course Navigator displays information about a sel ected course—the
coursetitle, the course term, the current course state (New, Edit, Unchanged, or Cancelled),
and so on. The middle pane of the Course Navigator displays information about each of the
course dates for the course. To view the indicated information for a course date, select a
course date in the middle pane of the Course Navigator, and then open the appropriate tab
(Dates, User Defined Fields, Shares Spaces, Preferences, or Final Exam Settings). The
History tabsin the middle and lower pane provide audit information for course records and
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course date records. To view changes made to course-level information, open the History tab
in the middle pane of the Course Navigator. To view changes made to course date-level
information, select a course date in the middle pane, and then open the History tab in the
bottom pane of the Course Navigator.
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Avallable Actions in the Course Navigator

The actions that you can carry out in the Course Navigator depend upon the mode (Read
Only, Define and Edit Courses, Set Preferences) that is enabled for the academic term with
which you are currently working with in EMS Campus.

Mode

Available Actions

Read Only

The default mode in which the Navigator is placed if you have not
selected any other mode. No actions are available.

Define and Edit

Note: These changes require an update in the SIS. See “Enabling/

Add course dates
Edit a course

Edit course dates
Cancel course dates
Cancel courses

Disabling a Term for Define & Edit Mode” on page 458 for more
information.

Set Preferences

Set preferences for a course on a course date by course date basis.
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Using the Search for Rooms Tool

After you publish aterm, there are times when you need to identify which rooms are
available for a particular meeting pattern and set of criteria. For example, an academic unit
might need to add a new section for a course or an instructor might be looking to change the
times for a course. The Search for Rooms tool significantly simplifies the process of
searching for classroomsin these situations.

To search for rooms using the Search for Rooms tool

1. Onthe EMS Campus menu bar, click Academic Planning > Courses > Search For
Rooms.

The Search For Rooms dialog box opens.
Figure 13-105: Search For Rooms dialog box

= Search For Rooms EI@
Domain: [Wain Campus] -
Tem: 2012 FALL ¥ | Time Blocks
Start Date: 2/20/2012 E| Start Time: E|
End Date: 12777212 [+]  End Time: =]

u M T w R F 5

Search Preferences

Building: {no preference) -
Foom Type: {no preference) -
lgnore Room Capacity: ]

lgnore Term Excluded Dates:

Features:
Awvailable (3) o Selected (0)
Buitt in Sound/Video
Campus Quad Area
Chalkboard
Projection System
Smart Board

Cancel Nedt

m

2. Onthe Domain dropdown list, select the appropriate domain and on the Term dropdown
list, select the appropriate term.
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3. Do one of the following:

Manually enter the meeting pattern information (start and end dates, start and end
times, and meeting days) for the course.

Click Time Blocks to open the Time Blocks dialog box, and then select atime block
from alist of time blocks that have been made available for the term.

4. Enter your search criteria

Option Description

Building The default value is (no preference). You can select a specific building,

area, or view.

Room Type The default value is (no preference), but you can select from a list of

pre-configured types.

Enroliment Available only if Ignore Room Capacity is not selected. You can enter a
Ignore Room Capacity specific room capacity by which to search.

Ignore Term Excluded Not selected by default. Select this option to search for rooms that are
Dates

available even on dates that have been marked as “Excluded” for the
term.

5.

Inthe Available list, select the feature, or CTRL-click to select the multiple features that

the rooms are to have, and then click the Move button (>) to move the selected features
to the Selected list.

Click Next.

The Search for Rooms dialog box opens with up to three tabs displayed:

Available Rooms tab. By default, the Available tab is always displayed and it is
always the active tab.This tab displays all the rooms that meet all your search
criteria.

Academic Conflicts tab. The Academic Conflictstab is displayed only if there are
rooms that meet all your search criteria but they are in academic conflict (a course
has already been scheduled in aroom for the selected day and time pattern).
Optionally, you can open the Academic Conflicts tab to view the list of rooms that
arein academic conflict.

Event Conflictstab. The Event Conflictstab is displayed only if there are roomsthat
meet all your search criteria but they are in event conflict (a non-academic event has
already been scheduled in aroom for the selected day and time pattern). Optionaly,
you can open the Event Conflicts tab to view the list of rooms that are in event
conflict.

See Figure 13-106 on page 600.
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Figure 13-106: Search For Rooms dialog box, Available tab

= Search For Rooms EI@
Available Rooms
Building Room Code Foom Min Capacity Max Capacity j*
Adams A1 ADMS 101 0 40
Adams A102 ADMS 102 10 35
Adams A110 ADMS 110Llsb O 20
Adams A1 ADMS 111lsb O 20
Adams A112 ADMS 112lsb O 20
Adams A-ALD ADMS Auditorium 100 200 -
Coolidge -1 COOL 101 0 40 1
Coolidge c-102 COooL 102 0 40
Coolidge c-103 COOL 103 0 40
Coolidge C-14 Ve COOL 104 VC 0 40
Coolidge c-110 COOL110Lab O 20
Coolidge c-1M CoOL111Lab O 20 |
Coolidge c-112 COOL112Llab O 20
Coolidge C-AUD COOL Auditorium 100 200
Evans E-201 EVNS 201 0 40
Evans E-202 EVNS 202 0 40
Evans E-203 EVNS 203 0 40
Evans E-AUD EVNS Auditorium 75 150
Franklin F-101 FRNK 101 20 35
Franklin F-102 FRNK 102 15 40
Frankdin F-AUD FRNK Auditorium 100 200
Grart G-150 GRNT 150 AUD 75 150 il
[ Print ] [ « Previous ] [ Close ]

7. Optionally, you can do one or more or all of the following on this tab:

» Usethe Scroll feature to scroll the list of available rooms, and then click Close to
close the dialog box.

» Click Previousto return to the Search For Rooms dialog box, modify your search
criteria, and repeat the search.

» Click Print to open an onscreen preview of the list of available rooms. The preview
window contains options for printing a hard copy of the room list, emailing the list,
and so on.

Figure 13-107: Onscreen preview of the Available Rooms list

~ Available Rooms =N ECR =<
[ | Email | Expot | Pint |Gy | 4% B & 111 L¥-
=
[© " R I SECC N B 1 4 1 5 L I ) 1 7 1 8 1 3 1 10 l .
I
N Dean Evans & Associates, Inc. (Development) Available Rooms
N Building Room Code Room Min Capacity Max Capacity
; Adams A-101 ADMS 101 0 40
- Adams A-102 ADMS 102 10 35
Adams A0 ADMS 110 Lab 0 20
: Adams A1 ADMS 111 Lab 0 20
Adams A-112 ADMS 112 Lab 0 20
Adams A-AUD ADMS Auditorium 100 200
; Coolidge C-101 CooL 101 0 40
Coolidge C-102 cooL102 0 40
Coolidge C-103 CooL103 0 40
: Coolidge C-104VC COOL 104VC 0 40
Coolidge c-110 COOL 110Lab 0 20
Coolidge C-111 COOL 111 Lab 0 20
Coolidae C-112 COOL 112 Lab 0 20 2
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Generating Academic Reports

For any academic report, you can specify the parameters, options, and format for the report,
or you can generate the report according to memorized settings. (For detailed information
about a memorized report, see “Working with Memorized Reports’ on page 323.) Not all
reports require the same parameters, nor do they all have the same options available. In
addition, you can generate different reportsin different formats.

All subjects must belong to an academic unit to be displayed on an academic
report. Refer to the EMS Setup Guide for detailed information about configuring
academic units and synchronizing subjects.

To generate an academic report

1. Onthe EMS Campus menu bar, click Academic Planning > Reports to open the Reports
menu, and then click the option for the report that you are generating. For example, to
generate the Course List report, click Academic Planning > Reports > Course List.

@ All academic reports are also available under Reports >Academic Planning.

2. On the Setup dropdown list, do one of the following:

» To generate the report according to the filter settings that you want (parameters,
options, and so on), leave user-specified selected, then go to Step 3.

For brevity and ease, the parameters that are available for each report are not
detailed in this section. If you need help with generating any of these reports,
contact your EMS administrator.

» Torunthereport with filter settings that have been saved, or memorized, select the
memorized report, and then go to Step 4.

For detailed information about memorized reports, see Working with Memorized
Reports’ on page 323.
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3. Specify the report parameters, options, and format. See:

“Course List” on page 603.

“Time Block Violations” on
page 607.

“Academic Unit Statistics” on
page 610.

“Course Changes” on page
604.

“Time Block Room Availability/
Usage” on page 607.

“Course Type Analysis” on
page 610.

“Course Preferences” on page
605.

“Academic Class Meeting
Utilization” on page 608.

“Final Exam Settings” on page
611.

“Preferences Summary” on
page 605.

“Classroom Utilization” on
page 608.

“Final Exam Schedule” on
page 611.

“Unmet Preferences” on page
605.

“Hourly Classroom Utilization”
on page 608.

“Trend Report” on page 612.

“Instructor Back to Back” on
page 606.

“Over/Under Utilization” on
page 609.

“Instructor Summary” on page
606.

