EMS Web App Login Instructions

To create a login, go to: https://washburn.emscloudservice.com/web

From EMS Web App log in screen,

e C(Click “Request an Account”
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e Complete the required fields

e C(Click “Request an Account” again
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Scheduling will approve and send a notification within three business days.

You can request a room as a guest. These requests must be approved by University Scheduling
and you will be notified within 3 business days.

e Click “Create A Request”
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Click “Search” for options
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Select room choice by clicking the green + circle, then click “Next Step”
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e Complete the required fields and click “Create Request”
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Additional Information

Will you be ordering catering for this event? *
[ ehoose one -
will you need audionvisual technology? *

Any further questions contact University Scheduling 785-670-1725, universityscheduling@washburn.edu
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