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Skidmore Event Scheduling Tips .
Sign In

User Id *
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Password *




Create A Reservation

SITE HOME MY HOME

CREATE A RESERVATION

To BROWSE for scheduled events, click EVENTS or LOCATIONS in the left navigation
MY EVENTS

BROWSE To space, click [2 @ CREATE A RESERVATION in the left navigation. Select the appropriate Reservation Template and click BOOK NOW. For information on each template click ABOUT

. EVENTS To review the status of your request, make changes to a request, or add catering or other services, click on [T] MY EVENTS in the left navigation

@ LocaTions ) : ) : .
Space requests will be reviewed Monday through Friday. Space managers will try to respond to requests within 48 hours

LINKS Space requests are currently being accepted through May 19, 2018. Dates after May 19, 2018 will be grayed out.
Event Scheduling Tips Spaces must be requested 24 hours in advance (not including weekend hours). For last minute space requests please contact the Scheduling Office.

How to Request Catering Click on () for more information or help on that page or section.

Event Setup Form
Questions?

Event Calendar
Contact: schedule@skidmore edu

Tel: 518-580-5599
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My Reservation Templates
1 chEATE A RESERVATION

B urovanTs

Dining Hat
Dining Hal Meal Ticksts & Tabie Liner

Tang

About The "Space Request" Template

Taties & Poster 5paces

INFORMATION BOOKING RULES
——

Use this reservation template for all space requests EXCEPT the following: Murray-
Aikins Dining Hall, Tang, College Vehicles, Group Study Rooms, and Service Only
requests.

DO NOT include set-up/tear-down time in the “Start Time™ and "End Time" only put the
EXACT times of the event. You may add set-up/tear-down time in the Reservation
Details

If you request a room less than 24 hours in advance you will receive an error message.
Requests for space less than 24 hours in advance must be made through the
Scheduling Office.

Dates after May 19, 2018 will be grayed out. To request space after date please
contact the Scheduling Office.

Catering requests and menus must be must be submitted at least two weeks
before your event. Contact Dining Services for special requests. Step-by-Step HOW
TO REQUEST CATERING information may be found on the Scheduling Web Page -

Book Now With This Template
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#& HOME

My Reservation Templates

CREATE A RESERVATION
Catering Only
MY EVENTS
Space Reque:

BROWSE
Colleg: ned Vehicle Request Form
M EVENTS
Dining Hall
¢ LoCcATIONS

Dining Hall Meal Tickets & Table Linen Only

LINKS
Tang

skidmore Event Scheduling Tip:

Tables & Poster Spaces
Submitting a Catering Service R...

S @ s Library Group Study Room

Link to Facilities (Event Setup R...

(2]
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ace Regues

1 Rooms 2 Services 3 Reservation Details
Mew Booking for Mon Jan 8,

Dare & Time tlected Rooms

¢ setected Rooms will appear here.

Hi !
e ek Search Results

Start Time End Time mabms matching your search criteria will appear hers.

fally
S Lat Me Search For A Room

Roam Types Addiremove

(all)

Features Add/Remaove

none)

Number of People

o

@ | Know What Roam | Want




Reoccurring Event Date & Time

n Request 2

x Space Request & T My Cart (0)

1 Rooms 2 Services 3 Reservation Details
o

New Booking for Mon Jan 8, 2018

Date & Time Selacted Rooms.

Date Your selected Roorms will appear here,

Mon D1/08/2015
i Ry wom Search Results

Start Time g1 Time Rogggs matching your search criteria will appear here,
Recurrence

Repaary

Create booking in this tirme 2one

Eastern Time

Locatlons

Start Dats

fa
© Lot Me Saarch For A Room
o cetutrencels)

Room Types
fam

Start Time:
Features

{none)

Kumber of People

[]

@ | Know What Room | Want



INnding a Room

= Fiems

Room Request © wegnsoe & -

% Space Request @ My Cart (0)

1 Rooms 2 Services 3 Reservation Details
—

New Booking for Mon Jan 8, 2018

Date & Time Selected Rooms

Date Your selacted Rooms will appear here.
Mon 01/08/: 8 R
. eeurrence Room Search Results

Start Time End Time Rooms matching your search criteria will appear here.
8:00 AM (o] 2:00 AM o]

Create booking in this time zone

Eastern Time

Locations

(all)y

4= \/iew all available rooms

© Let Me Search For A Room

Room Types

(ally

Features Add/Remove

(none)

Number of People

. 4= Modify your search by certain
=3 criteria's (classroom, white

@ 1Know What Room | Want board’ Capaclty, etC.)




