Kean University Recognized Student Groups and Organizations

RESERVING MEETING SPACES:
VIRTUAL EMS



Virtual EMS

e Student groups may reserve meeting spaces through Virtual
EMS, Kean University’s online room and space reservation
system.

* Please note that student group leaders may only reserve
meetings directly in Virtual EMS and events or programs must

be submitted through the event submission feature in Cougar
Link.

* |nvolvement Center student managers and graduate assistants
will reserve the spaces for events after the event is approved
on Cougar Link by professional Kean staff. To have your space
reserved, it must be fully approved AT LEAST 5 business days
in advance of the start of the program.



Logging In to Virtual EMS
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Virtual EMS URL: http://events.kean.edu




Logging In to Virtual EMS

Virtual EMS URL: http://events.kean.edu
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Activating Your Account

When logging in for the first time, you will need to
- activate your account by providing some additional
cougark@kean.edu information.

MNama:~

Kean Cougar

Phone: How are you affiliated with the University?
908-737-5326 Answer: STUDENT

T What University Group or Organization are your affiliated with?
Answer: YOUR STUDENT GROUP NAME

Time zone:”
Eastermn Time

P Once submitted, your account will be pending until verified.

How are you affiliated with the University?:™ » )
et . Your data was saved successfully, but vour
account is currently pending.

What University Group,/Department/Unit(s) or Company/Organization are you affiliated with?:®

Sample Organization of Kean I_Inl'..'ersit',-i

The account may remain pending for up to 24 business hours. Organization membership and executive
board roles will be verified by checking the organization’s Cougar Link roster. The request must be
currently listed on the Cougar Link organization roster and in their executive board position.



Student Group Meeting Request

n m Kean University's Room Reservation System

Event Managemen! Sysiems
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Welcome to the Kean University Room Reservation systeml Please log in to subrg View H'!p'r REﬂUEEtE

For instructions on how to request an event click here.

Classroom Requests:
Due to the add/drop period during each seffiier, requests for cdassrooms or labs cannot be approved until after the third week of each

academic semester, unless during college-k sur on Mondays, Tuesdays and Thursdays from 3:30pm.-4:20pm. For more information, please
contact the Registrar's Office at (908) 737-3290.




Student Group Meeting Request

Review Student
Group Event
Authorization
Process

Enter Date,
Start time, End
time, Facility,
Attendance and
Setup Type.
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m Kean University's Room Reservation System

Evinl Maspgomen! Sritems

& Browse | submit a Reguest ,:rl %1 My Account Links

Student Group Meeting Request

When and Where

Dake

6/19/2014 Thu

Start Time!:” End Time:

Faalities:
UNIVERSITY CENTER
Time zone:™
Eastern Time

Setup Information

Attendance:™
o

Setup Type:

Availability Filters

Find Space



Setup Types
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Search for Spaces

g/ o E Kean University's Room Reservation System
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Submit a Reguest ,-F '{. My Account Links Walcora Karmin Lylas

Reguest an Event/Meeting

Date: T . - " 10 11 12 P 1 = 3 3
6/19/2014 Thu ; - is
Start Tune: End Time 4 » Thursday, June 19, 201+

1:30 PM 2:30 PM Room Cap 7 9 | 10
EMTEF

Aregas:

(all

Facihties:
UNIVERSITY CENTER

lime zonea:

m—T "

Eastern Time -

Attendance:

COOOON0aS

Setup Type:

Classroocom Style -

Find Space




Search Results

m Kean University's Room Reservation System
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Student Group Mesting Request

Date:
9/16/2014 Tue ;
Start Time: End Time: <+ Tuesday, September 16, 2014 Eastern Time
3i153 PM 4:43 PM Raam Cap 7 | B 9 10| 1112/ 1

i
m
n

Facolities

Time

Eastern Time -

Setup Information |

Attendance:®

OODOOD0On:

Setup Type:
——

ROOM OCCUPIED »
ROOM OCCUPIED »

Click Green +
to Select the Room



Room Selected

i 5 - i = 5
m Kean University's Room Reservation System
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Dhake:
&5/ 1E/9014 Tue REturrerdy
Start Time End Time

3:15 PM 4145 PM
Faclties

UMIVERSITY CENTER

Time zone:

