Reserving an RBS Team Room
UTGERS

Before Reserving a room, Please Note:

These rooms are a courtesy for our students. Treat them with
respect and leave them in the condition you found them.

Rooms are normally locked, bring your confirmation to the
Concierge’s Desk to pick up the room key. You will be subject
to a $100 financial hold on your Rutgers’ account for
unreturned keys.

To be fair to all 4,000 RBS students, rooms are reserved in 1
hour increments, up to 4 hours per week. Multiple
reservations are required to create a block of up to 4
consecutive hours in one day.

Please report any rooms issues to the Concierge’s Desk.
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1. Using your web browser, go to
https://ems.business.rutgers.edu

ems.business.rutgers.edu/virtualems, £~ @ C || F vitual EMS
| gm v Pagev Safetyv Toolsv @~ (N (1] ®]

2. Click on “My Account”,
then “Log In”

RUTGERS

User 1d:*

jhp10o

Password:*

3. Log in with your NETID

Login

Q\‘ Browse i ?‘ Reservations & My Account ? Help

Reserve a Team Room

MASHROE Moo ts 4. Click on “Reserve a
Team Room”
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https://ems.business.rutgers.edu/

RUTGERS

Note : Reservations must be at least 15
minutes out from the time you are making
the request!!

6. Note the shadow
vertical bar — that is your
selected time. Colored
areas are already
reserved.
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Rutgers Business Schoo
Newark and New Brunswick

% Browse ‘IJ Reservations 8 My Account

Reserve a Team Room

2 Help

100R viQ, Room Cap 7 | 8 | 9 | 10|11 12Pt 1

100R
Setup Information ] 1083 Team Room 12
. El 1085 Team Room 12
Attendance:™
Y 1087 Team Room 16
B 2005 10
Find Space El 2007 Team Room 10
5 — Bl 2009 Team Room 14
Bl 2017 Team Room 14

soiectod Locaion

Date:* B oate HOLIDAYS gTART 4 ENp  LOCATION STATUS  SETUP COUNT | CONFLICT
10/21/2013 Mon|332 | Recurrence B3 10/21/2012 Mon 6:00PM  7:00 PM 100R - 2020 Team Room Reserve 3

Start Time:*  End Time:® 2

[s:00pm (W) [7:00em (V) List m

Facilities: <» Monday, October 21, 2013 <» 16 Hours

Reserving an RBS Team Room
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Rutgers Business Schoo
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(_g Browse i Reservations 8MyAc(ount (?) Help

!!;!;;ii!i! Details

Selected Locations

Reserve a Team Room

When and Where |

No rooms currently selected

Date:*
10/21/2013 Mon|3is | Recurrence List m

Start Time:® _ End Time:®

[s:00pM  |(V)[7:00em (V) v

Facilities: 100R

[toor  v]Q |E 1083 TeamRoom
E] 1085 Team Room

E1 1007 Team Room

Attendance:* E3 2005
Ed 2007 Team Room
E] 2009 Team Room

E] 2017 Team Room

E] 2020 Team Room
B3 3005
EJ 3008 Team Room
E] 3011 Team Room
E] 4004 Team Room
E] 4011 Team Room

2 31 4 5 6 7 g 9 | 10

[BA Break Out

IBA Break Out A

BA Team Consu

5. Fill in everything with the
orange * then click “Find Space”

<» Monday, October 21, 2013 < » 16 Hours

Cap 7

7. Click on the Green Plus next
to the room you would like.

It will then appear at the top as
“Selected Locations.

8|9 |10]|11}12pf 1 | 2 | 3 | 4
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IBA Break Out 4

1B Break Out |
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oo

Your Time
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[BA Break Out |
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Rutgers Business Schoo
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8. Click on “Details” then
Click on the magnifying

Location
_ﬂ_ glass -

Event Details

Date:*

10/21/2013 Mon| 232
Start Time:®  End Time:*
[6:00pm  |(V) [7:00 PM

C& Browse i Reservations 8 My Account ( 9 Help

Reserve a Team Room

9. Click on the First
Green Plus to select
“Student Study Group”,
then scroll to the
bottom and click “Done”

Event Name:*

Event Type:™
[Group Stud' ]

[study M

Organization Details

Facilities: Organization:™
[100r [

*
Setup Information 11 steonkact:

Attendance:™
] \

Find Space

Recurrence

v

Phone:*

Email:*

Item Lookup .
Submit

Organizations you can book for

You currently do not have any Organizations for which you can book

Organization name starts with:
R o)

Top 100 matchin
ORGANIZATION NAME

Organizations

ORGANIZATION TYPE

Student

Student Study Group

Accounting (AIS)

Rutgers Business School

Ahmed, Rahnuma

(none)

aib2008, 0

(none)

akpsi pr, 0

(none)

akpsi, 0

Akunne, Chiamaca

iorganization:*

Albanese, MaryAnn

(none)

