
EMS How-to 

  Update January 2024 

Requesting Paper Tickets for Group Events 
 

https://unlscheduling.nebraska.edu/ is the official link to request meal tickets for Cather, East, and 
Harper Dining Center.  

• Meal requesters will need to log in with their UNL staff log-in information to continue. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

• Click on the “Welcome Guest” and select “Sign In” to begin. 

 

 

 

 

 

 

 

 

 

 

https://unlscheduling.nebraska.edu/
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• Click “Book now” button next to “UNL Housing Meal Ticket Request Form.” 

 

• You will be sent to the page below: 

 

• First Select the “Date” box if this is a one-day event. Click “Recurrence” if your event is on 
multiple days.  

• The following examples and images are for multiple day’s events. 
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• If “Recurrence” is selected, a small calendar window will pop-up allowing you to select multiple 
dates along with the event times.  

 
• Click “Apply Recurrence” once you have selected all the event’s date. You will see the listed time 

and date on your main screen as shown below. 
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• Next, click the “Search” button in Dark blue to search for a Dining Centers available for your 
event(s). Make Sure you have the word “List” underline. 

 
• Click on the green “+” on the Dining Centers you would like your group to attend for your meals.  
• Click “Next Step” to move on. 

 

• Select the type of meals and 
type of events for your 
group. 

• Break, Lunch, Dinner, or 
multiple meals for your 
groups are optional as well.  

• Put additional information 
in the instruction box that 
popped up (Please include 
tax – if your CO needs to be 
taxed) 
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• A small pop-up box will allow you enter the number of tickets and any additional instructions we 
might need to know about your group. 

• In the small box with the number 1 – you can click the “+” button or manually type in the 
number of tickets you would like to request. 

• Enter your department’s CO or type in “Foundation” if your department is paying with 
foundation funds.  

• Click “OK” and Click “Next Step” to move on. 
• The next page is all about your contact information and how you would like to receive the 

tickets. 
• You must contact the email address below separately to reserve the Lark Room for it belongs to 

Cather Dining Center and is not scheduled by Central.  
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Edit Event’s Information 
• The instruction below will guide requesters on how to edit the Meal Request form they have 

recently submitted. 
• If the event is last minute or had already happened, you will no long be able to change your 

submitted information. Send Opham3@unl.edu for further assistance if you are unable to do so. 

 

• Log back into the EMS page as instructed on the first step. 
• Click “My EVENTS” on the left-hand side menu. 
• Select the Event you would like to edit. 

 
 
 
 
 
 
 
 
 
 
 
 
 

mailto:Opham3@unl.edu
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• You will be land on the page below to make changes to Reservation details and bookings.  

 

• Click the Pen Icon to change information on the specific dates.  
• In this example, the requesters need to have different tickets for different dates. This 

information will affect the total number of tickets requested.  
• Dining Staff will be notified of the changes and forward the information to the Dining Centers so 

they can prepare enough food and staff for students and incoming guest. 
• The Image below is the results from the manual adjustments. 
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• The price Is not our actual price.  
• You will see a “Booking Conflict” error, this can be ignored – we are using the same system as 

the university room reservation and system thinks we are unable to have more than one event 
in the dining room. That is false, we can have more than one event in our dining center! 

• Do not Forward your reservation email to us. If you must, please change the subject and remove 
some of the content in the body, otherwise, your email will be moved to the receipt copy file 
and buried. As a result, our staff will not be able to answer your inquiries. 