“Prime Time Usage” on page
609.

4. Optionally, do one or more or al of the following:

* Inthe Report Comment field, enter a comment that isto be printed on the report.

@ The comment can be a maximum of 255 characters, including spaces.

e Click Print Preview.

A preview of the report opens onscreen.

» Toprint ahard copy of the report, specify the number of copiesthat you are printing,

and then click Print.
5. Click Close.

Unless you change the setup, all subsequent reports will be generated and printed
according to the parameters and options that you have specified and in the format that
you specified. If you want to save certain settings so that you do not have to adjust the
filter settings every time you run the report, you can memorize the report. (See “ Working
with Memorized Reports’ on page 323.)
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Description

Options

Provides a list of courses and course dates.

Note: This report is often sent out to academic units for
review when the Domain Scheduler is finished with
room assignments.

There are options to include courses without room assignments and to
print User Defined Fields that are associated with courses. Formats

include:

By Course

By Instructor

By Academic Department By Course
By Academic Department By Instructor
By Day of Week

By Location

By Estimated Enrollment

By Start Time

By Subject

By Course Type
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Course Changes

Description Options

Used during Define and Edit Mode to capture changes ¢ Show Changes

made by the academic units to courses and course dates « All Changes For Term—If selected, all changes for the term (even
so that the Domain Scheduler can data enter these changes that have possibly already been data-entered into the SIS)
changes into the SIS. are included in the report.

¢ *Changes Since Last Synchronization—If selected, the report
includes only changes that have been made since the last time that
the term was synchronized.

« Show Room Changes—If selected, the report includes changes to
rooms (post-publish only).

« Show Cancelled Courses Only—If selected, the report includes only
cancellations.

« Show New Courses Only—If selected, the report includes only new
courses.

* Show Edited Courses Only—If selected, the report includes only
changes.

« Show Latest Changes Only—If this option is selected, and a single
value has been changed multiple times, the report includes only the
most recent change for the field.

* Hide Change Details—If selected, audit trail details are hidden on the
report.

« Show All Courses—If selected, all courses, even those without changes,
are shown in the report.

« Show User Defined Fields—If selected, the report includes any user
defined fields that have been completed.

* *Show Notes—If selected, any user-supplied notes are shown in the
report.

Note: The options that are marked with an asterisk (*) are the
recommended options for the most inclusive reports.
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Description

Options

Used after Set Preferences mode to provide a list of
courses and course dates with their preferences and
requirements.

Format Choices:

* By Course

« By Academic Department By Course

« By Academic Department by Instructor

Preferences Summary

Description

Options

After running an optimization scenario, this report is used
to summarize the following information:

¢ The number of each type of preference or requirement.

¢ The number of the preferences that can be met from
the optimization process.

« The number of preferences that cannot be met from the
optimization process.

You can generate this report for each different scenario
that was optimized.

N/A

Unmet Preferences

Description

Options

After running an optimization scenario, this report is used
to list the courses that had preferences or requirements
that were not met during the optimization process. You
can generate this report for each different scenario that
was optimized.

Format Choices:

* By Course

¢ By Academic Department By Course

* By Academic Department by Instructor
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Instructor Back to Back

Description

Options

Lists the courses that have instructors who are scheduled
to teach two courses at the same time (Conflicts) and
instructors who are teaching back to back in different
locations within the time gap that is specified in Options.

« The days of the week that are to be included in the instructor’s schedule.

« The time gap (in minutes) between classes on the specified days that
determines “back to back.”

Instructor Summary

Description

Options

This report includes the following values per instructor:

Number of sections.

Number of teaching hours.
Number of credit hours.

Total estimated enrollment.

Total actual enrollment.

Number of sections in Prime Time.
Number of Time Block violations,.

N/A
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Description

Options

Lists the courses that are in violation of the Time Block
template. In the Summary format, the following values are
included:

¢ Total number of course dates

« Total in violation

« Percent in violation

« Total that meet the Time Block template

« Percent that meet the Time Block template
« Percent of total violations per academic unit

Format options:

* By Course

¢ By Instructor

* By Academic Unit By Course

* By Academic Unit By Instructor
e Summary

¢ Chart - Violation Count

¢ Chart - Violation Totals

Show All Courses

Include Courses Not Assigned To Rooms
Show User Defined Fields

Time Block Room Availability/Usage

Description

Options

Displays the number of rooms that are either available or
in use for each room size (Small, Medium, or Large) for
each time block.

Note: To generate this report, a Time Block template
must be indicated on the term.

Format options:

e Availability

* Usage

Indicate Low Availability and High Availability Thresholds
Include All Active Scenarios in other Domains
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Academic Class Meeting Utilization

Description Options

Used after publishing to view the percent utilization of N/A
your rooms based on the number of class meetings that
you specify. For instance, if you hold 50 minute courses
from 8:00 - 5:00 (9 meetings) and have one evening
course from 6:00 - 9:00 (1 meeting) Monday through
Friday (x5), you would have 50 class meetings per week.

Classroom Utilization

Description Options
Used to analyze the percent that your rooms are utilized « Format Options:
compared to a number of hours and the percentage of « Detalil
seats full (selected enrollment compared to room « Chart - By Building

capacity).

Note: In Manage Terms, you can specify either
estimated enrollment or actual enrollment. The
value that you selected is the value that is used to
calculate the values for this report. e The Hours Per Day that are to be considered

¢ Chart - By Room Type
¢ Chart - By Room Size
« The days of the week that are to be included in the report

¢ Include All Active Scenarios in other Domains

Hourly Classroom Utilization

Description Options
Calculates the percent that a room is used during each « Format Options:
hour of the day. Formats include detailed (percent for « Detalil
each hour of each room specified) and chart (a chart of . Chart

each hour for overall).
) * The days of week that are to be reviewed

¢ Include All Active Scenarios in other Domains
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Description

Options

Displays those courses that have an adjusted enroliment
that is either over the maximum capacity for the room or
under the minimum capacity for the room and seat fill.

Note: In Manage Terms, you can specify either
estimated enrollment or actual enrollment. The
value that you selected is the value that is used to
calculate the values for this report.

To show or not to Show All Courses (regardless if they fall outside capacity

thresholds)

Prime Time Usage

Description

Options

This report displays the number of sections (course dates)
with room assignments that fall within the specified time
range (Prime Time) or that have been indicated as Prime
Time on the Time Block template.

Note: In Manage Terms, you can specify either
estimated enrollment or actual enrollment. The
value that you selected is the value that is used to
calculate the values for this report.

* Format options:

¢ Detall

* Chart - Sections

¢ Chart - Class Meetings

e Chart - Class Hours
* The days of the week that are to be included in the report
* Include courses that have not been assigned into a room
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Academic Unit Statistics

Description Options
Displays the following statistics for course dates that have | ¢ Format options:
been scheduled into rooms: « By Academic Unit
* Number of sections per unit « By Academic Time Block
* Percentage of the total sections » The days of the week that are to be included in the report
« Number of class meetings ¢ Include course dates that have not been assigned into a room

« Percentage of the total class meetings
« Number of class hours

« Percentage of class hours

* Average estimated enrollment

« Average actual enrollment

¢ Average seat fill

Note: In Manage Terms, you can specify either
estimated enrollment or actual enrollment. The
value that you selected is the value that is used to
calculate the values for this report.

Course Type Analysis

Description Options

Displays the following statistics indicated by course type: « Format options:

* Number of sections ¢ Detail
« Percentage of the total sections ¢ Chart - Sections
» Number of class meetings » Chart - Class Meetings

e Chart - Class Hours
* Chart - Actual Enrollment
* The days of the week that are to be included in the report
« Include course dates that have not been assigned into a room

« Percentage of the total class meetings
¢ Number of class hours

« Percentage of class hours

* Average estimated enrollment

* Average actual enrolliment
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Final Exam Settings

Description Options
Outlines any final exam settings that are marked on « Show All Courses - Displays all courses and their corresponding
courses for preparation of publishing the final exam settings
schedule. .

