EMS How-To: CBMS Event Space Request

Go to CBMS

1. Inyour web browser, go to: cbms.tnstate.edu/virtualems

@ Virtual EMS - Mozilla Firefox N

Eile®Edit View, HistongeBookmarks Teol

| & Virtual EMS |

_ 6 & cbms.tnstate.edu/virtualems/

(8 Most Visited| |} Getting Started

You will see the page below:

A TENNESSEE CLASSROOM & BUILDING MANAGEMENT SYSTEM (CBMS)

[ STATE UNIVERSITY

% Browse 8 My Account Forms Welcome Guest

i

Wy S|
1 L#M'M |
Avon Williams Campus - Auditorium - e - IMain Campus - Hliott Hail {Women's Building

Whats New?

Log In to your account

2. Click on My Account and Log In on the menu bar
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TENNESSEE  CLASSROOM & BUILDING MANAGEMENT SYSTEM (CBMS)

STATE UNIVERSITY

% Brows 8 My Account| Horms Welcome Guest

Log In

Create An Account

3. University Faculty and Staff: login using your TNState user ID and password

TENNESSEE ~ CLASSROOM & BUILDING MANAGEMENT SYSTEM (CBMS)

STATE UNIVERSITY

% Browse 8 My Account Forms Welcome Guest

- _ _ GGG

User Id:™

Password:™

Domain:™
TNState -

Login

Email me my password

4. Once you login, you will see new additions to your menu bar:

TENNESSEE CLASSROOM & BUILDING MANAGEMENT SYSTEM (CBMS)

StaTE UNIVERSITY

% Browse lf] Reservations 8 My Account ui}) Help | Forms Welcome Donnelly, Cindy

= __

I ] [N

Make a Reservation Request

5. If you are ready to make a reservation, Under ‘Reservations’ click the type of request you are making.
a. Departmental Facility Request: Use this form if you are a faculty or staff member who needs to request

an event space.
b. Student Organization Requisition Form: Use this form if you are making an event space request on

behalf of a student organization.
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ﬁTENNESSEE CLASSROOM & BUILDING MANAGEMENT SYSTEM (CBMS)

STATE UNIVERSITY

% Browse] bt Reservations B My Account »\? Help Forms Welcome Donnelly, Cindy

Departmental Facility Request

External Event Request Form

Student Organization Requisition Form

View My Requests

c. Departmental Facility Request main page:

'TENNESSEE ~ CLASSROOM & BUILDING MANAGEMENT SYSTEM (CBMS)
STATE UNIVERSITY

Cg Browse @ Reservations 8 My Account  (P) Help Forms Welcome Donnelly, Cindy

Departmental Facility Request
Location Details

When and Where

Dot This form can be used by Departments

y12/2014 sun i Reeaence . (\"OQNLY" associated with Tennessee State University.
Start Time:™ End Time:*

7oomn (D soomm (D |plagse attach the following:

Facilities:

fall) % | . Set Up Diagram (If room set-up is needed) if no
diagram is attached the space will come "as is".
Attendance:™

4]

Setup Type:™

d. Student Organization Requisition Form main page:

'TENNESSEE  CLASSROOM & BUILDING MANAGEMENT SYSTEM (CBMS)

StaTE UNIVERSITY

% Browse @ Reservations 8 My Account ::5) Help Forms Welcome Donnelly, Cindy

Student Organization Requisition Form
Location Details

When and Where

Date: - This form can be used to request space by Advisors
U22/2014 Wel i ::CU"E”"E (only) for Student Organizations. Thirty (30) days

=} ime:™ n ime:™ - - -

mooem () nooew (7 |NOLice is required for all requests.

Fo et .o |Please attach the following items to your request:
1) Setup Diagram (required)

Afttendance:™ .

0 2) Oﬁ: Campus Cater|ng FDrm (if not using TSU Catering Services)
Setup Type:™
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6. Inthe When and Where section (left side of your screen), enter the date and start/end time of the event.

When and Where

Date:™
1/22/2014 Wex 55
Start Time:™ End Time:*

Recurrence

12:00PM (V) 1:00 PM @
Facilities:
(al -Q

Setup Information

Attendance:™
0

Setup Type:™

a. Inthe When and Where section (left side of your screen), enter the date and time of the event.
i. On the Facilities dropdown list, select (all) buildings, or select a specific building or view to

search.

ii. Torequest a recurring event, click the Recurrence button and enter the recurrence pattern
(daily, weekly, monthly or random) including which days of the week. Then enter the Range of
Recurrence by either using the ‘End after’ or ‘End by’ selections. Then click, Apply Recurrence.

