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EMS WEB APP

• https://upennmed.emscloudservice.com/web/Default.aspx

• When possible use the latest version of Internet 
Explorer or Google Chrome.



LOGGING IN
• Go to MY HOME, scroll down and click on Sign In.

• Use your PennKey and password to sign in.  The 
PSOM Web App is available to Penn Medicine 
faculty and staff.



SEEING WHAT IS AVAILABLE

• Click on “LOCATIONS” in the left-hand column.



BROWSE LOCATION GRID

Click on a space to 
review features, 
available setup types, 
and capacities.

Go to a specific 
date.

Scroll through 
dates.

Narrow the 
list of spaces.



TIP:

• In Browse Locations, you can start a request by 
clicking an available time-slot.



REQUESTING A SPACE



CREATE A REQUEST

Click on Create A 
Reservation to get 
started.

Choose ‘about’ to get 
more detail about each 
Reservation Template.

Choose ‘book now’ 
to start creating a 
request.



SEARCH FOR AVAILABLE SPACE

Choose the 
date and times 
for the first day 
of your 
request.

If your request has 
more than one date, 
click on Recurrence 
to add dates.

To see all available spaces, click 
Search now. Or you can use 
filters to narrow your search.



RECURRENCE – ADD MULTIPLE 
DATES

If the event recurs, 
you can add 
repeating booking 
dates –define a 
pattern (Daily, 
Weekly, or Monthly) 
or pick random 
dates.



NARROW YOUR SEARCH – FILTER YOUR 
RESULTS

Narrow your 
search by 
choosing specific 
buildings or 
setup styles and 
click Update:



SEE WHAT IS AVAILABLE

See the details about 
a space by clicking on 
its name.

Look between the red 
lines to see what is 
available during the 
time you specified.Click on the 

green plus 
sign to select 
a space.



PICK A SPACE

You will be required to 
enter the number of 
expected attendees. If 
you have too many 
attendees for the space 
and setup type, you will 
need to request a 
different space.

EMS will automatically 
choose the default layout. 
When available, you may 
choose a different layout.

After providing the 
number of attendees 
and setup type click 
Add Room



REVIEW YOUR SPACE SELECTION

To cancel your 
request while in 
progress, click 
on the “X” next 
to Request A 
Room.

Review your space 
selections. Click on the 
“-” to remove a space.

Click on 
Attendance & 
Setup Type to 
update your 
requested spaces.

Click “Next Step” 
to move on to 
request services.



BILLING INFORMATION

Every Web App 
request MUST 
include a valid 26-
digit budget code or 
11-digit Lawson 
Number. Your 
request will be 
processed once it 
includes billing 
information.



REQUEST SERVICES

Choose the 
services you 
want to 
request. 

Confirm that 
you have read 
and agree to 
the Terms and 
Conditions of 
the service(s) 
you 
requested.

When you have 
finished 
choosing 
resources to 
request, click 
Next Step.



RESERVATION DETAILS

Fill in details about 
your event. Required 
fields are marked.

Event Name should be 
in ALL CAPS.
Choose the Event Type 
that best describes 
your event.



ADDITIONAL INFORMATION

Fill in additional 
information about your 
event.
If you haven’t already 
done so, enter your 
budget code or Lawson 
number. Events will be 
processed when there 
is a budget code or 
Lawson number.

After you finish 
entering information, 
click Create 
Reservation to 
complete your request.



REQUEST COMPLETE!

A message will 
pop up confirming 
your request.

SES will review 
your request 
and send a 
response.



MANAGING YOUR SPACE 
REQUESTS AND EVENTS



MY HOME – My 
Bookings defaults to 
your bookings for today.

MY EVENTS will 
take you to a list of 
your current and 
future active 
events.

MY HOME



Click on the name 
of the reservation 
to see booking 
details and make 
changes.

Check this box to 
see your cancelled 
reservations.

MY EVENTS



Go to 
RESERVATION 
DETAILS to 
update 
information 
for the 
overall 
reservation.

Go to Reservation 
Tasks to add 
services or 
otherwise change 
multiple bookings 
at the same time.

Click on the pencil 
icon to modify 
one single 
booking.

RESERVATION DETAILS SUMMARY

Click on Manage 
Services to 
update the 
requested 
resources.



UPDATE CATERER INFORMATION

Select to add the 
caterer name and 
arrival time.



EDIT MULTIPLE BOOKINGS AT THE 
SAME TIME

“Add Services” – Request resources for multiple bookings.

“Cancel Services” – Remove services from multiple bookings

“Booking Tools” – Change dates and/or times of multiple 
bookings.

“Cancel Reservation” – Allows you to cancel ALL bookings in 
the reservation.

“View Reservation Summary” – Generates an easy to read list 
of bookings that you can email to yourself and others.



EDIT RESERVATION DETAILS

Click on Save Reservation 
Details when you are 
done.

Make any necessary 
changes to: 
• Event Details
• Group Details
• Additional 

Information
• Billing Information



ADD SERVICES

Click on the 
resource you 
want to 
request. Agree 
to the Terms 
and Conditions.



SELECT BOOKING DATES

Click on the 
booking dates 
you want to 
request the 
resource for.

Check this box 
to select all 
dates.

Click Add Services 
to complete your 
request.



SERVICE REQUEST COMPLETE

EMS Web App 
will return you 
to  the 
summary of 
reservation 
details.


