Guide for Room Requests:

1. Be sure you have read the information provided on the room request page of the

intranet.
2. Click on the link to the Event Management System in the Overview section.

3. You will be directed to this page:
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UNIVERSITY OF WISCONSIN-MADISON
Welcome Guest

First time SoE EMS user?
Please submit an account request.

Returning SoE EMS users,

please select your login method:

@
\ )) UW-Madison Non-UW Madison
Faculty, Staff & Students Individual:

Log in with your Log in with
UW-Madison NetID a non-NetID account

Log in with a UW-Madison NetlD

Powered by TS

4. Select the UW-Madison option of the left and log in with your net ID and password.

5. Once you are logged in, select Kinesiology from the Reservations drop down menu:
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Kinesiology - Nat & Schuman Rooms

MERIT Library Classroom Request

SOE Meeting Room Request

Viginia F. Harrison Parlor - Lathrop Hall
To browse sp: Oy Cemmss

jenu above. To request a space, click ‘Reservations/Room Request’ on the menu above.




6. You will be directed to a page requesting information for your event. Please fill out all
of the fields marked with a red asterisk.
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Kinesiology - Nat & Schuman Rooms
Details

Date:™ . .
0/17/2015 Thu|zzg  Recurrence List

Start Time: " End Time:™
9:00 AM (¥) [11:00 AM

No rooms currently selected

Facilities:
Gym-Nat v Q

Setup Information

Attendance:™
2

Availability Filters

Room Type:
(all) hd

Find Space

7. If you needed to request a recurring event, hit the Recurrence button next to the
requested date, and a pop up box requesting additional information will appear:

. Spleciediocations |

Recurrence x
Ice PN
B @
Time
Start Time: ™ End Time:™*

~ [o:00 Am ™ jooam (W)

Recurrence Pattern

. Daily m Monthly Random

Recur every |1 week(s) on:

l sun Mon Tue Wed Fri Sat

Range of Recurrence

Start Date:[9/17/2015 Thu s
® End after: 1 | occurrences

End by:/9/17/2015 Thu 522

Apply Recurrence Remove Recurrence



8. After you have entered all of your information, click the red Find Space button.
9. Anew field will appear on the right of the screen showing rooms that are requestable
and what their schedule is. Your requested times will be highlighted.
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Kinesiology - Nat & Schuman Rooms

Iﬁn Details
When and Where Selected Locations

Mo rooms currently selected
Date:

0/17/2015 Thu g |_Recurrence | List m
Start Time: * End Time:* 4 » Thursday, September 17, 2015 4 » 12 Hours

9:00 AM (M 100am  |(®) Room Cap) 7 | & | 5 | 10 | 11 (12pM| 1 | 2 | 3 | 4 | 5 | &
m-Nat
Gym-Nat 1017 Mesting Rc PE Open La
Gym-fat 1108 Gym & Kines 1 Kines 615 Laboratory Techniquy

ym-Nat 1140 Lecture Ha

-
Fadilities:
Gym-MNat v O\

Setup Information

Attendance:™
2

Availability Filters

Room Type:
(all) v

Find Space

@

(]

ym-Nat 1150 Classroom

ym-Nat 2007 Meeting Re

o]

55 Classroom

Gym-Nat 2081 Classroom : Meth 3 -w— Kines 3611 LagKines 34

Gym-Nat 2082 Classroom AT Program Clinical

I T
[}

10. Once you find the room that is available, and best fits your needs, click on the green

box next to the room number and the selected room will appear above the room grid:
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Kinesiology - Nat & Schuman Rooms
Details

When and Where Selected Locations

B oate HOLIDAYS START | gyp | LOCATION STATUS | SETUP CONFLICT
- COUNT

SE—— 5/17/2015 ) 11:00  Gym-Nat - Gym-Nat 1017 Meeting
Start Time:™ End Time:* a Thu SOOAM -y Room

9:00 AM (M irooam (V) | et m
Facilities: «» Thursday, September 17, 2015 <» 12 Hours
Gym-Nat A C)\

Room Cap 7 8 9 10 11 12 PM 1 2 3 4 5 3

LJPE Open Lal

Reserve 2

-

Gym-Nat

Setup Information Gym-Nat 1017 Meeting Re 10
Attendance:* Gym-Nat 1108 Gym & gKines ; Kines 615: Laboratory Techniquy

2 .

