Special Events- Look What’s New!
ENVIRONMENTAL HEALTH SERVICES, FACILITIES MANAGEMENT, RISK MANAGEMENT & CSUPD
have been working in conjunction with the Registrar’s Office over the last year to implement the
Event Management System (EMS) to use for scheduling special events that occur on University
property. Many of you are already familiar with EMS and currently use it to schedule your
academic class spaces through https://schedule.colostate.edu/VirtualEms/

University departments will now be able to request university space and submit details of
events via the same website used for scheduling general assignment and departmental
classrooms. Beginning in November 2016, the current EMS web page will have an added feature
for scheduling a special event. This will allow all the approving authorities for food, alcohol,
insurance, security, etc. to review, approve and track special events occurring on campus with
better consistency and timeliness. All special event requests will continue to be directed first to
the Facilities Scheduling Office for initial review. Requests will be routed through the
review/approval process by the Facilities Scheduling Office. Event confirmations will continue to
come from Facilities Scheduling Office with event information and requirements as they do now.
One of the major benefits of using EMS, is the ability to see what spaces are currently available.
This saves significant time exchanging emails with the Facilities Scheduling Office to determine
when the desired space will be available, and can provide alternative spaces given the request
parameters.

In order to access the special events request form via EMS you simply log into the website at
https://schedule.colostate.edu/VirtualEms/ with your CSU account and hover your mouse over
the icon titled “Reservations.” You should see a drop down like this:

You will select “Request a Special Event Space” and the remainder of the process will be very
similar to requesting a general assignment classroom with the addition of some added questions
to help us process your event request more efficiently.
Under the DETAILS tab, if you have the ability to select your actual department from the
dropdown, you will want to do that otherwise you will have to scroll through a list of names if
you select ““MultiDept Group: Special Events”. (see below).

Invoicing for event support and services will be produced within EMS, and will be used by the
multiple departments that provide services.
Currently, Student Organizations & Non-CSU Organizations will not be able use the request
process through EMS, and will continue to use the event request form at:
http://www.fm.colostate.edu/CForms/_reservation.cfm
If you have any questions, please don’t hesitate to contact:
• Jeannine Riess
Environmental Health Services
• Lori Meyers
Facilities Management

970.491.6121
970.491.0056

