
 





 

………………………………………………………..6

……………………………………..7

……………..12

………………………………………………………..13

………………………………………………..14

…………………………………………..15

……………………………………………………..15 

 

………………………………………………………..24



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

Virtual EMS is a web-based scheduling application used by employees. Events have three main components:  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

http://scheduling.byui.edu
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In the When and Where section, enter or click on the calendar icon to select a Date or range of dates for the 

event. (If your event occurs more than one time in the future, click on the Recurrence button and enter appro-

priate sequencing details.) 

 

In the Time section, manually enter Start Time and End Time in the blank fields or select the time using 

the clock icons to the right of the field. (Make sure am/pm is correct.)  

Please make a note (in the user defined field) if you need additional set up time before your event starts. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 



 

 



 

 



 

 

 



 

 

 

 

 

 

 

 

 

 

To cancel a booking, click the red X in the Actions column and a popup message prompts you. 
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Login to Virtual EMS at scheduling.byui.edu by using your complete email address and password. 
 

 
 

 
Select Event 
Generate a list of your scheduled reservations by clicking on “Reservations” and “View My Requests.”  

 
 
Note: if your list seems incomplete, you probably did not submitted all of your requests through Virtual EMS. You may contact 
the Scheduling Office and ask for an edit of specific reservations where you want to be designated as the web user. 
 
Click on the event you want to open to add ticketing detail 

 
 

 
 



 

Select Ticketing Service 
Your reservation may include multiple bookings. Identify which booking needs ticketing information and click on the green plus 

sign  to add or edit service. 

 
 

From list of available services, select “Ticketing Attendant” 

 
 
 
Select service type from drop down menu 
Click in Ticket Information box to open list of selections. Make selections to define your ticketing criteria.  

 
 
 
 



 

Enter number of tickets to be sold as Special Instructions: 
 

 
 
 

Enter date tickets will go on sale.  Type in date m/d/yyyy or click on grid box to generate a clickable calendar  

 
 

Enter revenue code so the Ticket Office will know how to deposit funds 

 
 

Click Save 
 

Edit Selections 
 
You may edit selections by click on the pencil icon next to the service requested. This will reopen your selection boxes. Click 
save when finished with edits. 

 



 

Edit Revenue Account# 
 
The Revenue Account number may also be edited on the Reservation itself. Click on “Back to Reservation Summary” if 
needed. 
 

 
 
Click on Edit Reservation 
 
 

 
 
 
Complete billing information. Type in Revenue Account or use magnifying glass to browse for account codes already associ-
ated with your group. 
 

 
 
Click save 



 