Recurrence x

| Time
Start Time:™ End Time:™

9:00 AM (M 1oc00am (9

Recurrence Pattern

Daily Maonthly Random

Recur every 1 week(s) on:

Sun Mon Tue Wed Thu Sat

Range of Recurrence
Start Date: 12/20/2013 Fri 52
@ End after: 1 sccurrences

) End by: 12/20/2013 Fri i

Apply Recurrence Remove Recurrence

b. Inthe Setup Information section (left side of your screen under when/where section), enter the
attendance number and setup type.

c. Click ‘Find Space’ button.
d. The Location tab will display with available rooms for your date and time. If a room is unavailable, you

will see it blocked out for that time. You will NOT be able to request a room that is already booked.
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Event Management Systems

m Tennessee State Events Management

%Browse it Reservations anAccount &/) Admin :?: Help Forms

Departmental Facility Request

When and Where

Date:™

12/20/2013 Fri g Recurrence

Start Time:™ End Time:™
9:00 AM (V) 10:00 AM

Facilities:
Avon Williams Campus

Setup Information 160 Avon Williams Can| NA

Attendance:™
5

Setup Type:
(no preference)

- E3 =203 Avon williams Can NA

Welcome Amanda Merchant

Info Iﬁﬂ Details

Selected Locations

Mo rooms currently selected

@ <4 » Friday, December 20, 2013

Room Cap 7 8 =
Avon Williams Campus

- Q 107 Avon Williams Can NA
156 Avon Williams Can NA

200 Avon Williams Can NA
201 Avon Williams Can NA

B3 202 aAvon williams Can NA

204 Avon Williams Can NA

205 Avon Williams Can NA

e. You can click on the room name (in blue) and the Location Details window will appear:

210 Aven Williams Can NA
212 Avon Williams Can NA
213 Avon Williams Can NA

I+ T+

215 Aven Williams Can NA

i0

4pF 12 Hours
5 6 | a

i. Click between the tabs (Rooms Details, Setup Types, Features, and Availability) to see more
information about that room. (Click the X at the top of the Location Details box to go back to

your list).

Virtual EMS - Location Details x

Building Details

Building Code
Description
Notes

AWC
Avon Williams Campus

Room Details Setup Types Features Availability

Room Code
Description
Room Type
Floor

Size

Phone

Setup Hours
Teardown Hours
Notes

107

107 Avon Williams Campus
Academic Classroom

First

0

0.00
0.00

f. To select a room, click the Add icon ( ®# ) next to the room you want. If that room is available, the
selected location will be displayed at the top of the page (as outlined in red below). At the bottom of the

page, click the checkbox that shows you have read and agree to the Terms and Conditions for reserving
the room, and then click Continue.
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Departmental Facility Reguest
Info Iﬁﬂ Details
When and Where Selected Locations

Date:= ) | A bate HOLIDAYS | START * | END LOCATION  grATUS SETUP COUNT | COMNFLICT

2/14/2014 Fri zg| Recurrence | B z/14/2014 Fri 9:00 AM  10:00 AM AWC - 107  Reguest 5

Start Time: ™ End Time: ™ i :

9:00 AM (%) 10:00 AM @ List [eelals]

Facilities: <» Friday, February 14, 2014 ——
Avon Williams Campus - QO Room Cap 7 8 3 10 | 11 [12BM 1 = 3 4 5 B

Avon Williams Campus

Setup Information 107 Avon Williams Can NA

- 156 Avon Williams Can NA
Attendance:
160 Avon Williams Can NA

5
Setup T 200 Avon Williams Can NA E
etup Type:
TS
(no preference) - 201 Avon Williams Can NA

— 202 Avon Williams Can NA
ind Space

203 Avon Williams Can NA

204 Avon Williams Can NA
205 Avon Williams Can NA
210 Avon Williams Can NA
212 Avon Williams Can NA
213 Avon Williams Can NA
215 Avon Williams Can NA
216 Avon Williams Can NA
217 Avon Williams Can NA
219 Avon Williams Can NA
229 Avon Williams Can NA
230 Avon Williams Can NA
231 Avon Williams Can NA
232 Avon Williams Can NA
238 Avon Williams Can NA

doooooooooooonoonoonan

250 Avon Williams Can NA

[[11 have read and agree to the terms and conditions View

Caontinue

g. The Details tab opens where you will enter the information for your event. Keep in mind that required
fields are marked with a red asterisk (*).
i. Event Details: Add a name for your event and choose the event type from the drop down menu.
ii. Group Details: Search for your Group/Department name by clicking on the magnifying glass icon

(“X). The Group Lookup dialog box will display:
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Vi.

