On-line Facilities Booking System

Wu Yee Sun College

End User Guide
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1. GETTING STARTED

1.1 Introduction

Wu Yee Sun College handles item booking for students, student associations and staff.
Booking is defined as follows:
e Equipment reservation (e.g. tables, chairs, poster boards)

e Venue reservation (e.g. Seminar Room, Activity Room, Music Room)

This guide provides a guideline to students and staff on how to create user accounts and to reserve

facilities and equipment at the Online Facilities Booking System by Wu Yee Sun College.
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1. GETTING STARTED

1.2 Personal Information

1. On the login page, type your student/staff ID and CWEM password. Click “Login”.

Ble  Edk  ew Fgvorites Tooks  Heb

o Favorites | 8 Ovilirs Facities and Maberial Reservation System

Office of Student Affairs, The Chinese University of Hong Kong

Online Facilities Booking System

StudentStatt 10;

CWEM Password:

2. Click “My Profile”

3. Click “Edit” to enter your phone number. You could include another email address, but it
is not required. Other information is not changeable. Please contact WYS Dean of Students’

Office for any discrepancies detected in your student ID number and name shown.

-, My Profile :

Student/Staff ID : 1088804100

User Name : TESTING A/C (ITSC STUDENT 041)

s10823804100@cuhk.edu.hk

Emnail (LDap) = (email will be sent to this default email address)

Another Email : |

(Optional) (email will be sent to this provided email address)
Pl e 23456789

(for booking service only)

|[ Edit ]l Close ‘
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2.1 Regqistration (Student Association)

1. The registration of student associations should only be performed by the president of the
association. Click “Registration” to enter the registration page of student association.

Fle Edt Wew Favorites Toos Help

i Favortes | (@ Online Faclities and Material Reservation System

Online Facilities Booking System

Student/Staff1D: |

Reagistration

Forgot Password?

2. Read the guidelines and scroll down the page. Input your student ID and CWEM password.
Then, click “Next” to proceed.

Student ID: ‘ 1088804200
CWEM Password: ‘ sssessne

|
|

g

Back to main page
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2.1 Reqistration (Student Association)

3. Fill in the name (both English and Chinese) of the association and the valid period. The

name of association entered should be the name of society/club instead of the name of

committee (i.e. Rotaract Club (2016/17) but not Sunflare). Please input the academic year
after the name of the club for easy identification (i.e. Dessert Club (2016/17) but not Dessert
Club). Then, click “Add” to proceed.

Uit Regabration bor i &3 o0 Bon

Enginh & psocisison Hame @

Chanarna Ansocition Namae ;

Poe iy

ialet Fron {80 =t

Vit To a3 ey |

Hegiered Ansociahon Name for relerenca:

Society 1 (2013/14)
Society 2 (2013/14)
Society 3 (2013/14)
Society 4 (2013/14)
Society 5 (2013/14)
Club 1 (2014/15)
Club 2 (2014/15)
Club 3 (2014/15)
Club 1 (2015/16)
Club 2 (2015/16)

List of associations for
reference

4. Upload the certifying letter issued by the Student Union of Wu Yee Sun College (in PDF

format only).

& File Upload:

R HREREE SR "B TERE S (BEEE) « (EEEL) -
Please upload the certifying letter issued by the Student Union of Wu Yee Sun College (Sample Letter) .

Step 1: Click [Browse] button for select upload pdf file.

Step 2: Click [File Upload] button for upload the registration form.

Browse.. File Upload |
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2.1 Reqistration (Student Association)

5. You can add member(s) of your association by typing the Student ID(s) and corresponding

position of the student(s) concerned.

Bl [ Logout ]
.+ User Registration for new assaciation
To add newr member: please input the student I and pesition [in english).
stugent 10: | | Position fengusn: | | (Caaa ]
President.
Change? Delete StudentName Position
Edit Delete | TESTING A/C (ITSC STUDENT 041 Preésident
[
6. You will receive a message regarding your application. The application result will be

notified via email.

... User Registration for new association

Your application for registration is well received. Please see the following details for your information.

Application Details

Society Name: Assocication |

Name: TESTING A/C (ITSC STUDENT 042)
SID: 1088804200

You will receive the application result via email within 7 working days.
Please contact Dean of Students’ Office at 3943 3942 / kathyfong@cuhk.edu.hk if there are any questions to your registration.
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2.2 Adding or Removing Committee Members

The president is requested to send email to kathyfong@cuhk.edu.hk for adding or removing
committee members. Please submit the name, CWEM username and position of the committee

members. The information change will be confirmed via e-mail as soon as possible.

3. Login

1. On the Online Facilities Booking System login page, type your student/staff ID and
CWEM password.

2. Choose the user group (If you belong to one or more association(s)).

Fle Edt  Yew Fgvorkes Toos Heb

g Faverkns | (8 Qv Faclins arud Makerial Resesvabion System

Online Facilities Booking System

StudentStaf 10 [10EEMA00

User Group: CUNK Student Union Student Chnstisn tove % [ Confirm
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4.1 Equipment Reservation (Requires College Approval)

1. Login to the system.

2. Choose the association desired from the drop-down list (equipment could only be
booked by student associations, no individual booking is allowed)

Ele Edit wew Favorites Tods Help

i Favarites ‘ 1€ orline Facilties and Material Reservation System ]

Online Facilities Booking System

swdentstaffin: [ |
CWEM Password: | | Login

Registration
User Guide

Forgot Password?

3. Choose “Equipment Reservation” from the drop down

Category: | — Please Select — I v|
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4. Read the rules of reservation. Then, click “Accept”.

