Event Management System (EMS
MEDICAL .
~oktEcE  User Guide

Information Services

EMS allows you to view and book rooms, search by room features, book equipment attached to or separate from your
room reservation, and view your past requests and cancellations. Get started at:

schedule.mcw.edu

From the home page, you can Create a Reservation, view your reservations at My Events, browse Events, or browse
Locations. Important information regarding EMS and training material is also accessible.

A HOME Q
SITE HOME MY HOME

E CREATE A RESERVATION
***Hosting an event on the Medical College of Wisconsin campus?***

Please complete the Campus Event Form and someone from Public Safety will contact you. If you have visitors needing parking please complete the
Visitor Lot Parking Reservation Form.

Event Organizers - Please note that with the 87™ Street Construction project impacting MCW parking on the MCW Milwaukee campus, events with
over 25 attendees from outside MCW/FH/CHW, may need to arrange for shuttle service for their attendees. Organizers must contact MCW Public
R cvenTs Safety by filling out the Campus Event Information/Request form to discuss parking limitations prior to scheduling their event.

9 LocaTIONS The Event Management System (EMS) allows you to quickly reserve rooms and equipment for meetings and other gatherings. You can use this website or
an Outlook plug-in to make those reservations.

Reservations for many common reoms en campus are now able to be requested through December 31st, 2019. Requests for after that date may not yet

be fulfilled pending the academic schedule.
EMS User Guide

Reservations for after this date will be accepted beginning November 1st, 2019. The room reservation policy can be found here.
Event Management System

Easels for poster display are no longer available to be reserved through EMS. Please submit a Digital Media Board Regquest instead.
Room Layouts

P ;
Visitor Lot Parking Form Reservation Types:

* Room Only (no setup required). Same day reservaticns can be made up te the current time. However, if the requested room has a default setup
time you will still need to provide advance notice to complete the reservation.

* Room with Setup (24 hour notice required). Rooms that include extra services, setup, or additional technologies require at least 24 hour notice. if
your room requires a speciol setup type, you must complete the 'Room Setup Notes’ Field within EMS. PLEASE DO NOT PUT IN AN FSO (Facilities Service Order)
FOR ROOM SETUP.

Create a Reservation

1. Click Create a Reservation from the left menu then book now for the reservation template you wish to use.

Room Request

# HomE

My Reservation Templates
CREATE A RESERVATION

Room Only (No Setup Required) until December 315t book now | about
MY EVENTS
Room with Setup (24 hr notice) until December 31st book now || about
Secured Access Spaces book now | about
M EvenTs
Hub for Collaborative Medicine book now || about
9 LocaTiONS
Equipment Request book now || about
TE/Residency Exams until December 31st book now  about
EMS User Guide
Star Center book now || about
Event Management System
Academic Booking Request book now  about

Room Layouts

Visitor Lot Parking Form
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http://schedule.mcw.edu/

2. Select your Date, Start Time, and End Time (click Recurrence if multiple dates are required). Enter Setup

Types, Features, and Number of People and click Search.

You can also add meeting attendees directly by entering their name in the Find Attendee field. EMS works
with MCW’s email and calendaring system and individuals you add in this way will receive an email invitation to

the meeting. You can also view their free/busy times.

Room Request

x Hub for Collaborative Medicine @

1 Rooms & Attendees 2 Services
New Booking for Wed Jul 17, 2019
Date & Time Selected Rooms
Date Your selected Rooms will appear here.
Wed 07/17/2019 B Recurrence Attendees
Start Time End Time
7:00 AM @ 8:00 AM

Create booking in this time zone

Central Time v
Q
Locations Add/Remove
Room Search Results
Hub For Collaborative Medicine
Rooms matching your search criteria will appear here.

© Let Me Search For A Room

Setup Types Add/Remove
Standard/As Is
Features Add/Remove

(none)

Number of Peaple

0

3 Reservation Details

12 PM

r

Next Step

4 5

a
.

Availability Legend

3. Rooms are divided into two types: (1) Rooms You Can Reserve, which are automatically confirmed when you
submit the request and (2) Rooms You Can Request, which require approval before being confirmed. The
responsible department for a room’s approval differs depending on which room is being requested.

Click a room’s name to see details about the room or click the green plus icon to select it.

Room Request

Search

© LetMe Search For A Room

Setup Types Add/Remove

Standard/As Is

Features Add/Remove

(none)

Number of People

@ 1Know What Room | Want

I m
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Rooms You Can Reserve
Hub For Collaborative ...
© A1080- Innovatic...
© as10

© ais20

© az001

© a207s

© r211s

© A233s

© h2sas

© azoo1

© 23070 - Hub Third ...

© a3iis
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4. To add a room to your reservation, you will be prompted to enter the No. of Attendees and the Setup Type.
After you do this, click Add Room and then Next Step.

Attendance & Setup Type

To continue, please enter the number of attendees and desired setup type for this Room.
No. of Attendees *

0
0

Setup Type *

Conference v

Add Room Cancel

5. Add instructions for Information Services, Facilities, or Media Services. Once you’ve added what you need, click
Next Step.

. @EMS Room Request

1 Rooms & Attendees 2 Services 3 Reservation Details

Services For Your Reservation Next Step

x Hub for Collaborative Medicine @ T My Cart (1)

Room Setup Notes - Facilities (2] Services Summary

d

Save Changes Cancel

Technical Service/Assistance [?]
Start Time [CT] End Time [CT] Service Type
o] o] (Select Service Type) v
OEl ~

6. Add details for your reservation including the event’s name and type. If you added attendees earlier, you can
create an email invitation for them here. Scroll down to enter any additional contact information. Click Create
Reservation when you’re done.

. @EMs Room Request
x Hub for Collaborative Medicine @ T My Cart (1)
1 Rooms & Attendees 2 Services 3 Reservation Details

Reservation Details

Event Details

Event Name * Event Type *

Meeting on Digital Display v

Calendaring Details

¥ Add to Calendar/Send Invitations Private
Subject Show Time As Reminder
Busy v {none) v
Message
B JfUS @epEi—=-xxEZEE=S=ELAD=
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7. You will receive confirmation the reservation has been created and can choose to add it to your calendar or
edit the reservation. You can also review your reservations by clicking My Events on the left menu.

Room Request

@& HOME
¥] CREATE ARESERVATION Reservatlon Created

What would you like to do now?
¥ A

> Edit this reservation.

B2 mvEVENTS
my calendar.

M cvEnTS

Q@ LocaTions

Common Setup Types
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How to Get Support

If you have any questions regarding EMS, please contact Media Services at mediaservices@mcw.edu or (414) 955-4357,
option 2.
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