All Availlable Rooms

Room Request ©  weznsoe &

x Space Request @ "y Cart (0)

1 Rooms 2 Services 3 Reservation Details

New Booking for Tue Jan 30,

Date & Time Selected Rooms

Date Your selected Rooms will appear here.
Tue 01/30/2018 R
' e ecurrence Room Search Results

Start Time End Time SCHEDULE
@ 2:00 AM .
[J Favorite Rooms only. ind A Roor
Create booking in this time zone 9 12PM 1 2 "
Eastern Time
Rooms You Can Reserve

Locations Add/Remove

@l Media Services Space:

0 Recording Reom 1

©Q Recording Room 2

Rooms You Can Request

Room Types Add/Remove

(all) Bolton Hall (ET)

Features Add/Remove

(non

MNumber of People

@ 1Know What Room | Want







Room Request © wezanooe & -

Rooms You Can Reserve
Locations Add/Remove
@l Media Services Spaces (...

© Recording Room 1

© Recording Room 2

@ Let Me Search For A Room
Rooms You Can Request

Room Types Add/Remove

Bolton Hall (ET)

Q w0
Features Add/Remove
(none) Q o

(all)y

Number of People o 102

° o 103

@ 1 Know What Room | Want

o 382
Calendar Only (ET)
[+] Calendar Only
0 Calendar Only #1
O Calendar Only #2
[+] Calendar Only #3

O Calendar Only #4

© calendar only #5




ENTER ATTENDANCE FOR YOUR EVENT AND CLICK
“ADD ROOM”. WHEN REQUESTING TABLES, POSTER SPACE, ETC. ENTER “1”
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x Space Request @

A IUTSITCM Create Reservation

2 Services 3 Reservation Details

New Booking for Tue Jan 30, 2018

Date & Time Selected Rooms \ Attendance & Setup Type

Date Q 0

Tue 01/30/2018 i) Recurrence

Start Time End Time TO SERVI CES
——
8:00 AM @ 9:00 AM
(L) Favorite Rooms cnly.

Create booking in this time zons 1 12 PM "
Eastern Time
Rooms You Can Reserve
Locations Add/Remove
Media Services Spaces (...
(all)

© recording Room 1

@ Recording Room 2

@ Let Me Search For A Room Rooms You Can Request
Room Types Add/Remove

Bolton Hall (ET)
(all)

o 100

Features Add/Remove

(none)

(+]
Number of People 0
[+

@ 1Know What Room | Want
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Room Request ©  wvegancoe & -
x Space Request @ IO M Create Reservation .

1 Rooms 3 Reservation Details

Services For Your Reservation

Dining Services Services Summary

Start Time [ET] End Time [ET] Service Type Estimated Count
8:00 AM (o] 9:00 AM (select Service Type) 30

Will alcohol (beer/wine) be served? *If alcohol is requested

outside of the banquet rooms, we require a PROPOSED MENU 30

day prior to acquire an alcohol permit
No

Are you planning on having a program associated with your

event?
No

Do any guests have dietary restrictions that require special

preparation? *

hoose on;

Additional Information for Dining Services

[ | have read and agree to the terms and conditions

Menu To Follow
Continental Breakfast
Hot Breakfast

Breakfast Staples (A La Carte)




Reservation Detalls

Room Request © vegnsoe & -

[P

x Space Request @ "By cart (1)

1 Rooms 2 Services 3 Reservation Details
Reservation Details
Event Details

Event Name * Event Type *

Alumni

Group Details Artist Talk
Athletic
Group * Breakfast

Circus Club

1st Contact

(temporary contact)

1st Contact Name *

- ]

1st Contact Phone * Group Visit

Information Session
Informaticn Table

Interview

1st Contact Email Address *

- ]

Additional Information

Set-up time (in minutes)

0

Tear Down Time (in minutes)

0




IF YOU ARE NOT YET ASSOCIATED WITH A GROUP YOU MAY SEARCH FOR YOUR GROUP BY TYPING
IN THE NAME OR CLICKING ON THE MAGNIFYING GLASS TO SCROLL THROUGH THE LIST.
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% Space Request @ My Cart (1)

1 Rooms 2 Services 3 Reservation Details

Reservation Details

Event Details

*If you do not enter information
- Jt required the field will highlight in RED

Group Details

Group *

Special Programs

1st Contact
Marianne Needham

(temporary contact)
den Thomas
Chris Merrill
Debbie Amico
Jeromy McFarren
Lilly Routledge
Marianne Needham
hanie Wyld
Wendy LeBlanc

1st Contact Fax

518-580-5548

Additional Information

Set-up time (in minutes)

0

Tear Down Time (in minutes)

0

Is this a student club event? All student club events must be submitted to Skid Sync and
approved by Leadership Activities *



mailto:schedule@skidmore.edu

Additional Information

ems

Room Request 2
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Additional Information

Set-up time (in minutes)

4]

Tear Down Time (in minutes)

Is this a student club event? All student club events must be submitted to Skid Sync and
approved by Leadership Activities *

00se O

you answer Yes, you
an image).

