Event Management Systems
Schedule Clarity

OVERVIEW

Powerful Microsoft Exchange® or Lotus Domino® Integration

The EMS Plan-a-Meeting module (PAM) offers users of the Virtual EMS™ Request/Reserve functionality
the convenience of scheduling rooms, resources, and services - and confirming attendee availability -
all at one time. PAM, which works with Microsoft Exchange® or Lotus Domino®*, not only simplifies
meeting scheduling, it can also generate emailed meeting invitations.

FEATURES AND BENEFITS

B \iew attendee availability (free/busy schedules)
before reserving a meeting room

B  Check room details to confirm that the space
will meet your needs

B Streamline the process of arranging meetings

® Request rooms, resources and attendee
participation all from one intuitive interface

B  Make last minute modifications to meeting
information quickly and easily, with attendees
automatically receiving change notifications

( Catering terms and Conditions

Service Type: Estimated Count:
| Delivery Service [+] 10
[#] Breakfast
[#] Hot Breakfast
] ’:i Basic Breakfast 11.99
10 Deluxe Breakfast 14.99
Deluxe Entrees (Select minimum of 1 and maximum of 1)
[l Breakfast Burrito
[CIHuevos Rancheros with torillas
Mushroom & Swiss omelets
[ red Pepper, Mushroom Frittata
[[] southwestren omelets
Sides (Select minimum of 2 and maximum of 2)
Bacon
[ Biscuits & gravy
[Tl cold Cereals with milk
Ham
[

Enter detailed catering information prior
to your meeting

*Functionality only available with Enterprise-level products

800.440.3994

View attendees’ schedules and room
availability all on one screen
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Book a Mesting Room

Location Details
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Quickly set invite details including attachments
and Outlook reminders

ﬁ(a Mesting Room

When and Where

Location

Meeting Details

[ Add to Calendar/Send Invitations | Meeting Name:=
2l EMS Planning Meeting

Meeting Type:™

| Project Meeting -

Calendaring Details

Subject: Show Time As:
EMS Planning Meeting |Busy [=]

Reminder:
15 Minutes :
Message:

Please review attached configuration document prior to the
meeting.

* [Cprivate
B configuration Worksheet. docx
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