Emstern Time

Setup Information

Attendance:
20

Setup Type
Conference Square

3? R My Account Links

A+ -+ 0+ +

¥ 1 have read and agree to the terms and conditions

Conbniag

When your room is
selected, review and
check the box for the
“Terms and
Conditions” and click
“Continue”

‘Welcome Eduarda Bustamante

Y11 have read and agree to the terms and conditions View

Continue




Enter Event Details

FrrRAInE
L il

I -
Bl e I Event Details
- ‘
' Event Nama:* Evant Type:*
Meeting

i SRR oup Details
CTT—
==

Group:*

: st Contact:®
[l

e g IPHDHE:”

[anivr]] Email:*

m | 2nd Contact:

(mone)

“”i_ Phone:

Email:

Enter your
“Event Name”
(Include
Organization
Acronym or
Name in Event
Name).

Event type is
“Meeting”.

Enter or select
your and your
advisor’s
contact
information.



Event Name Tips

 Make your event name descriptive! Do not allow
your event name to be so general or so cryptic
that students viewing the calendar will not know

what it is

— Bad Examples:
* Meeting
e KTC General Body Meeting
e FUNK E-board Meeting

— Good Examples:
e Kean Theatre Council General Body Meeting
e Filipinos Uniting Nations at Kean Executive Board Meeting



Enter Event Details

Attach a group

logo or
meeting flyer.
Enter a
description for
the calendar.

|:'|H:|_E |:lr- Il:| t details you'd like displayed on the University's online calendar (ex

Include any

special MSC
equipment
- needs (ex:
tables and
E:.“»"' [ Audio visual Equipment chairs).

[*] Misc.

~' ¥ Tables & Chairs




Event Description Tips

 Make your event description informative! What
you enter will be visible to anyone viewing the
Virtual EMS calendar. It is a marketing
opportunity for your organization.
— Bad Example:
* Meeting

— Good Example:
e Join the Accounting Club for our biweekly General Body

Meetings.



Eratans Grop Masnig Regusn

Enter Event Details

Start Timea: End Time:

*l sudio B Video
rom
F___
[ * Computer
x| & Microphone
i 1*] Presentation Format
* visual Display

B2 | [*] wires B Cables

Submit

Audio Visual Tech. Support

¥|1 have read and agree to the terms and conditions View

Identify any
special audio
visual
technology
needs.

Review and
check the box
for “Terms and
Conditions”.

Click “Submit”



Review Meeting Requests

yack to My Reguests

Reservation Id 3 Group Name La
Event Name it 1st Contact Name 0
Event Type Phone

2nd Contact Name

Phone

All - Lurrent Histaorical

Bookings
ACTIONS SERVICES DATE =~ TIME TITLE LOCATION STATUS SETUP
% I 2/15/2012 Fri 1:30 PM - 2:30 PM  Virtual EMS W, i Ui ] Web Requests Cl; oom Style (15)

Cancel a
Request




Virtual EMS Statuses

— Your event is pending review by the Miron Student Center
Operations and Event Management Office or the Office of
Conference in Event Services. Your request is neither approved
nor denied, it is pending.

e Tentative

— Your event has been reviewed and appears to be ready for
approval, but required documentation has not been submitted
(ex: Food Waivers). Your event is NOT fully approved or confirmed
and will be deleted if the necessary documents are not submitted
in a timely manner prior to the event start.

— Your reservation is fully approved and visible to others on the
Virtual EMS calendar.




Kean University Recognized Student Groups and Organizations

VIRTUAL EMS LOCATION
SEARCH TIPS



Browse For Spaces

Welcome Sheila Philbert
View Events |'. .'| E rowse =R

Browse Events

Browse Facilities

Bruwse_fur Space .00l UiEV'.II Elul'El"lts

TUDENT CENTER (ET)

4 » 16 Hours | Filter

Browse Events

Browse Facilities

Browse for Space

After logging in to Virtual EMS, you will have access to the “Browse” menu.
You can select “Browse for Space” to check room availability.