Show Final Exam Not Required - Limits the report to those courses that
had “No Exam Required” specified

* Show Special/Common Exams - Limits the report to only those courses
with special/common exams settings

Final Exam Schedule

Description Options
Displays a list of courses with the corresponding final « All Assigned - All courses that have been assigned to a room by the final
exam date, time, and room as assigned by the final exam exam session
session. « Different Rooms - All courses that have been scheduled in room that
was not the same that was used all semester for the course for the final
exam

« Unassigned - All courses that have not been scheduled in a room for the
final exam

* Final Exam Not Scheduled - All courses for which no final exam was
scheduled
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Trend Report

Description

Options

Shows how the following statistics are trending term by
term:

Percent utilization

Percent estimated seat fill

Percent actual seat fill

Percent sections in Prime Time

Percent sections over maximum capacity
Percent sections under minimum capacity
Percent Time Block violations

Format options:

e By Term

* By Term By Academic Unit

e Chart

The days of the week that are to be included in the report

The number of hours per day that are to be used to calculate utilization
Include course dates that have not been assigned into a room




Index

A

academic term
see term
Academic Book

accessing the Course Navigator

using to view courses by room or
INSLIUCEON ..o 586

Academic Browser

accessing the Course Navigator

searching with, overview of.....579

setting up favorite fields for
searching ..........cccceeeviiineene 585

using to search for a course ...579

using to search for a course

Academic Browser Set Course
Preferences tool

using to specify room
preferences..........ccccovviienennn. 495

Academic Class Meeting Utilization
1] 0o ] ¢ AU T T TRRTORIN 610

academic planning phase, steps
N e 447

Academic reports

generating........ccccceeeeeiiiienennnn. 601
Academic Class Meeting

Utilization ........cccocevvviivennenne. 610
Academic Unit Statistics ......... 611
Classroom Utilization............... 610
Course Changes............. 606, 607
Course List......cccoovvvieeeininiennns 605

Course Type Analysis............. 612
Final Exam Schedule.............. 612
Final Exam Settings................ 612

Hourly Classroom Utilization...610

Instructor Back To Back.......... 608
Instructor Summatry................. 608
Over/Under Utilization............. 611
Preferences Summary ............ 607
Prime Time Usage .................. 611
Time Block Room Availability/

USAQE.....cvreeeeeeeiieeeee e 609
Time Block Violations.............. 609
Trend....cocooeee v 613
Unmet Preferences................. 607

post-publishing phase.............. 447
academic scheduling specific terms
academic Unit........c.ccoeeveeernnn. 446

Campus Planning Interface.....446

COUISE ..oovvvieieiiiiiiii s 446
course date .......ccocvverrieeennnnn. 446
COUISE tYPE ..cooeveieeeiiies 445
cross-listed course.................. 446
domain .......cceecvveeniniiiieccen 445
INSEIUCEON ..., 445
shared space ..........ccccoeveeenenn 446
SIS 445
510 o] [=To: 445
TeIM .. 445

Academic Unit Statistics report..611

EMS User’s Manual

actions available in the Course
Navigator..........occveveeiiiiieieeeene 597

activities

see booking details

Activity Schedule report ............. 330
adjustment
defined .......cooovveiiiiec 378
entering for an invoice............. 389
searching for ...........cccooveeenn. 379
VOIdING ..ooooviiiieee e 391
Ageing report ........cceecvevereeeennee. 397

Analytics tab on the Dashboard

Arrivals and Departures report...346
Assumptions for the manual ........ 25

At A Glance tab on the Dashboard
WINAOW ... 251

At A Glance tab on the Navigator

Options dialog boX .........cccceeeeeen. 92

attachment
adding to a group .........ccceeeuee 271
adding to a reservation or booking
in the Navigator..........c.cceevnee. 184
defined ........ccccvveeeiiinen. 184, 271
deleting from a reservation or
booking in the Navigator ......... 184
editing for a group ................... 286
editing for a reservation or booking
in the Navigator.........cc.cceeenee. 184
viewing for a reservation or
booking in the Navigator ......... 184

attendance

editing for multiple bookings in the

Navigator.........ccccecvveveeiiennnenn. 112

recording the actual value for a

booKiNg.......coveviiiiiii 413
Attendee Visitor report ............... 334

613



EMS User’s Manual

attendees/visitors

adding to an event - see booking
details and items, adding

checking in if registered .......... 424
checking in when unregistered427
checking out if registered........ 424

checking out when

unregistered.........ccceeeeerninnen. 427
importing a list of for an

BVENT ....oeiviiiiiii e, 430
printing badges for ................. 430

searching for if registered ....... 424

B

badges

printing for attendees/visitors ..430
Banquet Event Orders report.....333
Benchmark Metric report............ 339
billing in EMS

OVerview Of ......ccccovvvviiiniiinnen. 363
billing information

editing for a group ................... 286
billing reference numbers

configuring a list of for a

setting up multiples for a
reservation, booking, and/or

booking detail............cccoeevinenns 83
Billing reports

generating ........ccoocceeeeeeeneinnenn. 394
AQeING...eeiiieeeiiiee e 397
Billing Worksheet..................... 397
General Ledger Distribution

(1] o o] o SO TR 400
Invoice Detail report................ 399

614

Statements...........cccooeeveeees 398
Transaction report.................. 399

Voided Transaction report....... 399

Billing Worksheet report............. 397

booking
adding an attachment to in the
Navigator.........ccccoeevveereeennne. 184
adding to a reservation in the
Navigator.........ccccoevvvvveeeeeinine, 97
copying multiple bookings in the
Navigator.......ccocoveenieeenieeenne 129
defined ......coooeeeiiii 43
deleting a drawing from in the
Navigator..........ccccovvvveeeeennnne. 188
deleting an attachment from in the
Navigator.........cccceevevvieeeeeennne, 184
editing an attachment for in the
Navigator.......ccocceeevieeenieeene 184
editing count information for in the
Navigator..........ccccovvvveeeeennnne. 163
editing in the Navigator ........... 110

editing in the Navigator, overview
Of e, 109

editing miscellaneous information
for multiple bookings in the
Navigator..........ccccovvvveeeeennnne. 112

editing multiple bookings in the
Navigator.........cccceevevvieeeeeennne, 112

editing the date and/or time for
multiple bookings in the
Navigator.........ccccoeeevveeeeeennne. 112

editing the room for multiple
bookings in the Navigator........ 112

editing the status for multiple
bookings in the Navigator102, 112

editing the status for multiple
bookings in the Navigator,
OVErVieW Of ......occvviviiieniieee 102

locked, defined..........cccccceeu.. 109

moving to a different reservation in
the Navigator...........cccceeeevnnne 127

recording actual attendance
FOF e 413

searching for with the
Browser .......cccoveeeeviiiieeeiiinnns 197

searching for with the
Calendar.........ccccvevvveviniennnn. 206

searching for with the Web
Reservation Tool ..........cc.c...... 197

working with comments for in the

Navigator .......cccevvverrieeeiieens 175
working with reminders for in the
Navigator ........ccccvveeeeeinninneen. 175
Booking Conflict Analysis
1] oo ] ¢ TP 343
booking detail folder
defined......cccccoovveiiiinie 81
Structure .....coeeeeveveeeeeennn.n. 88, 133

booking detail items

adding to multiple bookings in the

Navigator ........cccccvvvveeeeeerennnn. 155
defined......cccccooviiiiiiii, 133
deleting for multiple bookings in
the Navigator..........cccccceeerenne 170
editing charges for multiple items
in the Navigator ...................... 161
editing for individual bookings in
the Navigator...........ccccevveeenee 157
overview of .......cccvvvviiiiinnen. 133

booking details

allocating the charge for across
multiple billing reference and/or

PO numMbers .......ccccoocvveveennnnne 83
copying between bookings in the
Navigator .......cccevvveerieeeiieens 167
defined.......ccooeeeeeeees 43, 88, 133
deleting for multiple bookings in
the Navigator...........cccceeerninee 173
overview of ........cccocvevieninene. 133



booking details and items

adding to individual bookings in the

Navigator .........ccccovvivveeeernninns 138
adding to multiple bookings in the
Navigator ........ccccevvveeerneeennen. 148
oVerview of........cccccvveviniinins 133
booking folder
defined.......ccooeviiiiiiiii, 81
StruCture.......cccoeeeeeeeveeeee, 86, 133
Booking Notice Statistics
(<] oo ] o AU PPPTPTIN 346
bookings

allocating the charge for across
multiple billing reference and/or

PO numbers...........ccccoeviiiinnns 83
copying details between ......... 167
Browser

setting up favorite fields for
searching ..........cccceceviineee 205

using to search for a booking.. 197
using to search for a query ..... 197

using to search for a
reservation ........ccceeeeeeeveeeeeeennn. 197

using to search for a
({010 ] (o = T 197

using to search for a service
(o] (0[] SRR 197

using to search for a web
reservation ........cccveeeeereeeeeeennn. 197

browser window

changing the sort order of data

N 40
context menu for data columns

N e 37
defined......cccocoeviiiiiei, 35
filtering the data in .................... 38

grouping data by columns in.....36

building
setting the default value to use in
the Reservation Wizard........... 403
Building Hours Exceptions
[ (] 0[] ¢ AT 343
Building Hours Exceptions tab on
the Dashboard window .............. 247
calculations
assigning to a group................ 273
defined .......ccoeeeeeeeiiiiiiiiiiiiin, 273
editing for a group ..........c....... 286
Calendar

setting up favorite fields for
searching ........cccccoevviienee i, 214

using to search for a
booking ......ccoviiiiiiiii, 206

using to search for a
reservation ..........cceceeeeeinneenn. 206

using to search for a service

Campus Planning Interface

defined ......ccccoovviiiiiii, 446
Cancellation report..................... 340
Cancellation Summary report ....340
categories

see also booking details

defined .......ccceevviiiinenns 88, 133

repricing for a reservation in the
Navigator.........coocveeeeeeiiiinnenn. 100

catering services
see booking details
charges

allocating for a reservation,
booking, or booking detail across
multiple billing reference and/or