Gym-Nat 1140 Lecture Ha

Gym-Nat 1190 Classroom
Availability Filters ym-Nat 2007 Meeting Rc

Room Type: ym-Nat 2055 Classroom

(all) v ym-Nat 2081 Classroom : Med 3 -ﬁ— Kines 361: Lagy Kines 34
A ¢ 3 AT Program Clinical
Find Space




11. Be sure you have the proper room selected, and hit the continue button at the bottom.
12. From there a new field will appear where the schedule grid was. You will need to enter
your event information. Be as specific as possible with the Event Name and Event Type.
a. Your organization: SOE — Kinesiology
b. 1% Contact: Temporary Contact
c. Name: Your name
d. Email: Your email
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Kinesiology - Nat & Schuman Rooms
Location Details

When and Where Event Details

Date:™ _
o/17/2015 Thu 53 | Recurrence |
Start Time: ™ End Time:™
Facilities: Organization: ™~

Gym-Nat v|Q, SOE - Kinesiology v,

. 1st Contact:™
Setup Information (temporary contact) o,
Attendance:™
2

Event Name:™ Event Type:*
Bucky Research Group Meeting v

Name;™
Stephanie Quinn

Phone:
Availability Filters one
R(c;ﬁ;n Type: - Email: *
squinn3@wisc.edu

Other Information e

Notes:

13. Once all of your information is in place, hit the submit button at the bottom.
14. You will be directed to a new page with your request information. From here you will

be able to edit the request, or cancel it, and view other requests.
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GOCLELLLREC TS Additional Information | Attachments Back to My Requests

Reservation Id 20832 Organization Name  SGE - Kinesiology
Event Name TEST 1st Contact Name Stephanie Quinn
Event Type Meeting Phone

Edit Reservation

Add Booking

Cancel Bookings

Cancel All Bookings

Add booking to personal calendar
Booking Tools

Historical

ACTIONS SERVICES DATE “ TIME TITLE LOCATION STATUS SETUP

B4 9/17/2015 9:00 AM - 11:00 [ o Gym-Nat - Gym-Nat 1017 Meeting Request - Not Board Room Table -
Thu AM Room Confirmed Fixed (2)




15. At this point, your request has been submitted. There is nothing else you need to do
except wait for your notifying email. Please do not assume the space is yours to use
until you receive an email.

16.0nce the request has been reviewed, you will receive an email that will notify you of the

status of your event:

i-‘ Inbox j\,ﬂ, TEST (Res: 20832) for SOE -... x ."‘n\-

!.GEtMessage; v A \Wiite v -Chat ‘Addre;sEook ‘ ® Tag ™ Q Quick Filter Search... <Ctrl+K= R

p—
This message contains an event. Add

From Meil @ Reply  =» Forward Archive @ Junk | @ Delete | More ~

Subject TEST (Res: 29832) for SOE - Kinesiology beginning 9/17/2015 Thu 10:50 AM
To Meld
Cc Mels
Kinesiology
Gymnasium-Natatorium
2000 Observatory Dr.
Madison W1 53706
Notice
Qrganization Reservation29832
Stephanie Quinn Event Name: TEST
SOE - Kinesiology Status: Canceled 4————————
2000 Observatary Drive
Madison. WI 53706
Bookings / Details Quantity Pricing Amount
Thursday, September 17, 2015
9:00 AM - 11:00 AM TEST (Canceled) Gym-Nat 1017 Meeting Room
Reserved: 9:00 AM - 11:15 AM
Board Room Table - Fixed for 2
Event Invitation
Title: TEST
Location: 0031-1017
When: Thursday, September 17, 2015 9:00 AM —
11:00 AM
Canceled Occurrences: €——————————— Thursday, September 17, 2015 9:00 AM
& Save All |+
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