
Online Reservation with 

EMS
University of South Alabama Student Center





Login & Room Request

�,�I���\�R�X���G�R�Q�·�W���K�D�Y�H���D���O�R�J�L�Q�����\�R�X���Z�L�O�O��
need to create an account.

Click on Reservations & go to 

Room Request





Recurrence
Want to set a meeting for a Semester?

If you want to book an event for the 

same time on different number of 

�G�D�\�V�����X�V�H���¶�5�H�F�X�U�U�H�Q�F�H�·���E�X�W�W�R�Q��

You can choose to do it weekly, 

monthly, or random dates. 



Availability & Submit

1. �2�Q�F�H���\�R�X���I�L�Q�L�V�K���¶�(�Y�H�Q�W���'�H�W�D�L�O�V���·���F�O�L�F�N���R�Q��
�¶�&�K�H�F�N���$�Y�D�L�O�D�E�L�O�L�W�\�·���E�X�W�W�R�Q����

2. �*�R���W�R���W�K�H���¶�$�Y�D�L�O�D�E�L�O�L�W�\�·���W�D�E��

3. This is the list of available rooms that 

�P�H�H�W���\�R�X�U���¶�$�W�W�H�Q�G�D�Q�F�H�·���D�Q�G���¶�6�H�W�X�S���7�\�S�H�·��
you entered.

4. Click the to choose your room and 

�W�K�H�Q���K�L�W���¶�6�X�E�P�L�W�·���E�X�W�W�R�Q��



Event Request Details Summary
�$�I�W�H�U���K�L�W�W�L�Q�J���V�X�E�P�L�W�����\�R�X���Z�L�O�O���V�H�H���W�K�H���V�F�U�H�H�Q���D�E�R�Y�H�����,�W���Z�L�O�O���E�H���D���V�X�P�P�D�U�\���R�I���Z�K�D�W���\�R�X���U�H�T�X�H�V�W�H�G�����<�R�X���F�D�Q���D�O�V�R���¶�&�D�Q�F�H�O��
�5�H�T�X�H�V�W�·���L�I���V�R�P�H�W�K�L�Q�J���F�R�P�H�V���X�S�����,�I���\�R�X���Q�H�H�G���W�R���D�G�G���F�K�D�Q�J�H���D�Q�\�W�K�L�Q�J�����H�P�D�L�O��scs@southalabama.edu. 