EMS User’s Manual

PO numbers.........occceeeeeniineenn. 83

editing for multiple booking detail

items in the Navigator ............. 161
Check In Statistics report........... 347

Classroom Utilization report....... 610
column settings
defined ..o 408
reSetting .....cooocvveeeeiiiieieenie 408
combination room

appearance of in the Reservation

combination room components

appearance of in the Reservation

commands in the Navigator .. 89, 94
comment

adding multiple comments to a
reservation .........cccoeveeveveeninnne 179

adding to a group .........ccceeeuee 269

adding to a reservation, booking,
or service order in the
Navigator.........cccccecvveveeriennnenn. 175

defined ........cccoveeeernnen. 175, 269

deleting from a reservation,
booking, or service order in the
Navigator.........ccccocveeeeeinnnnenn. 175

editing for a group .................. 286

editing for a reservation, booking
or service order in the
Navigator........ccoeeevereniecenne 175

viewing the history of for a
reservation, booking, or service

order in the Navigator.............. 175
confirmation

defined .....coocvvvvvveeeenennen. 307, 420

emailing......cccceveveeiiieeniiiee 414

generating a single confirmation at
a time automatically ................ 311

615



EMS User’s Manual

generating a single confirmation at
atime manually..............cceeeee.. 311

generating multiple confirmations
at the same time ..........cccc...... 420

generating using a Word Merge
document .........ccocccieieeeiiinnnn. 316

specifying the settings for ....... 308
contact

configuring for a group, overview

Of o 278
configuring from a group.......... 278
creating a web user from ........ 283
defined ......cccovvveiiiiie 278
editing for a group ...........c...... 286
manually configuring for a

OFOUP cevveieieeeeeeee e e 278
searching for ..........ccccevevvennen. 255

context menu for data columns in a
browser window .................cevvueen. 37

context menus in the Navigator ...95
Conventions used in the manual..23
Copyright ....oeeieiiieee s 3
count information

editing for a booking in the

Navigator..........occoeeeeeriiiieeennn. 163
course

adding ......oocvveiieiii e 461

adding a new section to .......... 461

adding course dates to............ 461

adding sections t0 ................... 461

assigning a room to................. 522

canceling a course date for.....461

changing the room (location) for
one or more of its bookings.....544

616

clearing preferences for . 581, 584

defined ... 446
defining and editing, overview

Of tee e 457
editing.....cevvvriiiriieeee 461
editing course dates for........... 461

excluding from the final exam
schedule........cccoovciiiiiciiees 562

identifying new, modified, or
canceled.......cocvvveeeeieiineeiennnnn, 482

manual post-publish processing of
546

manually updating the location for
iNthe SIS........ccciviieee 537

post-publishing, overview of....546

reviewing and verifying room
preferences for........cccccecuveennee 501

searching for a room to assign

searching for with the Academic
Browser........ccccoeeeiiviiiiecinnnn, 579

specifying a final exam schedule

for (multiple courses)............... 562
specifying final exam schedule

FOr e 562
specifying the room preferences
for, caveats..........ccoeeevvvvneeeennnn. 491
specifying the room preferences
for, overview of..........ccceeeenn.... 487
swapping its room.......... 522, 545
synchronizing .........ccccoeeeveeeeen. 453
unassigning the room for......... 522

undoing the shared space for..479

viewing in the Academic

Course Changes report..... 606, 607
course date

adding to a course................... 461

canceling ......ccccoevevieeeeeniiinenn. 461
defined.......ccccoooviiiiiiiiiiicnnn, 446
editing..cccooviieiieeiieee e 461
searching for with the Academic
Browser ......cccccovvvmveeeeeiniinnee. 579
Course List report........ccccoveeneee. 605

Course Navigator

ACCESSING ..evvvveeeeiiiieeee e 594
available actions in................. 597
overview of ........cooeeevevnvnnnnnnns 594

using to specify room preferences
498

window layout............cccceeeenn. 595
course type
defined.......ccccooveiiiiiiiiiin, 445

Course Type Analysis report..... 612
courses

reviewing the shared space
designation for............c.occuueeee. 480

cross-listed courses
changing the parent for .......... 477
defined.......ccoocveeviiiieieecii. 446

D

Daily reports

generating .......cccoccveeeeenninnenn. 321
Activity Schedule................... 330
Attendee Visitor...........ccceeuene 334
Banquet Event Orders............ 333
Event Calendar.................e.... 329
Event Schedule...................... 329
Production ..........ccccoeveveeeinnnnne 334
Resource Schedule................ 333
Room Cards ........ccccocvvevveenennn. 330
Service Order Change............ 334



Service Order Schedule.......... 332
Service Orders.......coeeeeeeeeeeennns 332

Dashboard window

Analytics tab .........ccccceeevnnnenn. 248
At A Glance tab...........cccceeneee. 251
Building Hours Exceptions

tab e 247
Notifications tab ...................... 232
OpLioNS fOr ......ocuvveeeeciiiiieeeee 230
overview of.......ccoccvvvieiienienns 229
Reconfirm Dates tab................ 246
Reminderstab .........cccccveeeee. 234
Wait List tab......c.ccoverinviennen. 245
Web Requests tab .................. 241
Web Reservations tab ............ 240

data

changing the sort order of in a
browser window ............c..c.ccuee. 40

context menu for in a browser

filtering in a browser window.....38

grouping by columns in a browser
WINAOW ... 36

data column

changing the width for in a browser

data columns

rearranging in a browser
WINAOW ..o 36

date

editing for multiple bookings in the
Navigator .........ccccovvvvieeeenninns 112

Define & Edit mode
disabling foraterm................. 458

enabling for aterm................. 458

delegate
defined .....ccooeeeeieiiiinninnn, 263, 283
specifying for a web user (for a
CONtACE) ..o, 283
specifying for a web user (for a
(o[ (010] ) FAUURR OO OPRRPPPP 263
deposit
defined.......cccoovvvriiiiiiicinn, 378
entering for a reservation........ 385
searching for .........ccccceeeeennn, 379
VOIAING. e 391
discount

applying to a reservation in the

Navigator.........oocveeeeeeriiineenn. 165
display

changing for the Reservation

BOOK.....oiieiiiiie e 64
domain

defined ......cccoovviiiieiiee, 445
drawing

defined .......cccoovvviiiiiiicci, 188

deleting from booking in the
Navigator.......c.covvvveiiieeeiiieens 188

detaching from a reservation in the
Navigator.........ccccueeeeennn. 184, 188

editing the description for in the
Navigator..........ccccveeeeenne 184, 188

setting the default program for
opening one attached to a booking

in the Navigator...........cccccceee. 403
Dual mode

defined .......cccoovvviiiiiiiiccn, 457

enabling for aterm................. 458
Early Checkout report................ 346

EMS User’s Manual

email
sending from EMS.................. 414
sending to a group from within
EMS oo 300
viewing history of..................... 418
EMS
MaIN MENU ..ocovviieiiniiereee e 33
StArting ....evveveeiiieee e 29

EMS main window

menu bar..........ccccviiiinnnn. 32

SIUCTUIe ..., 31

title bar .....cooovee 31

toolbar .......ccccoeeveiii 32
Event Calendar report................ 329
event name

editing for multiple bookings in the

Navigator........coceeevvveenieeenne. 112

setting the default value to use in

the Reservation Wizard........... 403
Event Schedule report ............... 329

event status

setting the default value to use in

the Reservation Wizard........... 403
event time

defined ... 44

setting the default value to use in

the Reservation Wizard........... 403
event type

setting the default value to use in

the Reservation Wizard........... 403
Event Type Analysis report........ 338

Exceptions reports

generating .......cccceeeviieeeeninnine 321
Booking Conflict Analysis........ 343
Building Hours Exceptions....... 343

617



EMS User’s Manual

Inactive Groups with
Reservations.........cccccoccveeeenne 344

Inactive Room with Bookings..344

Inactive Web Process

Templates .......ccocevvveeeiiieeennee. 345
Invalid Billing References........ 345
Invalid Service Orders............. 344
Status Reminder report........... 342
Undefined Setup ..........ccccee... 342
Wait LiSt ...covveiiiiiiciieiieeie 343

Excluded Rooms tab on the
Scenario dialog box ................... 509

F

favorite fields

setting up for a Browser
Search ... 205

setting up for a Calendar
SEArCh ..., 214

setting up for a Resource Calendar
SEArCh ..oeveiiiiiic e 221

setting up for a Transaction
Search ... 384

setting up for an Academic
Browser search ..........ccccvvvvnees 585

final exam schedule
creating a template for ............ 562
defining common exams for....562
excluding a course from.......... 562
SEHNG vveeeieeeeee e 562
setting for a specific course ....562
setting for multiple courses .....562
Final Exam Schedule report....... 612
final exam session
publishing.......cccccecvvveeeiiinnnn. 572
Final Exam Settings report......... 612

618

folder structure

booking detail folder ......... 88, 133
booking folder................... 86, 133
Navigator........cccceeeveciveeee e, 81
reservation folder ...................... 81

