UNT Union Event Planning & Scheduling Services
Email: UniversityUnion.SchedulingOffice@unt.edu
Phone: 940-565-3804

Office Suite: University Union 418

UNT UNION ONLINE RESERVATIONS
GUIDE TO REQUESTING A RESERVATION IN EMS

A: Reservations vs. Bookings

B: Starting a Reservation

C: Adding Services

D: Completing your Request
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A: RESERVATIONS VS. BOOKINGS
INTRODUCTION

1: Reservation vs. Booking

2: Defining Terms
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A1: RESERVATION VS. BOOKING

What's the difference between a “res-
ervation” and a “booking?” A Reserva-
tion consists of one or more Bookings.
That’s it.

Every booking belongs to a reservation.
The Online Event Reservations system
lets you have multiple bookings under a
single reservation. When you have mul-
tiple bookings in a reservation, each
booking can be independent of the
other, such as reserving a set of rooms
for an event, or can be a series of book-
ings under a Recurring reservation.

Each booking can contain multiple
Booking Details, which are the resourc-
es and services required to support the
booking, such as catering and room
setup.

RESERVATION

(who & what)

RESERVATION
DETAILS

BOOKINGS

{(when & where)

BOOKING
DETAILS
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A2: DEFINING TERMS

Reservations: Who and What
A reservation is the “who and what” of an event. For example, the Academic Planning Board (the who) can reserve space
for a Semester Kickoff event (the what).

Bookings: Where and When

A booking is the “where and when” of an event. For example, the Academic Planning Board schedules the conference room
(the where) for a staff meeting on the second Monday in January (the when). The Academic Planning Board now has a sin-
gle reservation with a single booking in Online Event Reservations system. If, however, they schedule the conference room
(the where) for a staff meeting on the second Monday of each month for a year (the when), then the board now has a single
reservation with 12 bookings.

Booking Details

A booking can have one or more booking details associated with it. Booking details are the resources (items for the meet-
ing) or services (people and their activities) that are needed for an event, the notes for the event, the activities for the
event, the room charges for the event, or any combination of these. For example, for the Academic Planning Board’s staff
meeting, the resources could include catering (coffee service, bagels and muffins, and so on) and A/V equipment, plus the
services of a person bringing in and setting up a projector, moving a speaker’s podium, and so on).
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B: STARTING A RESERVATION
FIVE STEPS

1: Start a Reservation

2: Specify When & Where

3: Filter Locations

4: Specify Attendees & Setup

5: Browse Room Options
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B1: START A RESERVATION

If it is your first time visiting the site, _ ;
you will need to request a new user UNT Online Event Reservations ©  Torysopinkre & -

account. You will log in using your EUID & HoME
and associated password once your
account is established.

MY HOME

(%] CREATE A RESERVATION

My Reservation Templates

== MY EVENTS
You can begin making a reservation by RAJuAtt Intie Dy the Loy tison EEAE Do) I
BROWSE
ClleIng the CREATE A RESERVATION " Cuick Book Room, As ks- University Unlan book now | about
EVENTS
button (left menu) or the Book Nnow : _I
Reguest An Event Space - University UnlontGateway booi now it
button next to one of your reservation 9 LoCATIONS
. Reguest an Event S5pace in The Coliseum ook new about
templates (right). If you are unsure of o

which template to use, please refer- ey Uoion s cuicel My Bookings
ence our FAQ page at: studentaffairs.

Uﬂl'\ﬂ!"‘slﬁr Union Rooms & Rates DECEMBER 1U| 2018 SEARCH
unt.edu/plan-an-event/departments _ : Cerntral Fime{CT)

Gatewany Rooms & Rates

m Menth  Date Previous Taday Next
Verde Catering

verde Catering - Alcohol Policy

There are no bookings for December 10, 2018
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B2: SPECIFY WHEN & WHERE

To specify when, select dates, times,
recurrences (optional), and a time zone
for the reservation in the top left panel.

