Using Virtual EMS to Reserve CU Publicity Spaces:

1. Go to events.geneseo.edu.

2. When you get to the homepage you will have to go into your internet browser and remove the word ‘Public’
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To View Scheduled Events:

Use the "Browse” link at the top of the page 1o browse for events using the filter 1ools provided.You can search by date, bullding, sponsor,
event name,or event type {such as Athletic Events, Performances and Workshops).

To Schedule an Event:

If you are a member of 8 campus department or student organization, click on the "Reservations” tab at the top of the page and follow the
Instructions provided on the pages by Campus Scheduling and Spedial Events. If you would like to view a room, click on the room numbes.

Ploase call 245-5500 if you have any questions or problems using the system.
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https://events.geneseo.edu

3. A pop up box will appear and you need to enter your Geneseo username and password.
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Connecting to emsprod.genesec.edu.

— | User name |

| Password |
| Domain: GEMESED
["] Remember my credentials

| ok || Ccancel




4. Click on the Reservations Tab and Select: General Room Request
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Virtusl EMS it the way for the Geneseo community to see what is happening on campus AND the way to schedule space for your on campus
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To View Scheduled Events:

Usa the "Browse” link at the top of the page to browse for events using the filter tools provided.You can search by date, building, sponsor,
event name,or event type {such as Athletic Events, Performances and Workshops)

To Schedule an Event:

If you are a member of & campus department or student organization, click on the "Reservations” tab at the top of the page and follow the
Instructions provided on the pages by Campus Scheduling and Special Events. i you would like to view a room, click on the room number,

Please call 245-5500 if you have any questions or problems using the system.
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5. This screen will appear next, see prompts below and follow:

Enter date which you want to hold your publicity event (if you want to choose more than one day, see next page)
Time: ALWAYS use 11am-5pm,
Under Facilities choose: MacVittie Union Publicity

Attendance: you must enter a number greater than 0 (zero) to advance.

Press Find Space
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To reserve more than one date, choose the Recurrence Button (see red arrow) and the pop up box on the right will appear, Choose the Random
tab (see red arrow .

Remember: Lobby tables can be reserved up to 5 days in a row Monday-Friday and all other Publicity, 5 days in a row, Sunday —Friday.
Start and end time should still be 11am-5pm. Hit Apply Recurrence and complete the steps listed on the previous page and choose Find Space.
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6. The right hand side of the screen will become populated with the available spaces, it will also show you what is already reserved.

7. When you choose the space you want, press the plus sign at the left of the designated space (see red arrow).
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8. When you select your Publicity choice this Alert will pop up, please red and then close the dialogue box and scroll down to find the
Yellow Continue Button (it does not appear in the screen shots).

Message from webpage @

You may select 3 types of publicity per event for one week,

l % Sunday-Friday. There are no Lobby Tables on Sunday and you may
request less than a week.
If your publicity request is for promoeting a fundraiser (collection or
donations of any kind including cperating budgets, non-profit, political
and charitable organizations, etc. ) you must fill cut a Permission to
Conduct Fundraising form located en on Knightlink
<https:/fknightlink.genesea.edu/form/start/32655> before approval for
this publicity request will be given.
Please allow 7 days prior to the event start day for approval.




This is the final screen and then you are done.

9. Fill in the REQUIRED info RED *.

Note: for your sponsor you will need to use the little search glass and find your RECOGNIZED Suny Geneseo Student Organziation Name.
If you are not the faculty advisor or President of the Organziation, choose ‘temporary contact’ and fill in your name, email and phone.
PLEASE choose CU Publicity as the EVENT TYPE.

Scroll down and hit the SUBMIT button (it does not appear in this screen shot). You will receive a PENDING reservation conformation until
reviewed by Department of Student Life Staff.
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