Filtering Browse For Spaces

Evenlt Management Systems

I::fl‘én Browse . TJ Submit a Request & My Account Links (C_)Z’// Admin "5 Help Welcome Sheila Philbert

4 » Thursday, September 24, 2015 Eastern Time 4 » 16 Hours l. Filter i

Room Ca 10 | 11 [12pm| 1
=3

MIRON STUDENT CENTER. (ET)
MSC*226 Date:
0/24/2015 Thu| 22
Facilities:
{all)
Room Type:
(all)
Floor:
(all)
Time Zone:
Eastern Time

MSC*226A

=]

MSC*226B

(]
[==]

MSC*228
MSC*2038
MSC*303C

(-3 - )

MSC*303D
MSC*303E
MSC*312
MSC*314 Features
MSC*315 A\ - Black Box (Laptop
Connection + DVD/CD/VHS)

AV - CD Player

AV - Digital f Video
Presentation capable

MSC*315A

MSC*315B

(=]
@

MSC*Alumni Atrium

MSC*Alumni Atrium 1

LR

MSC*Alumni Atrium 2

AV - Digital Presentation
Capable

MMM QO

MSC*Alumni Atrium 3

MEC*Alumni

sl By using the Filter option and adjusting the date to your desired date, you

MSC*Cafe 1

B can view spaces for your proposed meeting/event. You may also browse
spaces for specific buildings.




Location Details

@
View Events
‘Building Details

Browse Events --

Building Code uc

Description MIRON STUDENT CENTER

Browse for Space  poom Conveniently located in the center of campus, the Miron Student Center houses the Computer Lab, the Cougars’ Den, the
= Food Court, TV Lounge, a game room, a theatre, and multiple offices and meeting rooms. The Miron Student Center hosts

the majority of the cultural, educational and social programs on campus. Also serves as home to offices of Student

Conduct, Center for Leadership and Service, Office of Student Government and Miron Student Center Operations and

Event Management.

Browse Facilities

MIRON STUDENT CENTER. (ET)
MSC*226

Setup Types Features Availability

228
Description MSC*228
Room Type Conference
Floor 2nd Floor
MSC¥314 Sq. Ft. 3303
MSC*215 Phone
Setup Hours 0.50
Teardown Hours 0.50
MSC*315B MNotes

MSC*Alumni Atrium

MSC*315A

MSC*Alumni Atrium 1
MSC*Alumni Atrium 2 .
MSC*Alumni Atrium 3 uc 228 228 Classroom 228 Conference Style Square-Open 228 Conference U
MSC*alumni Atrium 4
MSC*Alumni Atrium 5

MSC*Cafe 1 Py o B b .
228 Lecture Style UC 228 Empty Room UC 228 Banguet-Round

MSC*Collgghis

By selecting the room location, you can view the Location Details. The Location
Details will provide you with an overview of the location including setup types
and capacities.




Location Details

@i USRS ( Virtual EMS - Location Details

= Browse

View Events
Browse Events
Browse Facilities
Browse for Space R BU|Id|.|\g.Code uc R
5 Description MIRON STUDENT CENTER
MIRON STUDENT CENTER. (ET) Conveniently located in the center of campus, the Miron Student Center houses the Computer Lab, the Cougars’ Den, the Food Court,
MSC*225 TV Lounge, a game room, a theatre, and multiple offices and meeting rooms. The Miron Student Center hosts the majority of the

cultural, educational and social programs on campus. Also serves as home to offices of Student Conduct, Center for Leadership and
Service, Office of Student Government and Miron Student Center Operations and Event Management.

University Center Plaza  University Center

Room Detailsl Setup Types l eatures | Availability

Setup Types and Capacities
SETUP TYPE MIN CAPACITY MAX CAPACITY

Banquet Style 120
Conference Square (Default) 64
ISC*Alumni Atrium Conference U-Shape 56
AISC*aAlumni Atrium 1 Custom

Lecture Style

ISC*Alumni Atrium 2

C*Alumni Atrium 3
CH*Alumni Atrium 4
MSC*Alumni Atrium 5

ISC*Cafe 1

Within the Setup Type tab of Location Details, you can view the various room
setup options with the maximum capacities.




QUESTIONS?



For More Information

e Virtual EMS Support

— uca@kean.edu or philbers@kean.edu

* Involvement Center
— Miron Student Center rm 303 —908-737-5270

 Miron Student Center Operations and Event
Management Office

— Miron Student Center rm 6 — 908-737-5200


mailto:uca@kean.edu
mailto:philbers@kean.edu
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