
 

Quick EMS Reservation Summary – Estimate of Requested Services  
 

Step 1:  Log in, click My Events, find the reservation to review in the list, and click the reservation name 
in blue to open it. 

 

Tip:  Use Search Reservations to find a reservation quickly. You can use any part of the Event Name or 
Reservation ID. 

 

Step 2: Select View Reservation Summary. 

 

  



 

Step 3:  After clicking View Reservation Summary, a list of requested support services will populate.  

Scroll down to each date, room, and service to review requested item details for each. Hourly labor 
services are estimates and will not be finalized until after your activity and actual hours can be billed. 
Items listed are estimates and will be billed on the final items provided for the activity. 

NOTE:  The list of rooms and services includes those that you have requested and does not imply that 
the room or services have been confirmed by the provider. Please review individual confirmation 
emails from schedulers and service providers to ensure rooms and services are confirmed. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Tip:  Reviewing the Reservation Summary can help to identify any duplicate requests or items that are 
assigned to the incorrect room. Be sure to update any errors using Manage Services in your event. 

Step 4:  After making any necessary changes to requested items, you can email the Reservation 
Summary to yourself to forward on to others or to use for planning purposes. 

 

Detailed instructions for editing and cancelling services are located in the EMS Web App User’s Guide. 

 

https://www.cuanschutz.edu/docs/default-source/offices-oit-documents/ems-documentation/ems_web_app_users_guide.pdf
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