— UNT Room Request © ooy Bayuning &b -

x Request A Meeting Room - University Union/Gateway © W wy Cart (1)
. 1 Rooms i
To specify where, select one of the & Sarvieis P Ansrin Detalls
following options from the lower left New Booking for Mon Jan 7, 2019
panel: -
Date & Time SPEth’y when Selected Rooms  # Attendance & Setup Type
e Let Me Search for a Room
Date @ im
e | Know What Room | Want prEpT— I | ) I s
. . . Seart Time Ernd Tirme LIST SCHEDMILE
Filters in this lower left panel help you _ -
A:30 AM @ 5230 AM @ m
narrow your room search results. Your | Favarite R AF
results will appear on the r|ght after Creste hooking in-this the sofe Room Lacation Fleor TZ Cap  Price  Filter Match
s Central Time =
clicking SEARCH. Rooms You Can Request
Locations Add/Remave - ;
Unbrersiay Urisn 5 UniversityUnion  [none) €T 30 =
e UniversityUnisn [none) €T 48 [ 1]
specify where
CEETE. T ——
& Let Mée Search For A Room
Setup Types Add/Remove 37 « Senate Chambers Linbversity Lindon [rutrng ) cT 100 _
9 PrVINCHERL [+ B University Union ~ (none) €T 42 =
Number of Pecple
& a9 University Union  (none) €T B Y
0
m e UniversityUnicn [none) €T 20 7|
m [+ 382 Urirversity Linion [none) CT 140 _
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B3: FILTER LOCATIONS

Clicking the Abb/REMOVE button under
Locations will present a list of locations
by building or view (pictured right).
Select the locations filters you want to
apply or search by keyword. Then click
the UPDATE LocATIONS button below.

This filters the results of your keyword
search on the Add New Favorite Room
dialog. Your filter settings are now
saved. You will need to go back and
remove them if you want to expand
search results beyond these locations.

Locations

BUILDINGS VIEWS

]
Find locations

Select All Buildings

Gateway

@ University Union

Selected Locations

@ University Union
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B4: SPECIFY ATTENDEES & SETUP TYPE

Specify the number of attendees in the Number of People section (bottom left); this allows you to find a room with enough space for your party. If available, select a

Setup Type for the reservation; this associates likely services and features with your bookings.

x Request An Event Space - University Union/Gateway @

1 Rooms 2 Services

New Booking for Sat Dec 22, 2018

Date & Time Selected Rooms # Attendance & Setup Type
Date =' 314 A - Emerald A

5at 12/22/2018 ] Recurrence Room Search Results
Start Time End Time LIST SCHEDULE

9:00 AM o) 10:00 AM o] B

Favorite ...

Create booking in this time zone 7 AM B 9

Central Tima =

Rooms You Can Request
Locations Add/Remave 7 AM B g

University Union Ca
University Union 2 o :

© 314-Emerald Ball.. 288

314 A-Emerald A 50

@ Let Me Search For A Room

© 3148-Emerald B 108

Setup Types Add/Remove
B © 314C-Emerald € 30
Classroom Seating
© 3144B-Emerald.. 198
Number of People
= © 314BC-Emerald.. 198
© 333-jade Ballroom 120

3 Reservation Details

10

Next Step

Find A Room
11 12 PM 1 2 3 £
11 12PM 1 2 3 ¢
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B5: BROWSE ROOM OPTIONS

After you have specified locations, set-
up types, and the number of attendees,

x Request An Event Space - University Union/Gateway @ T My Cart (0)
click the ApD (+) icon below Rooms You _ _ _
) 1 Rooms 2 Services 3 Reservation Details
Can Request to add the booking to your ' 2
cart, New Booking for Sat Dec 22, 2018
Date & Time Selected Rooms

Clicking directly on the name/number

Date Your selected Rooms will appear here,
of the room that you want will pull a
. y . .p e iis & oz Room Search Results
pop-up window that includes informa-
. . . s1art Time Erd Tirme
tion regarding capacity and photos of ; ' REL ECHEIRRE.
9:00 AM @ 1000 AM @

the space. Favorite . 1 A Roo

Create booking in this time 2one

Central Time =

Once you’ve looked over all the infor-
Rooms You Can Request

mation you entered and selected, .cl|ck Locations niamamove = s : —— —— , . '
NEXT STEP to move on to the Services University Union =y P
section. 14-Emeraid Bail. | 23
m 14 A -Emerald A =}
|
108
Setup Types Add/Remave
Classroom 5E'|'.I'I|.l‘|,‘g L
Number of People 196
12 198
54
T2
click here to add the "
booking to your cart 126
126

