
    Event Calendar - p 1
        Listing of events in wall 
          calendar format

    Confirmation - p 2
        Used to confirm that all event

details have been discussed

    Event Schedule - p 3
        Listing of events by date or

date range

    Setup Worksheet - p 4
        Invaluable for operations staff

as they prep for events

    Service Order Schedule - p 5
         Overview of the services for a 

 specified date or date range

    Billing Worksheet - p 6
         Used to confirm correct pricing 

 before invoices are generated

    Invoice - p 7
         Detailed list of charges for a 

 reservation

    Sales by Group- p 8
 Summary of sales group (i.e. customer)

    Room Statistics - p 9
Provides details on room use in number 
of bookings, hours and attendance

    Cancellation Report - p 10
         Shows cancelled events and the 

 reason for their cancellation

EMS Professional Sample Reports
View, print, export or email event information to keep attendees, staff and vendors 
up-to-date.  More than 140 reports cover every aspect of your scheduling process:  Daily 
Operations, Statistics, Financials and more.

Some of the most widely used reports include:

Copyright © 2010 Dean Evans & Associates, Inc.  All rights reserved.  EMS Enterprise™, EMS Professional™, EMS Lite™, EMS 
Campus™, EMS Workplace™, EMS Legal™, EMS Regics™, Virtual EMS™ and EMS Master Calendar™ are trademarks of Dean 
Evans & Associates, Inc.

®For a Free Demonstration of EMS Professional
Call 800.440.3994
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9a{ tǊƻŦŜǎǎƛƻƴŀƭ  5ŜƳƻ

tŀƎŜ м

aŀǊŎƘ нлмн

! ǉǳƛŎƪ ƻǾŜǊǾƛŜǿ ƻŦ 
ŦŀŎƛƭƛǘȅ ŀŎǝǾƛǘȅΦ

¦ǎŜǊπŘŜŬƴŜŘ ŎŀƭŜƴŘŀǊ 
ŦƻǊƳŀǘǎ ŘƛŎǘŀǘŜ ǿƘŀǘ 
ƛƴŦƻǊƳŀǝƻƴ ƛǎ ǎƘƻǿƴ 
ŦƻǊ ŀƴ ŜǾŜƴǘΦ

5ŀǘŜ ŬŜƭŘǎ ŜȄǇŀƴŘ 
ǘƻ ŀŎŎƻƳƳƻŘŀǘŜ 
ŜǾŜƴ ǘƘŜ ōǳǎƛŜǎǘ 
ŘŀȅǎΦ



tŀƎŜ н

Thursday, October 18, 2012

LƴŎƭǳŘŜ ȅƻǳǊ 
ŎƻƳǇŀƴȅ ƻǊ 
ŘŜǇŀǊǘƳŜƴǘ ƭƻƎƻ 
ƘŜǊŜΦ

5ƻŎǳƳŜƴǘ Ŏŀƴ ōŜ 
ǇǊƛƴǘŜŘ ŀƴŘ ŦŀȄŜŘ ǘƻ 
ŎǳǎǘƻƳŜǊǎΣ ƻǊ ǎŜƴǘ 
Ǿƛŀ ŜƳŀƛƭΦ

¦ǎŜǊπŘŜŬƴŜŘ ƳŜǎǎŀƎŜǎ ŀƴŘ 
ǊŜƳƛƴŘŜǊǎ ƭŜǘ ȅƻǳ ŎǊŜŀǘŜ ŀ 
ŎǳǎǘƻƳƛȊŜŘ ƎǊŜŜǝƴƎ ŀƴŘ 
ŜƴǎǳǊŜ ǘƘŀǘ ŎǳǎǘƻƳŜǊǎ ŀǊŜ 
ŀǿŀǊŜ ƻŦ ƛƳǇƻǊǘŀƴǘ ŘŜŀŘƭƛƴŜǎΦ

ƻ̧ǳ ŎƘƻƻǎŜ ǘƘŜ ƭŜǾŜƭ ƻŦ 
ŘŜǘŀƛƭ ǎƘƻǿƴΣ ƛƴŎƭǳŘƛƴƎ 
ǿƘŜǘƘŜǊ ǘƻ ƛƴŎƭǳŘŜ 
ǇǊƛŎƛƴƎ ƛƴŦƻǊƳŀǝƻƴΦ