Item Lookup x

-~

Please type the name of your group in the 'Group Name Starts With'
box below to search for your group.

Groups you can book for

m

REMOVE GROUP MNAME
B8 Other (University Group)

Group name starts with:

Music Q,

Top 100 matching Groups

GROUP NAME

GROUP TYPE
Affiliate

GROUP TYPE

CITY

CITY

Honda Campus All Star Challenge Club

Student Organization

Access and Diversity

Affiliate

Accounting

Affiliate

Active Minds, Inc.

Student Organization

Aeronautical & Industrial Technology

Affiliate

African Students Association

Student Organization

Africana Studies

Affiliate

Allure Modeling Troupe

Student Organization

Alpha Kappa Alpha Sorority, Inc.

Student Organization

Alpha Kappa Psi Pro. Business Fraternity, Inc.

Student Organization

Alpha Phi Alpha Fraternity, Inc.

Student Organization

3| 63 ) ) ) ) ) D )
=]

Alpha Phi Omega Service Fraternity

Student Organization

1. Type the name of your group in the ‘Group Name Starts With’ box and click the
magnifying glass icon to search for your group.
2. Click the Add icon (ﬁ) to choose a particular group.
3. Groups that you have selected will appear at the top of the dialog box — to remove a
group from your list, click the Remove icon (B).
4. Contact the Events Management Office to have your group added if you don’t see it
listed, otherwise use ‘Other (Non University Group)’ or ‘Other (University Group)'.
Attachments: You can attach files such as room setups and attendee lists.
Other Information: Add a description of your event and answer the provided questions.
Decorations/Room Furnishings/ Technology/Transportation: Click on the Add icon (¥ ) to make
additions to these areas if you need them.
At the bottom of the page click View to review the Terms and Conditions.
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Departmental Facility Request

When and Where

Date:™ J—
2/14/2014 Fri | Recurrence |
Start Time: ™ End Time:™

9:00 AM (V) 100008 (9
Facilities:

Avon Williams Campus

-Q

Setup Information

Attendance:™
5

Setup Type:
(no preference)

Info Location

Event Details

Event Name:™

Group Details

Group:™
-Q,

Office of the Registrar

Event Type:™

1st Contact:™
(temporary contact)
Name:™

Phone:®

Email: ™

Attachments

2]

Other Information

Please provide a detailed description of your event:™

Will cash be collected at this event? (vendors sales, ticket sales, etc.):™

-

Will you be collaborating with an outside organization?:™

If so0, please provide contact information for the outside organization:
Name, Phone, Email, Address

Decorations

[=] Artificial Greenery
Wrtificial Fern in TSU Blue Pot

\rtificial Medium Bush
\Artificial Peace Lilly

\rtificial Small Bush

Wrtificial Tree

Decorative Metal Pot (Round)
Decorative Metal Pot (Round) with Fern
Decorative Metal Pot (Tall)
Ferns

Flower Stand

Trees

TSU Blue Pot

o

[#] Miscellanecus
[#] Table and Chair Accessories

[#] Table Centerpiece Accessories
Room Furnishings
[#] Tables, Chairs, Room Accessories

[# Information Technology
Please provide more information (power point, audio, video, etc.):®

Transportation

[# Transportation
[¥]1 have read and agree to the terms and conditions View
Submit
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h. Click Submit Reservation. The Reservation Summary page opens and you have now completed a room
request.

Reservation Details

Additional Information Attachments Back to My Reguests

Reservation Id 1506 Group Name Office of the Registrar Edit Reservation
Event Name Testing VEMS 1st Contact Name Amanda Add Booking
Event Type Award Ceremony Phone 615-964-7686 Cancel Bookings

Cancel All Bookings

View/Email Reservation Summary
Add booking to personal calendar
Booking Tools

All Current Historical
Bookings
ACTIONS SERVICES DATE *~ TIME TITLE LOCATION STATUS SETUP
B4 1/22/2014 Wed 2:00 AM - 10:00 AM Testing VEMS AWC - 107 2. Pending BM (none) (5)
Powered by gm

i.  You can always go back to view your requests under ‘Reservations’ on the menu bar, then click View My
Requests.

TENNESSEE  CLASSROOM & BUILDING MANAGEMENT SYSTEM (CBMS)

STATE UNIVERSITY

|
Re “““T"i 8 My Account &// Admin @ Help Forms Welcome Amanda Merchant

Departmental Facility Request

4 View My Requests

1 ENNESSEE
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