
HOW TO REQUEST A SKIDMORE VEHICLE

USING EMS

Skidmore’s online Event Management System

https://calendar.skidmore.edu//EMSWebApp/

https://calendar.skidmore.edu/EMSWebApp/


Before you request use of a Skidmore Vehicle, you MUST be an 

approved driver with the college. 

Here is how to get started with that process:

Faculty and Staff https://www.skidmore.edu/risk-

management/motor_vehicle_policy/staffprocedures.php

Students https://www.skidmore.edu/risk-

management/motor_vehicle_policy/studentprocedures.php

https://www.skidmore.edu/risk-management/motor_vehicle_policy/staffprocedures.php
https://www.skidmore.edu/risk-management/motor_vehicle_policy/studentprocedures.php


Log into EMS

Log in using your Skidmore user name and password



Click on “Create A Reservation” at your home screen 



Click “Book Now” for the Vehicle Request Form template



Be sure to read the “About” section 

of the template for additional 

information and booking rules



Enter the date(s) you will be 

requesting the vehicle for.

Enter the time you will be picking the 

vehicle up.

If requesting multiple dates choose 

“Recurrence” and fill out 

appropriate information.

When finished press 

“Search”



There are 3 college owned vehicles you can request.

1. Kia – 5 passenger

2. Prius – 5 passenger

3. Sienna Van – 7 passenger *this vehicle is used for community outreach and there are limitations on who can use it

Click on the “+” to select your vehicle, then click “Next Step” 



Enter “No. of Attendees” and click “Add Room”

Your selected 

vehicle will now 

show under 

“Selected Rooms”

Click “Next Step”



Enter your 

Reservation 

Details and 

choose your 

group. 

If you are a 

student and not 

associated with a 

sponsored 

department 

search for 

“student” group 

and enter your 

contact 

information.



You must upload proof of your vaccination appointment. 

Click “select your files” to attach your email, picture or screenshot of proof.



Answer the additional 

information questions.

Accept the terms and 

conditions, then press create 

reservation.

Your reservation will be followed 

up within 48 hours  by facilities.

When finished click

For additional information about 

campus vehicles click Here

https://www.skidmore.edu/safety_committee/motor_vehicle_policy/fleet_vehicle_reservations.php


QUESTIONS?

PLEASE CONTACT

SCHEDULE@SKIDMORE.EDU

mailto:SCHEDULE@SKIDMORE.EDU

