
HOW TO REQUEST SPACE IN
THE SURREY WILLIAMSON INN  

USING EMS
Skidmore’s online event system

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

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


Logging into EMS

Log into EMS using your Skidmore user name and password



Create A Reservation 
Click on “Create a Reservation”



Select space request reservation template and click “book now”



1. Fill out the date and time of your 
event request. (Do not include set up and 
break down times. This will be added later 
under reservation details.)

2. You may select “I Know What 
Room I Want” and start typing 
“Surrey” and the Surrey Williamson 
Inn All will appear. Now select your 
room

3. Enter the # of attendance then 
“Add Room”
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Your selected room will now appear at top of the page. Click “Next Step”



1. Fill out the time catering should 
be served(this may be different 
than the event time.) 

2. Fill out service type, estimated 
count and all the appropriate 
questions asked. 

3. Be sure to check the “Terms and 
Conditions” box

4. Scroll down and select the menu 
items for your event. 



Scroll past the menu options and 
you will see different Event Set Up 
choices. 

Click on the equipment you need 
for your event and you will be 
prompted to select the quantity of 
each item. If you have any special 
instructions for any items you can 
enter them here. 



Enter your SCIP Account number under 
“Billing Information” at bottom of page.

You can type in the number directly or if 
you do not know your account number, 
start typing in your department name 
and it will appear. 



Your selected items will now appear on the right side of the services tab for your review.
When finished adding services click “Next Step”  



Enter your Event and Group Details. 

Scroll down and fill out all of the 
Additional Information pertaining 
to your event.  

When finished click “Create Reservation” 



Your event has now been successfully submitted. Click “OK”



You can edit, change, cancel or request different services for your event under 
your “My Event” tab. 



QUESTIONS?

Please Contact
SCHEDULE@SKIDMORE.EDU

mailto:SCHEDULE@SKIDMORE.EDU

	How to request Space in�The Surrey Williamson Inn  �using ems
	Slide Number 2
	Slide Number 3
	Slide Number 4
	Slide Number 5
	Slide Number 6
	Slide Number 7
	Slide Number 8
	Slide Number 9
	Slide Number 10
	Slide Number 11
	Slide Number 12
	Slide Number 13
	Slide Number 14

