
How to EMS Booking Guide and Event Planning Guide 

 

To book an event you will go to the following website tamuk.emscloudservice.com 

From there you will log in using your KU Credentials under Sign In  

 

Once logged in you will then click on Book An Event, book now 

 

 

 

You will then fill out all information regarding the event. Date and Time, Location, etc.  

tamuk.emscloudservice.com


  

Once all information is selected you can then click on the search button under locations and a grid will 

populate allowing you to then select the + symbol next to the room you want to book (as long as it is 

open)  

 

Once you click on the plus symbol an attendance and set up box will populate allowing you to then 

select number of attendees and set up style. It will default to standard. This is fine for all bookings. 

You will then select the Add Room button.  



 

Once you sleect Add Room it will allow you to hit next step in upper right corner. 

 

Once next step is chosen you will be able to choose the type of furniture you will need. This is 

important for the setup and you must select something. If you truly don’t know how much or what 

you will need at time of booking please select something and Event Planning will reach out to you for 

more details. You will select each option individually and then input the amount needed. 

 

Once you have selected all options for furniture you will then click Next Step to proceed to 

Reservation Details. Please note you will see all services added below services summary. Double check 

to make sure everything is correct. If it is not correct simply click on pencil to edit. 



 

At this point you will fill out the Event Name, Event Type, Group Information, and all Additional 

Information. If you do not choose the correct options or fill out in detail it will give you an error 

showing you what needs to be filled out.  

 

*If your Group does not exist you will want to select yourself as the group and then we will reach out 

to you and ask what group you are with. Not all groups exist in the system. If your group doesn’t exist 

please reach out to us 361-593-4173 or tamuk.eventplanning@tamuk.edu to add your group.* 

 

Once everything is filled out you will then click on Create Reservation.  

 

You will then receive an email confirming your reservation. At this point Event Planning should reach 

out to finalize the event if we have any questions. We will also send you a diagram for approval on the 
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set up of your event. If you have any questions please contact Event Planning at 361-593-4173 or 

tamuk.eventplanning@tamuk.edu 
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