G

General Ledger Distribution

(] 0[] ¢ T TPT PR PRI 400
General tab on the Navigator
Options dialog boX ..........ccccuvenee. 90
generic email

defined ... 414
group

adding a comment to............... 269

adding a reminder to ............... 268

adding a user defined field to..272

adding an attachment to.......... 271
assigning calculations to ......... 273
assigning to a web user .......... 266
checking in to an event............ 437
checking out for an event........ 437
configuring.......cccevvevvveeniineenne 257

configuring a contact for from
another group.......cccoevceeeeeeennee 278

configuring a list of billing
reference numbers for............. 275

configuring a list of PO numbers

FOr e, 276
creating a web user from......... 263
defined .....ccccovvvveeeieieiee, 255

editing the attachments for......286

editing the billing reference
NUMDBErS for.......ccovvviiviennn, 286

editing the calculations for....... 286

editing the comments for......... 286

editing the contacts for ........... 286
editing the PO numbers for .... 286
editing the reminders for......... 286

editing the user defined fields for..
286

editing the web users for ........ 286
editing, overview of................. 286
emailing from EMS................ 414

emailing from within EMS....... 300

exporting a list of to an Excel
spreadsheet..........cccceeeeenenne 302

importing into your EMS
database..........ccccoociiiiicnnn. 294

making a reservation for using a
reservation wizard template ... 295

manually "no showing" for an

[SAVZ=] | 437
manually configuring a contact
(0] SN 278
printing information for............ 301
reassigning the reservations
fOr e, 295
searching and making a
reservation for ..........ccccvvennnn. 295
searching for............cccccceiie 255
using to search for a
reservation............cceevvvvvvnnnnnnn. 295
Group Statistics report .............. 338

Groups With Multiple Bookings

Highlight tab on the Navigator

Options dialog box ..........ccccueee. 93
Hoteling reports
generating .......ccceeveeenieeenne. 321
Arrivals and Depatrtures.......... 346



Booking Notice Statistics ........ 346
Check In Statistics .................. 347
Early Checkout ............cccocee 346
Groups with Multiple Bookings 347

Room Occupancy Summary...345

Transition ........ccceeeeeeeeeeeeeeeeennn, 346

Hourly Resource Inventory
Utilization report..........ccccovvveennee 338

Hourly Room Utilization report... 338

Inactive Groups With Reservations

(<] oo ] o AU TPPTOTIN 344
Inactive Room With Bookings
FEPOM .o 344
Inactive Web Process Templates
FEPOM .o 345
instructor
defined......ccoveviiiiiie 445

Instructor Back to Back report ... 608
Instructor Summary report......... 608
Invalid Billing References report 345
Invalid Service Orders report.....344
invoice

emailing ......coceevieveiiieeeniees 414

entering an adjustment for...... 389

generating........ccccceeeeeiiieeneenn. 364
generating, overview of........... 364
reprinting........occvvveeeeiniiiieneeenne 368
VOIdING .ooeoviiieee e 372
Invoice Detail report................... 399

L

location
see room

locked booking

defined ......cccoooveiiiiiiic, 109
insufficient security.................. 109
invoiced booking ..................... 109
old booking..........ccceeeeriiinneen. 109
M
main menu
SHUCHUre ... 33

Manage Terms Copy Preferences
tool

using to specify room preferences
493

memorized report

creating by copying................. 323
creating from scratch .............. 323
defined.......cccoovveiiiiiiiiccnn, 323
deleting .....cccoeveevecivieee e, 323
editing ..ooooveeeiiiieee 323
menu bar for the EMS main
WINAOW .. 32
N
Navigator

accessing the Course Navigator

adding booking detail items to
multiple bookings in ................ 155

adding booking details and items
to individual bookings in.......... 138

EMS User’s Manual

adding booking details and items

to multiple bookings in............. 148
adding bookings to a reservation
N 97
applying a discount to a
reservation iN...........ccceevveeennne 165
commands..........ccccvvvvennnnn. 89, 94

copying a reservation in........... 106
copying multiple bookings in ...129

deleting booking detail items for

multiple bookings in................. 170
deleting booking details for
multiple bookings in................. 173
editing a booking in, overview

Of e 109
editing a reservation in.............. 98

editing a single booking in....... 110

editing booking detail items for
individual bookings in............... 157

editing count information for a
booking in.......cccocooviiiiiiiiene 163

editing miscellaneous information
for multiple bookings in ........... 112

editing multiple bookings in.....112

editing the charges for multiple

booking detail item in .............. 161
editing the date and/or time for
multiple bookings in................. 112
editing the room for multiple
bookings in......ccccceevviiiiiienine 112
editing the status for multiple
bookings in.........c.cccuu.... 102, 112
folder structure ...........cccecveeenene 81
layout of.....cccoeeiiiiiiii 81

moving bookings to a different
reservation in...........ccceceeeeeenn 127



EMS User’s Manual

OVEIVIEW Of ovvveeeiiiiieiieeeeeie, 79

repricing categories and room
charges for a reservation in ....100

working with attachments in....184

working with comments in....... 175
working with remindersin ....... 175
working with user defined fields
N 181
Navigator Options dialog box....... 90
At A Glance tab.........cccceeennn. 92
Generaltab ........ccoccceevieeiinene 90
Highlighttab ...........cccceeiiiennn 93
NO Show report........cccceeeeeerinne 345
notes

see booking details

Notifications tab on the Dashboard

WINAOW ... 232
optimization 10giC ............ccceeeueee 509

optimization process
stages Of ....coovviieveeiiiiiiee e, 506

optimization scenario

Creating .....ccceevveeeriveennieeenne 516
defined ......cccovveiiiiiiiee, 506
evaluating........cccocvveeeeenninnnen. 527
Organization of the manual.......... 25

other information

editing for a group .........c..c...... 286
Other reports

generating .......ccooccveeeeeeneinnenn. 321

Cancellation ..........ccccevvvevennnen. 340

Cancellation report.................. 340

Reservation Summary ............ 341
Over/Under Utilization report .....611

620

override room

defined ........ccoeeviieiiii 55
P
parent

changing for shared space/cross-

listed courses..........cocevivrennne 477
password

changing..........ccoeveeinniineeeennne 406
payment

defined ... 378

ENtEriNg .eevvvveeerieeereeee e 387

searching for ............cccocee. 379

VOIdING ..ceeeiiiiieeee e 391
phases in the academic scheduling
configuring process...........c........ 447
PO numbers

configuring a list of for a group276
editing for a group .........cc........ 286

setting up multiples for a
reservation, booking, and/or
booking detail .............ccccveeeennns 83

post-publish processing of courses
automatically ..........cccevveeeiinnens 546

post-publish processing of courses
manually........cccccoeviiiieieinniineen. 546

post-publishing phase
StEPS N, 447
post-publishing phase, steps in..447

pre-assignment scenario

Creating .....cooevecveeeeee e 513

defined ... 506
preferences

clearing for a course....... 581, 584
Preferences Summary report.....607
Prime Time Usage report........... 611

Production report............cccoouee. 334

Q

query
Creating......ccovevveerneeensieeenne 348
deleting.....cceevcveeiiieiece, 357
(=T 1111 o F TR 357
Printing......cccveeieiiieieee e, 358
FUNNING «oooieceeeee e 359

searching for with the Browser 197

searching for with the Web
Reservation Tool .................... 197

VIEWING .o 358

R

Reconfirm Dates tab on the

Dashboard window.................... 246
refund
defined......cccccooviiiiiiiie, 378
eNtering ...oocvveveeeiiieeee e 390
searching for..........c.ccceceniie 379
VOIdING ... 391
reminder

adding multiple reminders to a
reservation...........ccccceevvveninnns 179

adding to a group ................... 268

adding to a reservation, booking,
or service order in the
Navigator .......cccoevvveerieeeiinens 175

defined.....cccoeeeeviiiiiiiiiiiiinn, 268

deleting from a reservation,
booking, or service order in the
Navigator ........ccocvveeeeeiniinneen. 175

editing for a group .................. 286



editing for a reservation, booking,
or service order in the
Navigator .........ccccovvvvieeeenninns 175

viewing the history of for a
reservation, booking, or service
order in the Navigator ............. 175

working with on the Dashboard

reminder (attached)

defined......coccvvvvvveeeeeenennn. 175, 236
reminder (unattached)

defined......ccooeeviiiiiie 236
Reminders tab on the Dashboard
WINAOW.....oeeiiiiiiniiie e 234
reports

generating........ccoceeeeeviiiieneennns 321
reservation

adding a booking to in the
Navigator ........cccccovcveeeeeeiiiienen. 97

adding an attachment to in the
Navigator .........ccccovvvvieeeenninns 184

adding bookings to in the
Navigator ........ccccevvveeeniieeiieenns 97

adding multiple comments to..179
adding multiple reminders to... 179

allocating the charge for across
multiple billing reference and/or
PO numbers.......cccccevvviceennnnn. 83

