Space Reservation Guide

Step 1: Visit Virtual EMS Reservation

Enter the following address into your search engine:

vems.memphis.edu

Students, please note you must be enrolled in classes for the current or upcoming semester to
access the space reservation site. Music, Theatre, and Dance faculty will have full access to space
reservation sites. Access to this site will require Duo Single Sign In verification.

Step 2A: Select School of Music Students Selections

Click "Book Now" to the right of the SOM Students Selections to proceed to the next step.
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There are no bookings for July 21, 2026

Step 2B: Select Book Now

Click “Book Now" to the right of the SOM Students Selections to proceed to the next step.

Faculty and Staff should select the “Faculty Staff Selections ‘Book Now'” button.
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Step 3: Select Date and Time

As you begin your event booking, begin by selecting the Date and Time for your event.
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Step 4: Select Location

Staying on the same page, Search for a room either in the Music Building or in the SFPAC. Please

note that each room has varying Setup Types that you can also make a selection of to specifically

meet the needs of your events.

You can view room availability in both a List and Schedule format. Image 3 indicates room

availability from the List perspective.
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Attendance & Setup Type

To continue, please enter the number of attendees and desired setup type for this Room.

Number of Attendees *

E

Setup Type *

Academic Setup

Add Room Canc

x School of Music Students Selections @

1 Rooms 2 services
New Booking for Mon Jul 27, 2026
Date & Time Selected Rooms  # Attendance & Setup Type

Date * @ MU107(GP)

Mon 07/27/2026 i Recurrence Room Search Results

Start Time * End Time * LIST ~ SCHEDULE

3 Reservation Details

™ My cart (1)

Create Reservation

Next Step



Step 4A: Enter Contact and Event Details

You must select “UofM School of Music” as the Client and First Contact must be “(Temporary
Contact)”. From here, you add YOUR contact information.

% School of Music Students Selections @ ™ My Cart (1)

1 Rooms 2 services 3 Reservation Details
Reservation Details

Event Details (2]

Event Name * Event Type *

Example Booking Meeting v

Client Details (2]

Client *

UofM Theatre and Dance v Q

1st Contact

UofM Theatre and Dance v

1st Contact Phone * 1st Contact Fax

999-999-9999

1t Contact Email Address *
exampleemail@memphis.edu

Clients you can book for

Client name starts with Q
Client Client Type Cit’
-] Opera America, Inc Non-Profit Ney

Help

Client Details: If this is your first time to enter an event, you will need to pull up your client name.
Click on the magnifying glass to look up. All University of Memphis departments/organizations
will begin with “uofm™to search and at least first part of your Org name. Scroll down to find your
Organization. Ex: if you put in "uofm Alum” it will search for any that begin with that string

If you are not finding your Group, you will have to get out of this RESERVATION and go to
BROWSE. Locate a Group by searching for your group name contained within. That will show
you actually how your group is listed.

CONTACTS: if you find errors in the Contacts listing, please inform
scheduling@memphis.edu with any updates.

Please supply Name of Contact, their phone number, and email address.



Step 5: Select Reservation Details

Not every reservation will have the same needs, so please select each answer in the required fields

that best match the needs of your event.
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Step 6: Reservation Confirmation

Your reservation has been successfully created and submitted with a confirmation sent to your
email!
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Step 7: Reservation Review

Your reservation will be reviewed by the department scheduler and you will receive notification via
email if your reservation is approved or denied.