Rutgers Busi
Newark and

Cg Browse [ME% pocervations 8 My Account () Help

Welcome Jin H. Park

Reserve a Team Room

Location laﬁi

When and Where Event Details

Date:™

10/21/2013 Mon) 252

Start Time:* End Ti

Time:*
T a
s:00PM (7)) [7:00 PM ®

Facilities:

Event Name:™

Event Type:®
‘Group Stud' ‘

[study v

Organization Details

Organization:™*

Recurrence

o VI | ] O,
ﬁ 10. Click in the

Attendance:*

Phone:*

I “Organization” box or
| use the pulldown arrow

Find Space

Email:*

choose “student”

Submit
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When and Where

10/21/2013 Mon|zsz = Recurrence

Start Time:™ End Time:™

6:00 PM (V) [7:00 pM @

Facilities:

100R v|Q,

Setup Information

Attendance:*
6

Find Space

Welcome Jin H. Park

Event Details

Event Name:™ Event Type:™

ET A
Organization Details

Organization:*

Student v Q,

| 1st Contact: ™

| student W

: F Step 11
one:* 2
oosssin  Sepla

Email:*

youremail@eden.rutgers.edu
Submit Step 14

Step 13

Reserving an RBS Team Room

11. Click on the pulldown in
1t contact and choose
“Student”.

12. Fill in your phone

13.Fill in an email address

which we may contact
you at for confirmation
or cancellations

14. Click submit
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Finished!

Attachments

Reservation Id 6044 Organization Name Student Edit Reservation
Event Name Group Study 1st Contact Name (none) Add Booking
Event Type Study Phone 8484452328 Cancel Bookings
Cancel All Bookings

View Reservation Summary

Add booking to personal calendar

Booking Tools

Historical

ACTIONS | SERVICES @ DATE + TIME TITLE LOCATION STATUS SETUP

10/21/2013 Mon  6:00 PM - 7:00 PM Group Study 100R - 0 Team Room Confirmed (none) (6)

Your Team Room has been
successfully reserved

= If you're unable to utilize this
reservation please be sure to cancel it.
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Welcome Anna Li

Cg Browse E] Reservations & My Account

Reserve a Team Roony

View My Requests

Step 2

[Jshow cancelled

Reservation Id:l:l Event Name:l:l Quick Search

Reservations
LOCATION HAS SERVICES

100R - 2007 Team Room No

LAST BOOKING 5TATUS

1/23/2014 Thu

FIRST BOOKING ~
1/23/2014 Thu

ID NAME ORGANIZATION

9759 Group Study Student Confirmed

Step 3
et oms ]
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Ck Browse [150] peservations &% My Account () Help Welcome Anna Li

Reservation Details Attachments

Reservation Id
Event Name
Event Type

Back to My Requests

Student
Joe Bassano
5-0430

Edit Reservation

Add Booking

Cancel Bookings

Cancel All Bookings'

View Reservation Sumtary

Add booking to personal calendar
Booking Tools

Organization Name
1st Contact Name
Phone

9768
Group Study
Study

All Historical

ACTIONS SERVICES DATE ~ TIME TITLE LOCATION STATUS SETUP

B4 [+] 100R - 2005 (none) (4)

1/23/2014 Thu 2:00 PM - 4:00 PM Group Study Confirmed

Log oninasin
steps 1 thru 3
Click “View My
Requests
3. Click on the
reservation you'd like
to cancel

4. Click on Cancel
Bookings
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k

Q, Browse [* "] Reservations &5 My Account  (3) Help

Bookings available to cancel
Bookings available to cancel

O NAME DATE START END LOCATION STATUS

5. Click the box to make a
check mark next to the

i) Group Study 1/23/2014 Thu 3:00 PM 4:00 PM 100R - 2005 Confirmed

booking you'd like to
cancel

Cancel Bookings Back To Reservation Summary

Click Cancel Booking(s) to confirm the
cancellation of the bookings. Click cancel to
abort the cancellation.

6. Click “Cancel

i Cancel

Bookings”,

7. Click “Cancel Bookings” again
on the confirmation window.



Cancelling an RBS TeamRoom
Reservation

Message from webpage ﬂ

8. Click ok on the
notification box and you AN
will be returned to your

reservation list [ ok ]

The selected bookings were cancelled.
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You may

. Ii-.."-. rowse [_‘I Reservgtions ":_‘ My Account ? Help
click Log
Out Or go pRachments Back to My Requests

Reservation Id 9768 Organization Name Student A i
baCk to th e Event Name Group Study 1st Contact Name Joe Bassano
. . Event Type Study Phone 5-0430

beginning

and make All Historical
another Note your

. ACTIONS  SERVICES | DATE - TIME TITLE LOCATION STATUS # e rese rvatl on
reservatlon 1/23/2014 Thu 3:00 PM - 4:00 PM Group Study  100R - 2005 Web Cancel i
status IS now

“Web Cancel”

on Summary
personal calendar