applying a discount to in the
Navigator ........ccccevvveeeineeennen. 165

attaching a drawing to in the
Navigator ...........ccccvveenen. 184, 188

changing the date for in the
Reservation BooK ..................... 75

changing the status for in the

Reservation book...................... 75
copying in the Navigator ......... 106
defined ... 43

deleting an attachment from in the
Navigator .......cccceeeeevivieeeeeiins 184

detaching a drawing from in the

Navigator..........ccccueeeeenne 184, 188
determining if resources for are in
conflict.......ccocveiiiiiiiiiiiic, 192
editing a drawing for in the
Navigator.........ccoeevveenee. 184, 188
editing an attachment for in the
Navigator..........oocveeeeeeniiineeenn. 184
editing in the Navigator ............. 98

editing in the Reservation Book 74
entering a deposit for .............. 385

making a for a group after
searching for the group........... 295

making for a group using a
reservation wizard template....295

making in the Reservation

BOOK.....coiiieiieeiiiiee e 74
making using the Reservation
Wizard......coocooeiieiiieieeeee 45
opening manually in the
Navigator..........ccovveeeiiiiieeeenns 79
reassigning to a group ............ 295

repricing categories and room
charges for in the Navigator-....100

searching for by group ............ 295

searching for with the
Browser........ccccociiiiiiiiiinnnnn. 197

searching for with the

Calendar ......cccooeeeeeeeeiiiiieninnnnn. 206
searching for with the Web

Reservation Tool..................... 197
StIUCIUIE ..., 43

viewing in the Reservation

working with comments for in the
Navigator.......c.coevvveinieeeiiiees 175

working with reminders for in the
Navigator.........coccveeeeeeiiiiienennn. 175

Reservation Book

changing its display................... 64

EMS User’s Manual

defined ......cccoovvviiieii 62
editing a reservation in.............. 74
making a reservation in............. 74
SHIUCTUIE ..o, 62

reservation folder
defined ... 81
SIrUCTUIE ... 81
reservation source

setting the default value to use in
the Reservation Wizard........... 403

Reservation Source Analysis
(] 0[] ¢ PP PP TP TR TOTRTPPIN 338

Reservation Summary report.....341
Reservation Wizard

appearance of a combination room
N e 63

appearance of component rooms
N e 63

using to make a reservation....... 45
reservation wizard template

using to make a reservation for a

[0 (01U o T 295
reserved time

defined .......ccocevviiiiii 44
resource

see also booking detail items
defined ..o 133

determining if in conflict for a
reservation .........ccccoecceeeeernnnne 192

searching for with the Browser 197

searching for with the Resource
Calendar.........ccccccevviiivenineennn, 215

searching for with the Service
Order Management browser ...222

621



EMS User’s Manual

searching for with the Web
Reservation ToOl.............cc...... 197

Resource Calendar

setting up favorite fields for
Searching .....ccocevevvveeeiiieeenne. 221

using to search for a resource 215
Resource Schedule report......... 333
Resource Statistics report.......... 338
Resource Utility Conflicts tool

overview of ........ccevveviieneennnn, 192

running to determine if resources
for a reservation are in

CONFlICt....coeeeiiiece e 192
room
assigning to a course............... 522

changing for a course booking 544

editing for multiple bookings in the
Navigator........ccccevvveerieeeiinennn 112

options for resolving assignments,
OVErvieW Of ......ccceeviiiiiiiiiinnn, 522

searching for to assign to a
COUISE ..ooovrieiiirii et 524

searching for with the Search for
ROOMS t00l.....cc i 598

swapping between courses....522,
545

swapping with another booking in

the Reservation Book................ 75
unassigning for a course......... 522
room assignments and optimization,
overview of .........coocciiiiiiinne 505
Room Availability report............. 339

room capacity violation

Room Cards report .........cccccueee 330
room charges
see also booking details

repricing for a reservation in the

622

Navigator.........ccccoeeevieeeeeennne. 100

Room Occupancy Summary
(] 0[] ¢ F T TUTTTPTPTPRTIN 345

room preferences

caveats for specifying for a course
491

clearingall........ccccooeiiiiiiiinnn. 579

reviewing and verifying for a
COUISE ...covviiiiiiiiiiee s 501

specifying for a course, overview
Of e, 487

specifying using the Academic
Browser Set Course Preferences

t0O e 495
specifying using the Course
Navigator.........cccccevevvieeeeeennne, 498
specifying using the Manage Copy
Preferences tool..........cc........ 493
Room Statistics report................ 337
Room Utilization report .............. 337

S

Sales by Billing Reference

(] oo ] o F TN 335
Sales by Booking report............. 336
Sales by Category report ........... 335
Sales by Group report................ 335

Sales by Group Type report....... 334
Sales by Reservation report....... 335
Sales by Resources report......... 335
Sales reports
generating ........cccceeeeviiieeeeenns 321
Sales by Billing Reference....... 335

Sales by Booking .........cccccc.. 336
Sales by Category.........cc..c..... 335
Sales by Group .......cccceevveennee 335
Sales by Group Type .............. 334

Sales by Reservation ............. 335
Sales by Resources. ............... 335
Status Changes by Booking... 336

Status Changes by Reservation...
336

scenario
defined........ccccooeiviiiiii. 506
optimization, defined .............. 506
pre-assignment versus
optimization, overview of........ 513
pre-assignment, defined......... 506

Scenario dialog box
Excluded Rooms tab .............. 509
Scenariotab...........cooevvvvinnnnnn. 507

Scenario tab on the Scenario dialog
DOX woviiiici 507

Search for Rooms tool
using to search for rooms....... 598

seat fill percentage

defined......ccoceeeeeeeiinninnnns 471, 492
Seat Occupancy report ............. 339
section

adding to a course.................. 461

service order
defined........ccccooeiiiiieii. 136
searching for with the Browser 197

searching for with the Calendar....
206

searching for with the Web
Reservation Tool .................... 197

working with comments for in the
Navigator ........ccocovveeeeerniinneen. 175

working with reminders for in the
Navigator ........cccecevveeeeeeiivnnnn. 175

working with the user defined fields
for in the Navigator................. 181

Service Order Change report.... 334



Service Order Management browser
using to search for resources . 222
Service Order Schedule report..332
Service Orders report ................ 332
settings
specifying for a confirmation ... 308
setup count

editing for multiple bookings in the
Navigator .........ccccovvvveeeernnnnns 112

Setup Count Analysis report...... 339
setup hours

defined.......ccooevieiiiii e, 44
setup type

editing for multiple bookings in the
Navigator .........cccceevvvieeeenninns 112

Setup Worksheet report

Daily reports

Setup Worksheet................... 331

shared space

assigning to courses............... 475

changing the parent for........... 477

defined......coocvvvvvveeeeeenenen. 446, 475

reviewing for courses.............. 480

undoing for courses ................ 479
SIS

defined.......cocoeveiiiiiiiiiiiees 445

manually updating course

locations iN.......cccceveieiienieens 537
sort order

changing for data in a browser
WINAOW ... 40

Special information about the
MAaNUAl.......ccoooviiiiiieeiee e 23

Statements report..........cccveeeees 398
Statistics reports

generating.......cocceveveeeenieeenns 321

Benchmark Metrics ................. 339
Event Type Analysis ............... 338
Group StatistiCs..........coevuveenen. 338
Hourly Resource Inventory

Utilization report ..........cccccueeene 338
Hourly Room Utilization .......... 338

Reservation Source Analysis..338

Resource Statistics ................. 338

Room Availability .................... 339

Room StatistiCs..........cccceevneene 337

Room Utilization............c.cc...... 337

Seat Occupancy.........ccccvveeee. 339

Setup Count Analysis.............. 339
status

changing for a reservation in the
Reservation BookK...................... 75

editing for multiple bookings in the

Navigator.......c.covvvveiiieeeiiieens 112
Status Changes by Booking
TEPON .. 336
Status Changes by Reservation
1] 010 ] ¢ P PPRPPRTPT 336
Status Reminder report.............. 342
structure

EMS main menu .........cccceeenee. 33

EMS main window .................... 31

Student Information System

see SIS
subject

defined ..o, 445
summary information

editing for a group ..........c..c.... 286

EMS User’s Manual

T

teardown hours

defined ......cccooevviieiiiii 44
term

defined ... 445
disabling for Define & Edit

MOE ...oeviiiiiiiiiee e 458
disabling for Set Preferences
MOJE .. 488
enabling for Define & Edit

