
https://calendar.skidmore.edu/EMSWebApp/


There are 3 ways to submit Event Setup

1.At the time of submitting a new space request

2.After a space request has already been submitted starts on slide 12

3.Event Setup Only template starts on slide 22 (for spaces not available in EMS, 

example: hallways, private offices etc.) 



Log into EMS

Log in using your Skidmore user name and password







1. Enter the date(s) you need a room for2. If requesting multiple dates for the and fill out appropriate information. (If you need multiple rooms for the same 



Click on the “+” to select your room, then click

If you need multiple rooms for the same date and time you can click more than one       within the same reservation  

The red lines 

indicate the times 

you entered in the 

previous step





You will now see your tables listed in your “Service Summary”

Use “Setup Instructions/Notes” for any special request or more information.

When finished click “OK”



When finished entering your event needs, click next step. 



1. Enter your 

Reservation 



Adding Event Setup Request AFTER you have submitted your space request

1. Once logged into EMS, click on “My Events” on left navigation. 

2. Then find your event you would like to add services to



Here is where you can see what services you 

already have attached to your reservation 

(catering, media or event set up). 
*If you do not have any services you will not see 

“view services/manage service”

Click on “View Services” to see what you requested







Click “View Services/Manage 

Services” 

See your services here



If you need to MANAGE an existing service (increase number of tables 

you need for an event) Click “Manage Service”

You can only manage services within 5 days of your scheduled event. Contact
schedule@Skidmore.edu or call 5050 if you are within 5 days

mailto:schedule@Skidmore.edu




After you have adjusted your item, add a “REVISION DATE” to your reservation. 

Click on “revision date” and add the date you revised the reservation, and what 

you revised.



Once you are finished with your service click “Reservation Details” 

This is considered “Save/Next Step” 

DO NOT press the back button on your browser










