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INSTRUCTIONS FOR REQUESTING SPACE AT THE FORUM
For Columbia Faculty, Staff, and Recognized Student Organizations

Thank you for your interest in The Forum for your event. To familiarize yourself with our event
space, services, and rental rates, please review the links below:

¢ Rates & Services
¢ Room Descriptions

To submit a request for space at The Forum, Columbia faculty and staff need to use the
Event Management System (EMS).

e EMS does not allow bookings for an event less than two weeks away. If you have a last-
minute request, please email theforum@columbia.edu and we will let you know if we can
accommodate your event.

To submit a reservation request through EMS, Columbia faculty and staff must have an
EMS account. Student leaders should check with the adviser to their student organization before
proceeding to reserve space at The Forum.

1. Begin with the EMS landing page. Cut and paste this URL into your browser:
https://ems.cuit.columbia.edu

2. If you do not have an EMS account, follow the instructions for new users on the

EMS landing page, https://ems.cuit.columbia.edu

3. Faculty and staff who have previously arranged to have an EMS account linked to their
UNI will log in with their UNI; otherwise log in with your EMS User ID.

4. Once logged in to EMS, a) From the menu on the left, click on “Create a Reservation.”
b) Under “My Reservation Templates” you will see The Forum as an option. ¢) Click
“book now” to access The Forum reservation template where you can review room
options and availability.
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5. Once in The Forum EMS site, you will be able to request space at The Forum.

Requests are considered pending until the reservation has been confirmed by receipt of a
signed rental agreement and a deposit.

6. Information about our rates and services is found by clicking on the information
icon at the top left of The Forum EMS reservation template.
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7. For further guidance on creating a Reservation, please click on the Question icon
at the top right to access The EMS User Manual. See screenshot above.

If you experience difficulty accessing The Forum site or cannot find the information you need,

please email us at theforum@columbia.edu. We look forward to hosting your event at The
Forum.
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