Reserving a Room in Virtual EMS

1. Log onto https://events.champlain.edu using your regular Champlain login and password.
2. Click the tab on top that says “Reservations” and scroll down to a “Room Request.” 
3. Fill in the date, time, and attendance of your reservation. Always put at least “1” for attendance.
4. If you want to shorten the options that come up, you can choose the building or other room feature filter.
5. When you click “Find Space,” the program will populate the available rooms that meet your criteria.
6. Click the green “+” sign button next to the name of the room you want, and click the “Continue” button at the bottom of the screen. The room will move to the upper part of the screen as the one you would like to reserve.
7. Click “Continue” and fill in the necessary information on the form. Be sure to review the chart at the top of the page about choosing an event type and which campus calendar the reservation will appear on.
8. The first time you log in, you will need to identify yourself and set up your account. Your customer name is Champlain Student Life unless you are a student making reservations for a club, in which case your customer name will be Champlain SGA.
9. Click “Submit Reservation.” For the Gymnasium or other campus rooms, the request is submitted to the Event Center. When approved, a confirmation will be emailed to you.
10. [bookmark: _GoBack] You can review, edit, and cancel reservations by going to the Reservations menu and then “View My Requests.” Please cancel times that you do not intend to use so that the room shows available for others.
 

If you have any questions, call the Event Center at 651-5957, email eventcenter@champlain.edu, or visit us on the ground floor of the Hauke building in the Conference and Event Center, room 006A.