MOAE ...vevieeiiiieee e 458
enabling for Dual mode........... 458
enabling for Set Preferences
MOAE ... 488
importing, overview of ............. 451
publishing.......cccoceviieeiiiiene, 533
publishing, overview of............ 531

scheduling final exams for....... 562

synchronizing ........ccccoeeceveeeenn. 452
unpublishing .........cccoccieeininne 539
time

editing for multiple bookings in the
Navigator........ccoeeveeerieeenne 112

Time Block Room Availability/Usage
(] 0[] ¢ PP TP TR 609

Time Block Violations report...... 609

time designators used for an EMS
event

reserved time .......cccccveevveeennnen. 44

setup hours .......ccoceeveiiiiieneen. 44

teardown hours ..........cccccevveeen. 44
time zone

setting the default value to use in
the Reservation Wizard........... 403

title bar for the EMS main
WINAOW ..o, 31

623



EMS User’s Manual

toolbar
CUStOMIZING ..vveveeeiiiiieeee e 32
for the EM main window............ 32
transaction

see deposit, payment, adjustment,
or refund

Transaction report...........cccc....... 399
transaction search

setting up favorite fields for

searching .......cccccceevviiieneenins 384
Transition report..........ccccevcveeennne 346
Trend report.......cocceveevveeenienenns 613
UDF

see user defined fields
Undefined Setups report............ 342
Unmet Preferences report.......... 607
Update Pricing Plan Wizard

using to reprice categories and
room charges for a reservation in
the Navigator...........cccceveeeivnns 100

user defined field

adding to a group ........ccceeeneeee. 272
adding to a reservation or service

order in the Navigator ............. 181
defined ....coooeeeeeeiiiiinnnnnn, 181, 272

deleting for a reservation or
service order in the Navigator.181

editing for a group .........c..c...... 286

editing for a reservation or service
order in the Navigator ............. 181

viewing the history of for a
reservation or service order in the
Navigator..........ccccvvveeeeiivvneenn. 181

user preferences

defined .....ccceeeeeeeeiiiiiiie, 403

624

ST 1] o To TSR 403
Using the manual ...............ccc...... 23
V
view

defined .....cocveeviiiie 409

defining.......coooiiieiiiiee 409
visitor

see attendees/visitors

Visitor report........cccceeeeveivvieeeenns 346
Voided Transaction report.......... 399
Wait List report........ccccoecuvveeeennnes 343
Wait List tab on the Dashboard

WINAOW .. 245

web delegate
printing a list of for web users .303
web requests

working with on the Dashboard
WINAOW ... 241

Web Requests tab on the
Dashboard window .................... 241

web reservation

searching for with the
Browser........ccccoeeeviviiiieiinnnn, 197

searching for with the Web
Reservation Tool..................... 197

Web Reservation Tool
using to search for a booking..197
using to search for a query......197

using to search for a
reservation ..........ccccovvveeeeennns 197

using to search for a
FESOUICE ..oovveeiiiiiieeerieeeee e 197

using to search for a service

using to search for a web
reservation..........ccoceeeeenennenne. 197

Web Reservations tab on the

Dashboard window.................... 240
web user
assigning a group to............... 266
creating from a contact........... 283
creating from a group ............. 263
defined........ccocevevinnnnnn. 263, 283
editing for a group .................. 286

exporting a list of to an Excel
spreadsheet..........cocceeeeennine 303

printing a list of delegates for . 303

specifying a delegate for (for a

CONLACE)...evveevreeeeiiee e 283

specifying a delegate for (for a

(o[ £o10] o) FSUUR TR 263
width

changing for a data column in a
browser window............c.ccocv.. 37

window layout
Course Navigator ................... 595
windows coordinates
defined.......ccccooveviiiiiiiinn, 407
resetting......cccceevvviieeeeenniieeen. 407
Word documents
integrating with EMS .............. 316
Word Merge document
defined......cccccooveiniiiiie, 316

using to generate a
confirmation................covvvvennnn. 316



	Preface
	Chapter 1 - Getting Started with EMS
	Starting EMS
	To start EMS

	The EMS Window
	Title bar
	Menu bar
	Toolbar
	To customize the toolbar

	Main menu

	An EMS Browser Window
	To group data by columns in an EMS Browser window
	To rearrange the columns in an EMS Browser window
	To change the width of the columns in an EMS Browser window
	To use the context menu for data columns in an EMS Browser window
	To filter the data in an EMS Browser window
	To change the sort order of data in an EMS Browser window


	Chapter 2 - Reservations and Bookings
	Reservation Structure
	Reservation and bookings
	Booking details

	Event Timeline
	Making a Reservation Using the Reservation Wizard
	To specify the event date
	To specify the event time and status
	To select the event location
	To search for a standard room
	To search for a best fit room
	To search for a specific room

	To specify the event information

	Viewing and Editing Reservations in the Reservation Book
	Reservation Book
	To change the Reservation Book display
	List of Rooms (Room Properties)
	List of Rooms (Specific Rooms)
	Reservation Book view
	Display Options
	Tooltips
	Display Date (Calendar)
	Display Date (Scroll Features)

	To view reservation information
	Room Bookings
	Room Properties
	Room Pricing
	Room Images
	Room UDFs
	Room Information
	Time Zone

	To make a new reservation
	To edit an existing reservation


	Chapter 3 - The Navigator
	Navigator Overview
	Opening a reservation in the Navigator
	Opening a reservation directly in the Navigator
	Opening a reservation through the Reservation Book
	Opening a reservation through a group
	Opening a reservation through a search

	Layout and folder structure
	Reservation folder
	To allocate charges to multiple billing reference numbers and/or PO numbers

	Booking folder
	Booking detail folder

	Navigator commands
	Navigator Options dialog box
	General tab
	At A Glance tab
	Highlight Categories

	Other Navigator commands


	Adding Bookings to a Reservation in the Navigator
	To add bookings to a reservation

	Editing a Reservation in the Navigator
	To edit a reservation in the Navigator

	Repricing Categories and Room Charges for a Reservation
	To reprice categories and room charges for a reservation

	Changing the Status for a Reservation from the Reservation Summary tab
	To change the status for a reservation

	Copying a Reservation in the Navigator
	To copy a reservation in the Navigator

	Editing a Booking in the Navigator
	To edit a booking in the Navigator

	Editing Multiple Bookings in the Navigator
	To edit multiple bookings in the Navigator
	To edit the booking date and/or time
	To edit the booking status
	To edit the rooms for bookings
	To search for rooms
	To select a specific room

	To edit miscellaneous booking information


	Moving Bookings to a Different Reservation
	To move bookings to a different reservation

	Copying Multiple Bookings in the Navigator
	To copy multiple bookings in the Navigator

	Booking Details and Items Overview
	Service order

	Adding Booking Details and Items to Individual Bookings
	To add booking details and items to individual bookings
	To add a booking detail from a non-resource category
	To add setup notes
	To add attendees
	To add an agenda (activities)
	To add a room charge

	To add a booking detail from a resource, service order, or catering category


	Adding Booking Details and Items to Multiple Bookings
	To add booking details and items to multiple bookings
	To add a booking detail from a non-resource category
	To add a booking detail from a resource, service order, or catering category


	Adding Booking Detail Items to Multiple Bookings
	To add booking detail items to multiple bookings

	Editing Booking Detail Items for Individual Bookings
	To edit booking detail items for individual bookings
	To edit a booking detail item from a non-resource category
	To edit a booking detail item from a resource, service order, or catering category


	Editing Booking Detail Item Charges for Multiple Items
	To edit booking detail item charges for multiple items

	Editing Count Information for a Booking
	To edit count information for a booking

	Applying a Reservation Discount
	To apply a reservation discount

	Copying Booking Details Between Bookings
	To copy booking details between bookings

	Deleting Booking Detail Items from Multiple Bookings
	To delete booking detail items from multiple bookings

	Deleting Booking Details from Multiple Bookings
	To delete booking details from multiple bookings

	Working with Comments and Reminders in the Navigator
	To work with a comment or reminder in the Navigator
	To add a comment
	To edit a comment
	To delete a comment
	To view the history for a comment


	Adding Multiple Comments and Reminders to a Reservation
	To add multiple comments and reminders to a reservation

	Working with User Defined Fields in the Navigator
	To work with user-defined fields in the Navigator
	To add a user-defined field
	To edit a user-defined field
	To delete a user-defined field
	To the view history for a user-defined field


	Working with Attachments in the Navigator
	To work with attachments in the Navigator
	To add an attachment to a reservation or booking
	To edit an attachment for a reservation or booking
	To delete an attachment from a reservation or booking
	To view an attachment for a reservation or booking


	Working with Drawings in the Navigator
	To work with drawings in the Navigator
	To attach a stored drawing to a booking
	To create a drawing “on the fly” and attach it to a booking
	To detach a drawing from a booking
	To edit a drawing for a booking
	To view a drawing for a booking


	Running the Resource Utility Conflicts Tool
	To run the Resource Utility Conflicts tool


	Chapter 4 - Search Tools
	Searching with the Browser or with the Web Reservation Tool
	To carry out a search in the Browser
	To carry out a basic search in the Browser
	To carry out an advanced search in the Browser
	To set up favorite fields for a Browser search


	Searching with the Calendar
	To carry out a search in the Calendar
	To carry out a basic search in the Calendar
	To carry out an advanced search in the Calendar
	To set up favorite fields for a Calendar search


	Searching with the Resource Calendar
	To carry out a search in the Resource Calendar
	To carry out a basic search in the Resource Calendar
	To carry out an advanced search in the Resource Calendar
	To set up favorite fields for a Resource Calendar search


	Searching with the Service Order Management Browser
	To search with the Service Order Management browser


