Conferencing and Event Services
Space Request Form How-To Guide
Creating an Account
1.
2.
3.
4.

Open Internet Browser
Navigate to link: http://ems-pro.aquinas.edu/EmsWebApp/
Returning Users: enter User ID and Password to log-in to existing account
First time Users: Select “Create an Account”
a. DO NOT select “Request a Room” – this is for external use only (non-AQ requests)
5. Create an Account

a.
b.
c.
d.

Use your AQ email (not a personal email)
Create a password (does not have to be the same as AQ password)
Enter your First & Last Name
Select Time Zone (Eastern)

6. Once your account has been validated (may take 24 hours), you will be able to log-in. Please contact
Conferencing and Event Services directly if you have difficulty with creating an account.

Finding a Room/Location
1. Select “Book Now” from the right-hand menu.

2. Select Criteria for Room Selection on the left-hand menu
a. NOTE: requests are not allowed within 3 days of present day. If you have an emergency request, please
call the CES office as soon as possible.
3. TIP: Select “Recurrence” if this is an event that happens multiple times on a consistent basis. This may affect your
ability to select a space based on availability.

4. Enter the number of people attending the meeting/event. This will narrow what is available for selection

5. Add or Remove “Locations” or “Set-Up” preferences. This will narrow what is available for selection.

6. Once your criteria and selections are made, you will see what is available based on your selection criteria.

7. Select the room you want to reserve by clicking the plus sign icon to the left of the room name.
8. Confirm the Number of Attendees and the Set-up Type and click “Add Room”

9. The Room you selected will now show up under “Selected Rooms” toward the top of the menu screen. Click
“Next Step” once you’ve added all the spaces you want to reserve.

Selecting Services (Catering and Equipment)
1. Select and define any services you’d like to request. Please note that some may have fees and others may
require further coordination outside of Conferencing and Event Services.

2. If the equipment you need is not listed as an option, select “Other” and describe the item you need.

3. A summary of the selected services will be shown on the right-hand menu window. Continue to the next step
once you have selected the required services for your meeting/event.

Event Details
1. Enter the details for the event

2.
3.
4.
5.

a. Meeting Only (No Services): Using space as-is with no custom set-up or services needed (services
include catering, equipment, or any needs other than what is
b. Meeting w/ Services: Any meeting or event that requires services (equipment or catering) and/or set-up
needs.
c. Reception/Banquet: Requires custom set-up, food service, and equipment at a high level.
d. Information/Display Table: Display table, banner, poster, easel, etc. (no actual meeting space needed)
Red Outlined boxes are required to be filled/answered.
Once you click “Create Reservation”, you have submitted a request for space. Please allow 2-3 business days for
processing.
Your space is NOT reserved until you have received a confirmation email directly from Conferencing and
Event Services.
All food service orders must be placed directly with Aquinas Dining Services, and a separate confirmation and
invoice will be created for food service needs. Any food service details listed on a confirmation from Conferencing
and Event Services are for informational purposes only, and do not outline actual order or service agreements.