ƧƻǎŜǇƘΦǿƻƻŘϪǇƻǿŘŜǊƘƻǊƴΦŎƻƳ

WƻǎŜǇƘ ²ƻƻŘ
aŀƴŀƎƛƴƎ tŀǊǘƴŜǊ
трсн aŀƛƴ {ǘǊŜŜǘΣ {ǳƛǘŜ р
5ŜƴǾŜǊΣ /h  улнлн
олоπсупπпрру Ȅнрф

tƻǿŘŜǊƘƻǊƴ wŜǎƻǳǊŎŜǎ
трсн aŀƛƴ {ǘǊŜŜǘΣ {ǳƛǘŜ р
5ŜƴǾŜǊΣ /h  улнлн
олоπсупπпрру
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9a{ tǊƻŦŜǎǎƛƻƴŀƭ  5ŜƳƻ

/ƭŜŀǊΣ ŎƻƴŎƛǎŜ ƛƴŦƻǊƳŀǝƻƴ 
ŦƻǊ ǾƛǎƛǘƻǊǎΣ ǊŜŎŜǇǝƻƴƛǎǘǎ 
ŀƴŘ ƘŜƭǇ ŘŜǎƪ ǎǘŀũΦ

WƻǎŜǇƘ ²ƻƻŘ

WƻǎŜǇƘ ²ƻƻŘ

! ǾŀǊƛŜǘȅ ƻŦ ǎƻǊǝƴƎ ƻǇǝƻƴǎ 
ƎƛǾŜ ȅƻǳ ǘƘŜ ƛƴŦƻǊƳŀǝƻƴ ȅƻǳ 
ƴŜŜŘ ƛƴ ǘƘŜ ƻǊŘŜǊ ǘƘŀǘΩǎ Ƴƻǎǘ 
ǳǎŜŦǳƭ ǘƻ ȅƻǳΦ

tŀƎŜ о

WƻǎŜǇƘ ²ƻƻŘ

Monday, April 9, 2012

Tuesday, April 10, 2012

Wednesday, April 11, 2012

Thursday, April 12, 2012

Friday, April 13, 2012

Monday, April 16, 2012
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9a{ tǊƻŦŜǎǎƛƻƴŀƭ  5ŜƳƻ

tǊƛƴǘ ǿƛǘƘ ƻǊ 
ǿƛǘƘƻǳǘ ǎŜǊǾƛŎŜ 
ŘŜǘŀƛƭǎΦ

9ǾŜǊȅǘƘƛƴƎ ȅƻǳǊ ƻǇŜǊŀǝƻƴǎ 
ŎǊŜǿ ƴŜŜŘǎΦΦΦ

wŜǎŜǊǾŜŘ ǝƳŜΣ ŜǾŜƴǘ ǝƳŜΣ 
ǎŜǘǳǇ ǘȅǇŜ ŀƴŘ ŎƻǳƴǘΣ ǎŜǘǳǇ 
ƴƻǘŜǎ ŀƴŘ ƳƻǊŜΗ

tŀƎŜ п

wŜŎŜƴǘƭȅ ŀŘŘŜŘ ƛƴŦƻǊƳŀǝƻƴ 
ƛǎ ōƻƭŘŜŘ ŦƻǊ Ŝŀǎȅ
ƛŘŜƴǝŬŎŀǝƻƴΦ

Tuesday, April 10, 2012



Print with or 
without item-
level details.

Page 5

Wednesday, December 12th, 2012

Thursday, December 13th, 2012

A daily “to-do” list 
for staff and other 
service providers.



9a{ tǊƻŦŜǎǎƛƻƴŀƭ

ƻ̧ǳǊ hǊƎŀƴƛȊŀǝƻƴ bŀƳŜ IŜǊŜ
¦ǎŜŘ ǘƻ ǾŜǊƛŦȅ ǘƘŀǘ 
ǇǊƛŎƛƴƎ ƛǎ ŎƻǊǊŜŎǘ 
ōŜŦƻǊŜ ƎŜƴŜǊŀǝƴƎ 
ƛƴǾƻƛŎŜǎΦ

bǳƳŜǊƻǳǎ ƻǇǝƻƴǎ 
ŦƻǊ ŎǊŜŀǝƴƎ ŀ ǊŜǇƻǊǘ 
ǘƘŀǘ ƛǎ ŀǎ ŘŜǘŀƛƭŜŘ ƻǊ 
ŎƻƴŎƛǎŜ ŀǎ ȅƻǳ ƴŜŜŘΦ

tŀƎŜ с

пκмлκнлмн
пκмлκнлмн

ммΥол !a π мнΥлл ta {ǘŀƴŘŀǊŘ 5ŜƭƛǾŜǊȅ

Thursday, April 12, 2012

.Ǌȅŀƴ {ƻǊǊŜƴǝƴƻ
рсмо 5¢/ tŀǊƪǿŀȅ
{ǳƛǘŜ мнрл
DǊŜŜƴǿƻƻŘ ±ƛƭƭŀƎŜΣ /h  улммм

9ƭƭƛŜ ²ŀǊǊŜƴ
трсн aŀƛƴ {ǘ
{ǳƛǘŜ р
5ŜƴǾŜǊΣ /h  улнлн

9:30 AM - 3:30 PM (GMT) CRM New Hire Training (Confirmed) DUB CW11 - Conf 2
Tuesday, April 10, 2012

