v Conference & Event Services
EMS User Guides

Add Transportation & Parking Services To A Space Request

Requests for Parking services must be submitted within 7 business days of an event

Requests for charter bus services must be submitted within 2 weeks of an event

1. Navigate to scheduling.princeton.edu

2. Login by clicking “Welcome, Guest” in the top right corner of the page.

W erinceton Universty - EMis Web App Click "Welcome, GUESL." |- O weome, Guest.
Then click "Sign In"

# HOME

SITE HOME MY HOME

H CREATE A REQUEST
Guidance on Events and Gatherings

LINKS Please visit https://ehs_princeton.edu/Gatherings-Meetings-Events to view the most up-to-date information regarding restrictions and
policies for events and gatherings before submitting your space request.
Overview & Accessing EMS (PDF)

Please keep in mind that it may be necessary to reschedule or cancel a planned gathering based on recommendations from our public
Requesting & Room (PDF) nealth team and state or local health departments.
Erowse for Events (PDF)
Submitting Requests

Save Favorite Rooms (PDF)

EMS Training Videas To submit & request please log-in by clicking "Welcome, Guest" at the top-right of the page and then "Sign In". You will be redirected to
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3. Click “Create A Reservation” on the left side of the screen. Click “Book Now”
on the right side of the screen next to the appropriate template.

Click "Create A
Athletics & Campusfecrestion|  Reservation" then click book now = about
"book now"

Campus Space Request about

A HOME

m CREATE A RESERVATION

Campus Space Request - Everest Testing book now || about
B MY EVENTS
Campus Space Request - Everest Virtual Testing book now || about
BROWSE
Carmnpus Space Request - Service Provider Testing book now || about
M EvENTS
Campus Space Request - Virtual/Off Campus book now || about
@ LOCATIONS
Chemistry - Reservable Spaces book now || about

4. Select the date and time for your request. Feel free to add multiple dates -
if each date has the same parking needs. If each date has different parking
needs, enter separate reservations for each date.

New Booking for Sat Aug 5, 2023

Date & Time
Date =

Sat 08/05/2023 Recurrence
Start Time * End Time *

2:00 PM @ 3:00 PM @

Create booking in this time zone

Eastern Time ~

Locations Add/Remove

-
(all)
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5. Click “Add/Remove” next to “Locations” to choose a building.

New Booking for Sat Aug 5, 2023

Date & Time
Date *
Sat 08/05/2023 zz3] Recurrence
Start Time * End Time *
2:00 PM & 3:00 PM o

Create booking in this time zone

Ea=stern Time A
Locations Add/Remove
(all)

6. Scroll down or begin typing in the search bar to find the building you want.
Click the checkbox next to the building, then click “Update Locations.”

Locations

EUILDINGS VIEWS

- Select the building you want.
SR Select multiple buildings if needed. | ¢
O Select All Buildings Click Update Locations

Aaron Burr Ha

] Alexander Hall

[0 Alexander Road, 600
[ Alexander Road, 619
[ Alexander Road, 693

[ Alexander Street, 228

Selected Locations

@ Aaron Burr Hall

A\

Update Locations Close

Conference & Event Services | EMS User Guides



7. Click the green plus sign next to the room you want to add to your

reservation.

Room Search Results

LIST  SCHEDULE  FLOOR MAP Click the green plus sign

-~ next to the space you
(] Favorite
oo want to request
oocms
only.

Floor TZ Cap

0 209 02 - Second Floor ET 25
Aaron Burr Hall 02 - Second Floor ET 16

Aaron Burr Hall 02 - Second Floor ET 32

L+
4+
I 0 219 Aaron Burr Hall 02 - Second Floor El) 78

Search

Filter Match ~

8. Enter the number of people expected to attend and click “Add Room.”

Attendance & Setup Type

Number of Attendees *

70 =

Setup Type *

Bow!

To continue, please enter the number of attendees and desired setup type for this Room.
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9. You will see the room we added at the top of the page. You can add more
dates and rooms here if needed before moving on to the next step.

New Booking for Sat Aug 5, 2023 See the room we added

here. Click "Next Step"
i

Date & Time Selected RCVI Attendance & Setup Type
Date * Q@ 219

Sar 08/05/2023 125 Recurrence Room Search Results
Start Time * End Time * LIST  SCHEDULE FLOOR MAP

2:00 PM o 3:00 PM (O]

() Favorite Rooms only. Find A Room

Create booking in this time zane Room Location Floor TZ Cap Filter Match ~

Eastern Time v

Rooms You Can Request

Locations Add/Remove

[+ 209 Asron BurrHall 02 Second Floor ET 25 ]
Aaron Burr Hall

o 213 AsronBurrHall  02- Second Floor ET 16 ]

[+] 216 Aaron Burr Hall 02 - Secend Floor ET 32 ]
@ Let Me Search For A Room

(-] 219 AaronBurrHall  02-Second Floor ~ ET 78 ]

@ | Know What Room | Want

10. Add Transportation & Parking Services on this page. There are four potential
selections to choose from. AV Services can also be added on this page.

Services For Your Reservation

AV Services (2] Services Summary
Start Time [ET] End Time [ET] Service Type *
2:00 PM (2] 3:00 PM (0] AV Consultation/St
AV Services ~
Transportation & Parking 9
Parking v
Attendee Parking Traffic and Parking Management
Pick-Up/Drop-Off v
Ten or less individuals More than ten individuals
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11. Choose “Attendee Parking” if your guests and/or vendors will be driving to
campus and will need parking.

