VirtualEMS Frequently Asked Questions

Q) I need to make a reservation for a meeting throughout the semester. How can | request
multiple dates?

1) Click on Create a Reservation and then choose the appropriate template.
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2) Click on the Recurrence button
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3) Choose the time, recurrence pattern (daily, weekly, etc) day of the week, and start and end date for your
meeting, then click Apply Recurrence.

+AReservation / Reoms X

& 25 hiips//it-calwebt jmu.edu Dem®%2byxxGFZTQvNrI722wHOsbuLKV 1% e || Q search In@o ® =

Recurrence
Repeats E‘ Remove Recurrence
® Every

O weekdays Only

Start Date Thu 09/02/2021 &
@ End Date Fri 09/03/2021 9 | (2 occurrences)

O End after 1 occurrence(s)

Start Time End Time

8:00 AM (o] 9:00 AM

Create booking in this time zone

Eastern Time E‘

4) Continue as you would for a regular one time only request



