Final Exam Room Request

Final Exam Reservation Instructions

This application is used to schedule a room for a final exam. Go to www.stcloudstate.edu/scheduling

1. Select “Find a Space” link from the column on the left
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Scheduling Services

Scheduling Home » Welcome to Scheduling Services with EMS b LR i
Frequently Asked Questions St. Cloud State University is joining with other colleges and universities within Event Calendar
the MnSCU system in a conversion to a new room scheduling software known i
Find a Space as Classroom, Event Management & Resource Scheduling (CEMRS) system. Academic Calendar
q Prior to the new system, both Atwood Memorial Center and the Welcome Campus Map
Center were previously using an earlier version of the EMS software for room )
Today's Event scheduling and have upgraded to the new version. To ensure all spaces that Directory
are scheduled at SCSU are included in the conversion to EMS, the rest of the
Campus Schedulers campus will be included in this conversion moving forward in this process.
Campus Planner (CPI) Looking to reserve a room or events at St. Cloud State University?

You can browse for an open space online by using the Online Scheduling
System.

StarID Self Service » . .
Need more information?

You can click on the lefthand navigation and select the Frequently Asked
Questions link.

2. Select “Welcome, Guest Person” from the top menu bar and Login in with your Star ID and Password
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Q@ LOCATIONS Campus Room Scheduling allows users to view events on campus, as well as request/reserve rooms.
LINKS To make a request/reservation, log in through the My Home link above, using your StarlD username and password. If you
need assistance with your StarID, please visit http://starid.minnstate.edu or the Service Desk at
i https://servicedesk.minnstate.edu .
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Catering If you do not have a StarlD, or need to contact Scheduling directly, please use the Campus Contact link on the left.
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3. Scroll to “Final Exam Rooms”
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4, Select “Book Now” to make a reservation in “Final Exam Rooms”

MY HOME

My Reservation Templates

Final Exam Rooms book now | about



5. Enter the “Date”, “Time”, and “Number of Attendees” for the reservation then choose “Search”
6. Select green + button in front of the Room and then select “Next Step”
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7. Enter all related event details. All fields boxed in red must be filled in.
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8. Select “Create Reservation
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