	Chapter 5 - EMS Dashboard
	Overview of the EMS Dashboard and Dashboard Options
	Dashboard options

	Notifications Tab
	Reminders Tab
	To change the Reminders tab view
	To create an unattached reminder
	To edit a reminder
	To delete a reminder
	To print a reminder
	To go to the item to which a reminder is attached
	To complete a reminder
	To reassign multiple reminders between EMS users

	Web Reservations Tab
	Web Requests Tab
	To edit a web request
	To delete a web request
	To print a web request

	Wait List Tab
	Reconfirm Dates Tab
	Building Hours Exceptions Tab
	Analytics Tab
	At A Glance Tab

	Chapter 6 - Groups and Contacts
	Searching for and Configuring Groups
	To search for a group and/or contact
	To configure groups

	Configuring Additional Information for a Group
	To create a web user from a group
	To assign the group to a web user
	To add a reminder to a group
	To add a comment to a group
	To add attachments to a group
	To add user defined fields to a group
	To assign calculations to a group
	To configure a list of billing reference numbers
	To configure a list of PO numbers

	Configuring Contacts for a Group
	To configure contacts
	To configure a contact manually
	To configure a contact from a group
	To create a web user from a contact


	Editing Group Information
	To edit group information
	To edit summary, billing, and/or other group information
	To edit the contacts for a group
	To edit the reminders for a group
	To edit the comments for a group
	To edit the attachments for a group
	To the edit user defined fields (UDFs) for a group
	To edit the calculations for a group
	To edit the billing reference numbers for a group
	To edit the PO numbers for a group
	To edit the web users for a group


	Importing Groups
	To import groups

	Working with Reservations for a Group
	To work with reservations for a group
	To search for and view reservations by group from the group-specific window
	To search for and make a reservation for a group from the group-specific window
	To reassign a reservation for a group from the group-specific window

	To make a group reservation from the Group Reservation window (EMS Workplace only)

	Emailing a Group
	To email a group

	Printing and Exporting Group Information
	To print group information
	To export a list of groups to an Excel spreadsheet

	Printing and Exporting Web User Information
	To print or export web user information
	To print web user information
	To export a list of web users to an Excel spreadsheet



	Chapter 7 - Confirmations
	Specifying your Confirmation Settings
	To specify your confirmation settings

	Generating a Single Confirmation at a Time
	To manually generate a single confirmation at a time
	To automatically generate a confirmation

	Generating Word Merge Documents for Custom Documentation
	To generate Word Merge Documents


	Chapter 8 - Reports and Queries
	Generating an EMS Report
	To generate a report

	Working with Memorized Reports
	To create a memorized report “from scratch”
	To create a memorized report by copying
	To edit or delete a memorized report

	Report Descriptions and Options
	Daily reports
	Sales reports
	Statistics reports
	Other reports
	Exceptions reports
	Hoteling reports (EMS Workplace only)

	Working with a Query
	To create a query
	Query Builder Filter tab
	Display Fields tab
	Filter tab
	Sort tab
	Chart tab
	Users tab

	To edit a query
	To delete a query
	To view and print a query
	To run a query


	Chapter 9 - Billing
	Overview of Billing in EMS
	Working with Invoices
	To generate an invoice
	To reprint an invoice
	To specify invoices for reprinting
	To search for invoices to reprint

	To void an invoice
	To specify invoices to void
	To search for invoices to void


	Searching for Transactions
	To search for a transaction
	To carry out a basic transaction search
	To carry out an advanced transaction search
	To set up favorite fields for a Transaction search


	Working with Transactions
	To enter a deposit or damage deposit for a reservation
	To enter a payment or pre-payment
	To enter an adjustment for an invoice
	To enter a refund
	To void a transaction
	To void a transaction from the Transactions tab
	To void a transaction from the Payment Entries window


	Generating an EMS Billing Report
	To generate a report

	Report Descriptions and Options
	Invoice reports
	Reports


	Chapter 10 - User Settings
	Setting User Preferences and Default Values
	To set user preferences and default values

	Changing your Password
	To change your password

	Resetting Window Coordinates
	To reset window coordinates

	Resetting Column Settings
	To reset column settings

	Defining Your Views
	To define your views


	Chapter 11 - Other Reservation Functions
	Recording Actual Attendance Numbers for Bookings
	To record actual attendance numbers for bookings

	Sending Email from EMS
	To send an email from within an EMS Browser window
	To send a confirmation or invoice
	To send a generic email

	Viewing a History of Sent Emails
	To view a history of sent emails

	Generating Multiple Confirmations
	To generate multiple confirmations

	Managing Attendees and Visitors
	To manage registered attendees and visitors
	To check in/check out unregistered visitors for an event
	To print visitor badges
	To import a list of attendees and visitors to an event


	Chapter 12 - EMS Workplace
	Managing Groups’ Check In/Check Out Statuses
	To manage groups’ check in/check out statuses
	To run the No Show Wizard


	Chapter 13 - Academic Planning (EMS Campus)
	Overview of the Academic Scheduling Process
	Academic scheduling specific terms used in EMS Campus
	Academic scheduling configuration process
	Academic Planning phase
	Post-Publishing phase


	Importing an Academic Term
	Overview of Importing an Academic Term
	Synchronizing an Academic Term
	To synchronize an academic term

	Synchronizing Courses
	To synchronize courses


	Defining and Editing Courses
	Overview of Defining and Editing Courses
	Enabling/Disabling a Term for Define & Edit Mode
	To enable/disable a term for Define & Edit mode

	Reviewing and Editing Courses
	To review and edit courses
	To add a new course in EMS Campus
	To add a new section for a course
	To add a course date in EMS Campus
	To edit a course in EMS Campus
	To edit a course date in EMS Campus
	To cancel a course date in EMS Campus
	To cancel a course in EMS Campus


	Working with Shared Space
	To assign shared space to courses
	To change the parent designation for shared space/cross-listed spaces
	To reverse the shared space designation
	To review shared space designations

	Identifying New/Edited/Canceled Courses
	To identify new/edited/canceled courses


	Specifying Room Preferences
	Overview of Specifying Room Preferences
	Enabling/Disabling a Term for Set Preferences Mode
	To enable/disable a term for Set Preferences mode

	Specifying Room Preferences/Requirements
	To use the Manage Terms Copy Preferences tool
	To use the Academic Browser Set Course Preferences tool
	To use the Course Navigator to set preferences and requirements

	Reviewing and Verifying Room Preferences
	To review and verify room preferences


	Assigning Room Preferences and Optimizing
	Overview of Room Assignments and Optimization
	About Creating Scenarios and Optimization
	Scenario dialog box
	Optimization logic

	Creating Scenarios
	To create a pre-assignment scenario
	To create an optimization scenario
	To resolve room assignments


	Assigning Rooms
	To assign rooms to courses
	To search for rooms to assign to a course

	Evaluating Optimization Scenarios

	Publishing a Term
	Overview of Publishing an Academic Term
	Publishing a Term
	To publish a term

	Manually Updating Course Locations in the SIS
	To manually update course locations in the SIS

	Unpublishing a Previously Published Term
	To unpublish a term


	Post-Publishing Phase
	Reviewing Reservations and Resolving Room Assignments
	To change the course rooms (locations) for one or more bookings
	To swap rooms between courses

	Post-Publish Processing of Courses
	To manually process courses post-publish
	To process a canceled course post-publish
	To process a changed course post-publish
	To process a new course date post-publish
	To process a new course post-publish
	To process a Room Capacity Violation post-publish

	To automatically process courses post-publish
	To process courses post-publish for enrollment

	Setting a Final Exam Schedule
	To create a final exam schedule template
	To manually create a final exam schedule template
	To import a term to create a final exam schedule template
	To import a file to create a final exam schedule template

	To specify final exam settings for a specific course
	To specify final exam settings for multiple courses

	Publishing a Final Exam Session
	To create a final exam session
	To publish the final exam session


	Using the Academic Tools
	Searching with the Academic Browser
	To carry out a search in the Academic Browser
	To carry out a basic search in the Academic Browser
	To carry out an advanced search in the Academic Browser
	To set up favorite fields for an Academic Browser search


	Using the Academic Book
	To change the date display
	To change the view of courses by room
	To change the view of courses by instructor
	To set options for the Academic Book
	To open a course in the Course Navigator
	To display the details for a room

	Using the Course Navigator
	To access the Course Navigator
	Course Navigator window layout

	Available Actions in the Course Navigator
	Using the Search for Rooms Tool
	To search for rooms using the Search for Rooms tool

	Generating Academic Reports
	To generate an academic report
	Course List
	Course Changes
	Course Preferences
	Preferences Summary
	Unmet Preferences
	Instructor Back to Back
	Instructor Summary
	Time Block Violations
	Time Block Room Availability/Usage
	Academic Class Meeting Utilization
	Classroom Utilization
	Hourly Classroom Utilization
	Over/Under Utilization
	Prime Time Usage
	Academic Unit Statistics
	Course Type Analysis
	Final Exam Settings
	Final Exam Schedule
	Trend Report




	Index

