Accessing EMS

e EMS Log-In Page

e Staff & Faculty: You can sign in using your Columbia UNI by clicking the "Sign In With Your UNI"
green button on the log-in page.

Making a Reservation

e Goto Login

e Click “Sign In With Your Columbia UNI,” then log in with your UNI and password.

Sign In With Your Columbia UNI

e Click “Create a Reservation.”
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e Locate the “SIPA Kellogg Center” template, then click “book now.”


https://ems.cuit.columbia.edu/EmsWebApp/BrowseForSpace.aspx#
https://ems.cuit.columbia.edu/EmsWebApp/Default.aspx?data=5BtDNigiZmYcBDtEfk61NA%3d%3d

e Enter Date & Time information. Then, click “search” to view all available rooms or search for a
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e View available rooms using either the “list” view or the “schedule” view.
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e Select a room by clicking the green add symbol.
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e Then input the “Number of Attendees” for the event, which pops up after selecting a room.

Attendance & Setup Type

Tao continue, please enter the number of attendses and desired sstup type for thiz Room.
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e Click “Next Step” on the top right of the page to proceed to the next page.
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e On the next page you will enter the reservation details: event name, event type, group, or
organization, contact information, and the chart string (account associated with the event)
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TO VIEW ROOM AVAILABILITY

Select “locations” instead of “create reservation”
Under Filters
Click

ADD / REMOVE LOCATIONS

#i s B Gonrer, fdeps

P =T ‘: == ] ol Pilrwn £ ompaat Wik

B coam & arsERvATIEN Duin

- P

A e
B
W pvEnn Raww Filvaen

§ Locanoss
Lecations

T Wael April 23,3025 T 23
Eoburring Eewt barage—sst
T ¥ 1 1" 3 [ a ¥ 8 \
B
Lirdve il Frdes, O Cunaons Spare i) (¥

Pt Vil s S8 Py Chaped o 1A L 1

Add International Affairs Building and then click Update locations on the bottom right corner of the locations
box
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Scroll all the way down until you see Kellogg Center Combo and Kellogg 1512 availability

The example below shows room 1507 booked all day and 15172 available all day.
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Managing Current and Past Reservations

e Goto Login

e Click “Sign In With Your Columbia UNI,” then log in with your UNI and password.

Sign In With Your Columbia UNI

e Click “My Events.”

e Locate the reservation you would like to change, delete, or check on the status (confirmed or

pending).

e Click on the name to view reservation details.
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[ Include cancelled reservations

Status

Kelloge Tenlutive

To cancel your reservation, click “Cancel my Reservation” on the top right corner of the page

To add information to the reservation, click "ADD SERVICES" on the top right corner of the page


https://ems.cuit.columbia.edu/EmsWebApp/Default.aspx?data=5BtDNigiZmYcBDtEfk61NA%3d%3d

E "‘ EMS e SIPA - Ardenys Gonzalez

€ My Events / AG TEST beginning Oct 18, 2023 (369309)

RESERVATION DETAILS ADDITIONAL INFORMATION ATTACHMENTS Reservation Tasks
Event Name AG TEST Add Services
Cancel Services
Event Type KC Conference x Cancel Reservation
Group or Organization SIPA - Kellogg Conference Center

View Reservation Summary

Send Invitation

1st Contact Name Ardenys Gonzalez
& Add to My Calendar
Phone 212-854-2821
Bookings

CURRENT PAST O include cancelled bookings

—
Cancel Bookings  Booking Tools
Edit Remove Date ~ Start Time End Time Time Zone Location Status
° Wed Oct 18, 2023 12:30 PM 1:30 PM ET International Affairs Building - Kellogg 1512 Kellogg Tentative

View Services | Manage Services

EMS Web App Guide

e View the EMS User Guide for basic system questions.

e For EMS system support, email emsaccounts@columbia.edu.


https://success.emssoftware.com/Content/UserGuides/3_EMSWebAppV44.1_UG.htm
mailto:emsaccounts@columbia.edu