. : Avallability Legend
click a room name to view

its capacity & photos of it
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C: ADDING SERVICES
THREE STEPS

1: Specify Services
2: Specify Quantities

3: Specify Setup
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C1: SPECIFY SERVICES

Services are items that you would like — UNT
to add to your reservation beyond the
set up you have already indicated.

Room Request @ TonyBogkining &b -

x Request An Event Space - University Union/Gateway & = My Cart (1)
1 Rooms . 2 services 3 Reservation Details
To begin, under the Services tab of the
Creati Reservation screen, specify any PAices FOLTOMT SeeR m
services you want to associate with WebApp - Furnishings Services Summary
the reservation. Select any additional
services that you might need from the e i A summary of your additions will appear here.
Head Table Materials Tablg

list provided.

Registration Tabde

Chairs R
Additional Chairs

Other b
Bance Floor Easels
Hig Chart Easets

WebApp - Audia/Visual

Basic v
Standand Set-Up [(Projectar, Display & Comp..  No AV Needed

Projectors/Screens W
Dt Projector & Screen

Sound/Media b

Music Playihack Device (Aux Cond, CD, et} Sound Systerm- Public Address

Scand System-Musical Performance Additnnal SoiEnd Needs

Microphomnes w
Microphones

Padium w
Podium w' Microphone Podurn wfout Microphone

Misc. w
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C2: SPECIFY QUANTITIES

Once you select a service, you will need to specify a quantity for it. You will need to also note if you are in need of any specific types of services. (For example, if you
selected the microphone option, would you prefer a handheld microphone or a lavalier mic to attach to your clothing and free your hands?)

Registration Table

specify quantities

Special Instructions

Please place both tables near the entrance of the room. Thank youl

provide detailed instruction
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C3: SPECIFY SETUP

Lastly, specify any setup instructions by using the Setup Notes box at the bottom left corner of the page. When complete, click NExT sTEP in the upper right corner.

1 Rooms 2 Services 3 Reservation Details
Services For Your Reservation
WebApp - Furnishings Services Summary
Tables ~ & WebApp - Audio/Visual
Chairs b (-] 2 Microphones #
Additional Chairs
Other o & WebApp - Furnishings

WebApp - Audio/Visual -] 6 Additional Chairs &

Basic N

Projectors/Screens A

Sound/Media A

Microphones w
Microghones

Podium N

Misc. A

| SETUP NOTES | specify setup instructions

| would like to have the additional chairs placed in a row on the wall cpposite the
entrance,
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D: COMPLETING YOUR RESERVATION
TWO STEPS

1: Finalizing Details

2: Request Summary
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D1: FINALIZING DETAILS

The Reservation Details screen finalizes the information about your reservation. Complete all required information, then click CREATE RESERVATION.

= UNT Room Request T e

x Request An Event Space - University Union/Gateway @ Ewrﬂnml

1 Rooms 2 Services 3 Reservation Details

Reservation Details

Event Details

Event Name * Event Type *

add a general event name for your
reservation and select an event type

Meeting

Client Details

Client *

Primary Contact

s

Attachments

Select your files | Drag and drop your fites here

Additional Information (7]

Does your event require catering? *

Mo

Does your event require parking? =
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D2: REQUEST SUMMARY

After your reservation request is submitted, you will receive an email summary. Once the request has been reviewed by the UNT Event Planning and Scheduling
team, you will also receive a confirmation email that will include any fees associated with your event. Should you not hear back about your event within two business
days, please contact 940-565-3804. For questions regarding reservations in the Gateway Center call 940-369-8334 and for the Coliseum call 940-565-2557.

Help

Thank you for submitting a Reservation Request!
An Event Scheduler will be in touch with you to
Confirm your reservation. Should you not hear
back within 2 business days please contact, 940-
565-3804,
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