
RESERVING MEETING SPACES: 
VIRTUAL EMS 

Kean University Recognized Student Groups and Organizations 



Virtual EMS  
• 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. 
 

• Involvement 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 

Virtual EMS URL: http://events.kean.edu 
When logging in for the first time, you must activate your account. 



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

Login using your Kean Google  
username (without the “@kean.edu”) and 

password.  



Activating Your Account 
When logging in for the first time, you will need to 
activate your account by providing some additional 

information. 
 

How are you affiliated with the University? 
Answer: STUDENT 

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

 
Once submitted, your account will be pending until verified.  

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 



Student Group Meeting Request 
Review Student 
Group Event 
Authorization 
Process 
 
Enter Date, 
Start time, End 
time, Facility, 
Attendance and 
Setup Type. 



Setup Types 



Search for Spaces 

NOTE: Attendance and 
Setup Type greatly effect 

search results.  



Search Results 

ROOM FREE ► 

ROOM OCCUPIED ► 

ROOM OCCUPIED ► Click Green +  
to Select the Room 



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



Enter Event Details 
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 
• KTC General Body Meeting 
• FUNK E-board Meeting 

– Good Examples: 
• Kean Theatre Council General Body Meeting 
• Filipinos Uniting Nations at Kean Executive Board Meeting 

ALWAYS USE CORRECT GRAMMAR AND SPELLING. WHEN POSSIBLE, AVOID ABBREVIATIONS 
 



Enter Event Details 
Attach a group 
logo or 
meeting flyer. 
 
Enter a 
description for 
the calendar. 
 
Include any 
special MSC 
equipment 
needs (ex: 
tables and 
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: 
• Join the Accounting Club for our biweekly General Body 

Meetings.  
 
ALWAYS USE CORRECT GRAMMAR AND SPELLING. WHEN POSSIBLE, AVOID ABBREVIATIONS 

 



Enter Event Details 
Identify any 
special audio 
visual 
technology 
needs. 
 
Review and 
check the box 
for “Terms and 
Conditions”. 
 
Click “Submit” 



Review Meeting Requests 

Cancel a 
Request 

Edit a 
Request 



Virtual EMS Statuses 
• Web Request 

– 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.  
 

• 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.  
 

• Confirmed - Master Calendar 
– Your reservation is fully approved and visible to others on the 

Virtual EMS calendar.  



VIRTUAL EMS LOCATION  
SEARCH TIPS 

Kean University Recognized Student Groups and Organizations 



Browse For Spaces 

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 

By using the Filter option and adjusting the date to your desired date, you 
can view spaces for your proposed meeting/event. You may also browse 

spaces for specific buildings.  



Location Details 

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 

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



QUESTIONS? 



For More Information 

• 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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