
Vivarium Equipment and Space Request 

1 
 

 

Step 1:  Go to Virtual EMS by navigating from Internet Explorer to https://schedule.ucdenver.edu/VirtualEms/. 

Step 2:  Select My Account>>Log In>>Enter 

Step 3:  Enter your university assigned username (Passport ID) and password in the appropriate fields and click 

Login. 

Step 4:  Select Request Rooms, CU Anschutz, OLAR Equipment and Space Request from the menu: 

 

Step 5:  Fill out the date and time information in the When and Where box: 

 

If you require space or equipment on a recurring basis, click on the Recurrence button, add the date pattern 

information, and click Apply Recurrence: 

 

https://schedule.ucdenver.edu/VirtualEms/
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Step 6:  Select Research 2 or Research 1 North from the Facilities drop down menu and select the blue Find Space 

button: 

 

 

Step 7:  A list of available space and equipment will populate at the right side of the screen. Choose space and/or 

equipment by selecting the green plus sign: 
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If a specific piece of equipment or space does not populate into the list of Availability, select the Grid tab to view the 

schedule for all equipment and space: 

 

 

Step 8:  The selected equipment and/or space will move to the top of the screen. Click the yellow Continue button at the 

bottom of the page: 

 

 

Step 9:  Fill out the information in the Event Details section (fields with * are required): 
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Step 10:  In the Group Details section, select the OLAR Research group from the drop down list, select your name from 

the 1st contact drop down list, and enter your contact phone number and email address if they do not automatically 

populate in those fields: 

 

 

Step 11:  In the Other Information section, answer all of the questions, and click the yellow Submit button to complete 

the request: 

 

Please note you may receive a separate confirmation for some equipment. Requests for equipment 

requiring certification will not be confirmed automatically. Please review all confirmation details carefully. 