/wa bŜǿ IƛǊŜ ¢ǊŀƛƴƛƴƎ



tŀƎŜ т

{ǳōǘƻǘŀƭ               ϷулмΦрл
{ŀƭŜǎ ¢ŀȄ όтΦмнр҈ύ            ϷмпΦуф
[Ŝǎǎ 5ŜǇƻǎƛǘόǎύ              όϷоллΦллύ
DǊŀƴŘ ¢ƻǘŀƭ              ϷрмсΦоф

aŜŜǝƴƎ

тту

²ŜŘƴŜǎŘŀȅΣ aŀȅ ноΣ нлмн

млΥлл !a π оΥол ta /ƛǘȅ /ŜƴǘŜǊ tƭŀƴƴƛƴƎ ό/ƻƴŬǊƳŜŘύ /ƻƴŦŜǊŜƴŎŜ wƻƻƳ м
 wŜǎŜǊǾŜŘΥ  фΥол !a π пΥлл ta
   wƻƻƳ /ƘŀǊƎŜΥ  όсΦр ƘƻǳǊǎ Ϫ ϷнлΦллκƘǊύ                      м     ϷмолΦлл   ϷмолΦлл

¢ƘǳǊǎŘŀȅΣ aŀȅ нпΣ нлмн

уΥлл !a π оΥол ta /ƛǘȅ /ŜƴǘŜǊ tƭŀƴƴƛƴƎ π 5ŀȅ н ό/ƻƴŬǊƳŜŘύ aŜŜǝƴƎ wƻƻƳ .
 wŜǎŜǊǾŜŘΥ  тΥол !a π пΥлл ta
   wƻƻƳ /ƘŀǊƎŜΥ  όтΦр ƘƻǳǊǎ Ϫ ϷмрΦллκƘǊύ                      м     ϷммнΦрл   ϷммнΦрл

/ŀǘŜǊƛƴƎΥ
ммΥлл !a π мΥлл ta  {ǘŀƴŘŀǊŘ 5ŜƭƛǾŜǊȅ
 {ƻƊ 5Ǌƛƴƪǎ ό{ŜǊǾŜǎ млύ                                 н     ϷолΦлл    ϷслΦлл
 .ƻȄŜŘ aŜŀƭ Ім                                     у     ϷфΦлл     ϷтнΦлл
 .ƻȄŜŘ ƳŜŀƭ Іо                                     мм     ϷтΦлл     ϷттΦлл
!ǳŘƛƻ ±ƛǎǳŀƭ {ŜǊǾƛŎŜǎΥ
  [ŀǇǘƻǇ /ƻƳǇǳǘŜǊ όt/ύ όсΦр ƘƻǳǊǎύ                           м     ϷфтΦрл    ϷфтΦрл
 [/5 tǊƻƧŜŎǘŜǊ όсΦр ƘƻǳǊǎ Ϫ ϷнлΦллκƘǊύ                         м     ϷмолΦлл     ϷмолΦлл
 [ŀǇŜƭ aƛŎǊƻǇƘƻƴŜ όсΦр ƘƻǳǊǎ Ϫ ϷмрΦллκƘǊύ                      м     ϷфтΦрл    ϷфтΦрл
 ¢ŜŎƘƴƛŎƛŀƴΥ  9ǉǇǘ {ǘŀǊǘ                                 м     ϷнрΦлл    ϷнрΦлл 
{ŜǘǳǇ bƻǘŜǎΥ
 tǳǘ ƘŜŀŘ ǘŀōƭŜ ŀǘ ǘƘŜ ƴƻǊǘƘ ŜƴŘ ƻŦ ǊƻƻƳ ǿƛǘƘ ǇƻŘƛǳƳ ƛƴ ŎŜƴǘŜǊΦ
 /ŀǘŜǊƛƴƎΥ  tƭŜŀǎŜ ǳǎŜ ǊŜŘ ǘŀōƭŜ ŎƭƻǘƘǎΤ ǎƪƛǊǘ ƘŜŀŘ ǘŀōƭŜΦ
  5Ǌŀǿ ōƭƛƴŘǎ ŦƻǊ ǾƛŘŜƻ ǇǊŜǎŜƴǘŀǝƻƴΦ