Services For Your Reservation

AV Services (2]
Start Time [ET] End Time [ET] Service Type *
2:00 PM @ 3:00 PM Q AV Consultation/Suppc
AV Services ~
Transportation & Parking 9
Parking v

Traffic and Parking Management

Pick-Up/Drop-Off v

Ten or less individuals More than ten individuals

12. Enter the estimated number of people who will need campus parking and
click “OK.”

Attendee Parking

How many attendees and/or vendors do you expect will need campus parking?

n Cance|
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13. The service you just added will appear on the right side under “Services

Summary.”

Services For Your Reservation

AV Services (2] Services Summary

Next Step

Start Time [ET] End Time [ET] Service Type * © Transportation & Parking

2:00 PM Q 3:00PM ) AV Consultation/Suppc v
(-] 50 Attendee Parking &

AV Services ~

Transportation & Parking 9
Parking v
Artendee Parking Traffic and Parking Management
Pick-Up/Drop-Off v

Ten or less individuals Mare than ten individuals

14. Choose “Traffic and Parking Management” if you would like a parking

attendant to assist with traffic management at your event. There is a charge for

this service.

Services For Your Reservation

AV Services (2]

Start Time [ET] End Time [ET] Service Type *

2:00 PM [0} 3:00 PM o] AV Consultation/Suppc
AV Services ~
Transportation & Parking 9

Parking

Artendee Parking

Pick-Up/Drop-Off

Ten or less individuals More than ten individuals
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15. Select the number of parking staff you would like for your event. Enter any
special instructions in the text box, and click “OK.” A member of Transportation
& Parking Services with be in touch within 72 hours.

Traffic and Parking Management

Please enter the number of parking staff you would like for your event. A member of the
transit team will respond within 72 hours with more information related to charges.

- +

Special Instructions

o~

16. If your guests need to be picked up and dropped off on or near campus,
make a selection under “Pick-Up/Drop-Off.” Choose “Ten or less individuals” or

“More than ten individuals” based on the number of passengers.

Transportation & Parking B’
Parking i
Artendee Parking Traffic and Parking Management
Pick-Up/Drop-Off v

Ten or less individuals More than ten individuals
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17. Enter the number of passengers, pick-up location, and drop-off location.

Click “OK.” A member of Transportation & Parking Services will be in contact
within 72 hours with a quote.

Ten or less individuals

Enter estimated nurmber of passengers. Enter pick-up/drop-off address in special instructions.
Entering this information is not a guarantee of service. You will be contacted within 3 business
days for further details and/or & quote for additional charges.

-1/ |1+

Special Instructions

Pick up at Frist. Drop off at 701 Carnegie.

-

m CanCEI

18. Under “Services Summary,” you can view, edit, or delete the services you

just added. To edit, click the pencil icon. To remove a service, click the red minus
sign. A chart string is not necessary.

Services For Your Reservation

AV Services 9 Services Summary
Start Time [ET] End Time [ET] Service Type * ) rrransportation & Parkind
12:00 PM @ 1:00 PM Q AV Consultation/Suppor

=] 50 Attendee Parking #

AV Services ~ e 1 Traffic and Parking Manage“nen

® 7 Ten or less individuals #
Transportation & Parking 9

* Pick up at Frist. Drop off at 701 Carnegie.

Parking w2

Artendee Parking Traffic and Parking Management

Pick-Up/Drop-Off ~

Remove Edit service
service here here

Ten or less individuals More than ten individuals

Billing Information

Chart String
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19. Click the blue “Next Step” button on the top right of the screen.

Services For Your Reservation

AV Services
Start Time [ET] End Time [ET] Service Type *
12:00 PM Q 1:00 PM @ AV Consultation/Suppor
AV Services

Transportation & Parking

Parking
Arnendee Parking Traffic and Parking Management
Pick-Up/Drop-Off

Ten or less individuals More than ten individuals

hd

Click here

9 Services Summary

@ Transportation & Parking

e

30
1

Attendee Parking #
Traffic and Parking Management #

Ten or less individuals #

Pick up at Frist. Drop off at 701 Carnegie.

Conference & Event Services | EMS User Guides

Next Step




20. Enter the reservation details: event name and type, and your contact

information. A chart string is not necessary.
Click “Create Reservation” on the bottom right side of the screen.

You will hear directly from Transportation & Parking Services regarding the

status of your service request.

Reservation Details
Event Details

Event Name * Event Type *

The Benefits of Journaling Lecture A

Department Details

Department *

Conference and Event Services hd
1st Contact

Horgan, Michelle A b
1st Contact Phone *

609-238-6116

1st Contact Mobile

732-406-4036

1st Contact Email Address *

horgan@Princeten.EDU

Additional Information ! r: 0
Will there be miners, non-matriculated individuals who are under 18 years old, in

attendance? *
Fill in the
reservation details.

Mo A

Will your event have food? *

Mo v Click "Create
Reservation"

Would you like your event to appear on the University’s Events Calendar? *

Mo w

Eilling Information

Chart 5tring

Go Back Create Reservation

Created by Serena Thompson 7/2023
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