
How to: Order Meal Tickets for the Dining Hall 
 

1. Login to EMS 
2. Navigate to “Service Only Request” then “Dining Hall Meal Tickets & Table Linen Only” form 

 

 
 

3. Enter the date and time of expected use (or when the tickets are needed by) on the left menu 
*Must be 24 hours in advance (excluding weekend hours)  

4. Enter the number of tickets as attendance (this number will populate as the default quantity 
when you select the meal period) 

5. For location details, indicate whether the department will pick up the items at Dhall or if 
alternative arrangements are needed 

6. Click “Get Services”  
  



 
7. Fill in the event and group details to reflect the purpose of the meal ticket request and where 

they will be charged to. 
*If the appropriate Group is not in the dropdown menu, click the magnifying glass next to the 
dropdown to open a new window to search for a different Group 

8. Select the meal periods you are requesting tickets for. The value entered for “Attendance” will 
auto-populate for each item selection, but can be changed if necessary 

9. If the tickets are to be used by a large group during a specific time period, that information 
needs to be provided to Dining Services to adjust production 

10. If the appropriate SCIP Account Number is not populated, click the magnifying glass next to that 
field to open a new window to search for a different SCIP account number 

 

 
 

11. Click “Submit” 
12. Dining Services will confirm via email when your meal tickets are ready  