{/Iтту

/ƛǘȅ /ŜƴǘŜǊ tƭŀƴƴƛƴƎ

рκноκнлмн
сκннκнлмн

9ƭƭƛŜ ²ŀǊǊŜƴ
[ƻƎƛ{ŜǊǾŜ /ƻƳǇǳǘŜǊ /ƻƴǎǳƭǝƴƎ
трсн aŀƛƴ {ǘǊŜŜǘΣ Ір
5ŜƴǾŜǊΣ /h  улнлн

{ŎƘŜŘǳƭƛƴƎ hŶŎŜ
рсмо 5¢/ tŀǊƪǿŀȅ
{ǳƛǘŜ мнрл

DǊŜŜƴǿƻƻŘ ±ƛƭƭŀƎŜΣ /h  улммм
олоπрррπофнп



tŀƎŜ у

12/1/2012 thru 12/31/2012 (Booking Dates)

/ŀǇǘǳǊŜ Řŀǘŀ ōŀǎŜŘ 
ƻƴ ǿƘŜƴ ŜǾŜƴǘǎ ǘƻƻƪ 
ǇƭŀŎŜ ƻǊ ǿƘŜƴ ǘƘŜȅ 
ǿŜǊŜ ŜƴǘŜǊŜŘ ƛƴǘƻ 
9a{Φ

tǊƻŘǳŎŜ ŦƻǊ 
DǊƻǎǎ {ŀƭŜǎΣ 
bŜǘ {ŀƭŜǎ ƻǊ 
5ƛǎŎƻǳƴǘǎ ƎƛǾŜƴΦ

{ŀƭŜǎ ŬƎǳǊŜǎ 
ǊƛƎƘǘ ŀǘ ȅƻǳǊ 
ŬƴƎŜǊǝǇǎΗ





9a{ tǊƻŦŜǎǎƛƻƴŀƭ 5ŜƳƻ

9a{ tǊƻŦŜǎǎƛƻƴŀƭ
tŀƎŜ мл

YŜŜǇ ǎǘŀũ ƛƴŦƻǊƳŜŘ 
ŀōƻǳǘ ŎŀƴŎŜƭƭŀǝƻƴǎΦ

wŜǇƻǊǘ ƭƛǎǘǎ ǘƘŜ ǇŜǊǎƻƴ ǿƘƻ 
ŎŀƴŎŜƭƭŜŘ ǘƘŜ ŜǾŜƴǘ ŀƴŘ ǘƘŜ 
ǊŜŀǎƻƴ ŦƻǊ ǘƘŜ ŎŀƴŎŜƭƭŀǝƻƴΣ 
ŀǎ ǊŜŎƻǊŘŜŘ ǿƘŜƴ ǘƘŜ ŜǾŜƴǘ 
ǿŀǎ ŎŀƴŎŜƭƭŜŘΦ

уκнлκнлмн

уκмтκнлмн

сκмрκнлмн
9ȄŜŎǳǝǾŜ [ǳƴŎƘŜƻƴ

[ƻǳƛǎ !ǊƳƛǎƻƴ

YŜǾƛƴ wŀŀǎŎƘ

tŜǘŜǊ CƛƴŎƘ

/ŀƴƴƻƴǘ ŬƴŘ ƘƻǘŜƭ 
ŀŎŎƻƳƻŘŀǝƻƴǎ

/ƘŀƴƎŜ ƻŦ Ǉƭŀƴǎ

aƻǾŜŘ ǘƻ ƴŜȄǘ ƳƻƴǘƘ

мн 5ŀǊŎȅ Iƛƭƭ [ƛǎŀ WΦ
tǊƻƧŜŎǘ /ƘŀƴƎŜ

уκмоκнлмн
¢ŀǊƎŜǘ !ŎŎƻǳƴǘǎ wŜǾƛŜǿ

уΥол !a   млΥлл !a bƛƴŀ aȅŜǊǎ

9ǊƛŎ tŀǳƭƛ

CƻǳƴŘ ŀƴƻǘƘŜǊ ǎǇŀŎŜ

YƛƻǎƪΦ  {ǇŀŎŜ ƴƻ ƭƻƴƎŜǊ ƴŜŜŘŜŘ

уκнκнлмн

тκнуκнлмн
aŀǊƪŜǝƴƎ aŜŜǝƴƎ

.ƻŀǊŘ aŜŜǝƴƎ

Booking Date:  Monday, August 6, 2012

Booking Date:  Wednesday, August 15, 2012

Booking Date:  Tuesday, August 21, 2012

ф

wŜǇƻǊǝƴƎ tŜǊƛƻŘΥ  уκмκнлмн ǘƘǊǳ уκомκнлмн ό.ƻƻƪƛƴƎ 5ŀǘŜǎύ