No

Do you want this event posted to your department's web page?

No

Is this a diversity related event?

Choose one

Additional Information for Space Manager

Billing Information

SCIP Account Number

766




YOU MAY CHOOSE TO POST YOUR EVENT ON THE PUBLIC, STUDENT OR
DEPARTMENT CALENDARS BY ANSWERING YES TO EACH OF THE CALENDAR
QUESTIONS.

RECEIVE A SEPARATE EMAIL
ON TH ALENDAR



IHling Informatio

Room Request © wegneowe & v

Set-up time (in minutes)

1]

Tear Down Time (in minutes)
0

Is this a student club event? All student club events must be submitted to skid Sync and
approved by Leadership Acti *

00se Of

Do you want this event posted on the public calendar (open to the community)? If you
answer Yes, you will receive an email requesting more details (and the option to add an
image).

No

Do you want this event posted on the student calendar (open to all Skidmore students)? If
you answer Yes, you will receive an email requesting more details (and the option to add
an image).

Yes

Do you want this event posted to your department’s web page?

No

Is this a diversity related event?

Choose one

Additional Information for Space Manager

Billing Information

SCIP Account Number

798

Create Reservation



Set-ap tima fin minut

Dowen Time (n minutes)

5 this a stusent cub event? All student club events mast bee submitted 1o Skid Syne and
Spprewed by LosSership Activities®

Do you want this svent posted on the public calencar jopen o the community]? &
anvwer Yer, yeu will receive an eemail requasting more desail (and the option 10 sdd sn
nage).

Do you want this svant poited on the studest cabmdar [open 16 all Shidmers studerea)? I
¥ou Ao Vs, you will Feceive 31 6mad requestisg mors eals (and the option 16 84
pry—

Do you want this svent posted to your department's web page?

1 this adiversity related svena?

Addiians] infermation for Space Manager

il itoemasics

SEIP Account Hurber




dit an existing even

Bl ems

W HOME
BOOKINGS.

Search Reservations B0 FRSANVATIONT

CuRRENT

M svents Last Booking ~ Location
Tuejan 30, 2010
Tue jan 30, 2018

Subsmitting 2 Catesing Service &

.. BYOUR EVENT NAME

Lk £ Fac

Test beginning Jan 30, 2018
RESERVATION DFTALS  ADDITIINAL INFORMATION

# Edit Reservation Detalls "
Backing Tals

Everit Narme x Cancal Resarvation
it Type Visw Resarvation Simmary
Send Invitation

& add ta My Calendar

O insiute caneatad b

Boaking Teals

Date ~ Time Zone scathon

Tue fan 30, 2018 L1 Boiten Hall - 150



f)  QUESTIONS? P,

e |

PLEASE CONTACT
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	How to request space �using ems
	Log into EMS using your Skidmore username and password
	To submit a space/service request click on “Create A Reservation”
	Choose the appropriate reservation template for the space/service you are requesting. ��The “about” icons list information about each template. 
	Click “book now” on template to begin space request 
	Fill out event date and time. *Start and End time should reflect actual event time. Set up and tear down time will be added in reservation details
	If you are requesting a recurring event click “Recurrence”. Use drop down menu in “repeats” to modify. When finished apply recurrence 
	If you want to view all available rooms for the date and time requested click “search” or filter by room type, feature, capacity or specific room 
	A list of all available rooms on campus will appear for your date and time requested. 
	To modify your room search, you may select specific room type, features, or capacity. Check the boxes of the features you are looking for and press “update Room features”
	Select one or more room(s) by clicking blue + sign 
	Enter attendance for your event and click� “add room”. When requesting tables, poster space, etc. enter “1”
	Your selected room will now show at the top of the page. ��IF NO SERVICES ARE NEEDED SKIP AHEAD TO “RESERVATION DETAILS”��IF YOU NEED SERVICES (CATERING) CLICK “NEXT STEP”. ��
	If you will be requiring services enter details  on services page. See instructions on submitting a catering order (hyperlink to website) ��If no services are needed continue with “Next Step”
	Enter Event name and type �
	 ��If you are not yet associated with a group you may search for your group by typing in the name or clicking on the magnifying glass to scroll through the list. ��Once  you have found your group click on group name, then “close”
	Look for your name in the 1st contact list, if it is not listed you may enter yourself as a temporary contact. Contact schedule@skidmore.edu to be added as a contact for the group
	Slide Number 18
	�������you may choose to post your event on the public, student or department calendars by answering YES to each of the calendar questions. ��*Please note if you select “YES” you will receive a separate email requesting event information and image to post on the calendar 
	Slide Number 20
	Slide Number 21
	Slide Number 22
	Slide Number 23

