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HOW TO EDIT AN EXISTING RESERVATION IN EMS
Updated: January 4, 2019

If you want to edit the Event Name, 
Event Type, Organization, 1st Contact,  
or The Chartstring, click on “Edit 
Reservation Details”

Edit the details you want and then click 
“Save Reservation Details”
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If you would like to edit the event 
details, such as if the event is political, if 
you will need special setup, if you need 
transportation or parking services, if you 
would like to add it to the university 
calendar, or if you would like to add 
catering, click on “Add Services”

Add the services you want to add, then 
click “Next Step”

Select the booking you want to add the 
services to and then click “Add Services”
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If you would like to change the start 
time or day, or change the end time or 
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