
HOW TO CHECK ROOM AVAILABILITY IN EMS USING InsideSOU 

1. Log into InsideSOU>Scroll to the bottom of the page to the Scheduling box.  
2. In the Scheduling box go to Event and Meeting Room Reservations (EMS).  

 

 

 

3. From Guest landing page, go to Browse>Events or Browse>Locations on the left-hand side of the page. 

4. Once you arrive on the Browse Events or Browse Locations calendar go to the month/day you are wanting to check availability. Use the Add Filter 
button on the top right to search by Building (Locations), Room, Group Name, Event Name, or Event Type.  

 

 