Category: | fEF#98 Equipment Reservation ™| Download (tems Information

~
f& Y% Equipment Reservation
ﬁﬁ—’—ﬁmﬂ LE3 ‘ R
Ttem Maximum Borrowing Remarks Photos
Period
ERERERS Furniture and iti
IS #3456 SEETR j
Poster Beard (zbout 4 567 | 3 continuous days 3
P
EER
5 continuous days
[1.” \‘L_l a

I Accept l Hot Accept

On the Reservation page,

5. Select the type of equipment from the “Category” drop down list.
6. Click on the date of borrowing on the calendar.

7. Click on the desired time slot(s).

8. Click “Add booking”.

Please note that if an area is shaded in red, the time slot(s) concerned for that particular
item is unavailable.

I Calegory Furniture & Equipment v I
I AGG baoing Iq_g

= September =

B 2015 =

o e T e T B G

AM 12345

E§ I 8B 3 101U Plostic Chair
131418 16 17 18 1

AR A Folding Table
T WBVNL LI

f 5878 a4 Exhiition Board

Baaking Procedure:
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9. Fill in the number of each item requested in the “Request” box and fill in the form. The
number filled in should not be larger than the available number. Then, click “Confirm”
to submit your application.

. Add Booking Information:
Please fill in information, then click [Confirm) button. A message will appear to confirm the successful reservation of the item(s).
13/8ug/2017 Mavesbie Whitzboard SIS z E‘
User Name ES22% I
User E-mail §EEx (LDap) ¢
Anccher user E-mal (Fany) #ommemston): [ ]
User Phone Number S SSEERS: | (for booking service only)
DR A LY

1. FEE% Name of Activity / Event:

2. 455 Venue:

3, =% Time:

4, S (&M T &) Estimated number of participants (including helpers): D

5. FERTRSITEE Any charge for participants: @ ves ONo  (If Vs, How much?)  HKg

6. EEEE - SERSE Aims and Details of the acivity:

7. ZEETERSER: Any sponsorships @ ves ONo

(o=« aFimEmaEzemws: I yes, please state the names of org, and ways of sponsorships.)
8. B2 Role of the student society:  ® =35Sols organizer O &3% Co crganizer Og3% Sub arganizer
(fods/a - BFLENT =M RAN If the society is co-organizer or sub-organizer, please state the name of erganizer. )
‘ Confirm Back
Copyrignt @ 21

10.  You will receive a message regarding your application. The application result will be

notified via email.
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4.2 \Venue Reservation

a. Venue Reservation (Requires no College Approval)

1. Login to the system.

Fle Edt View Favortes Tools Help

iy Favorites ‘ /& onlins Facities and Material Reservation System | |

Online Facilities Booking System

StdentStaffi: ||
CWEM Password: I:l Login

Registration
User Guide

Forgot Pagsword?

2. Choose “Venue Reservation” from the drop down list.

Category: i — Please Select —
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3. Read the rules of reservation. Then, click “Accept” to proceed.

Categery | MU Fodrm Ranaroter ¥ Dzamiaed Sy b pen)
-
EHE M Roeoms Reservation
FELR _lil L L}
Avalable Reami e ol Rnami Arm Une
M X
At
| osE WEEnE e W | WA, WEAR RN kD
| egraied A rtpliprter Setupaelt prig
Raam 500 PH Chiu Bldig. | =nEreel Amem 5 B el
| Fadem ot e
[ WEEHY e 3 EWTELN W SRR D
ill:mmmht‘hmnldq Indeginted Aty e, Cerfrendes gl Lanea s
L jlaam. pamcal e
e BERRE rpaed | O & CCGIT B ] BEE 1 EVT .
| R 508 Pi Chiss Bidig,| A5y Raem NS Condaenodl snd T duT
| 9 e s
o e & T AR A R oS ENsah
ilnqn.m:.ch..nmq_ Eabnm Hag B, il sl i ki
nEmode s Ee
[BmaEE 1311 T ;
Einumiﬂ Pi Chiss By, | Cosmmnce Hal S we i
|
ey | Tud | E | HEddne ek EaeAih
| Rt Aciiny Rosm Torbaldng vemmm coafmmon and Tou
A m 506 Pi Chia BH.I.U.l
| wrn Cumn st -
[T |' ok Accent

\

On the reservation page,

Choose the booking date from the calendar.

Select the types of rooms for reservation from the “Category” drop down list.

Check the box(es) on the reservation time slot(s).

. Click “Add booking”.

NS U1 e

Please note that if an area is shaded in red, the time slot(s) concerned for the particular

venue is unavailable.
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a. Venue Reservation (Requires no College Approval)
4

Calegoay  Musting Foon i T .
e Mg P | EEE R -

8. Click “Confirm” to finish the process.

[ Add Booking Information:

31/Aug/2015 17:00 -
31/Aug/2015 18:00

Music Room £ - E106

User Name {#£f#£#§ : TESTING A/C (ITSC STUDENT 041)

User E-mail EFA&&EES (LDap) : 51088804100@cuhk.edu.hk
User E-mail EHESEH

User Phone Number {#ERA&EEE5EIE45 6789 (for booking service only)

~

I. Confirm .I| Back |
=

9. You will receive a confirmation email on your booking.

10.  You can go to the rooms directly on the day of reservation with your student ID card.
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b. Venue Reservation (Requires College Approval)

1. After Click “Add booking”, you should be required to submit event proposal or fill in the
form.

A) Submit event proposal

AT Sgnage Stand

2. Click “Choose File” to select the file. Please note that the System only allow the upload of
WORD, PDF, and JPG.

3. Click “File Upload” to upload the file.

4. Then click “Next” to continue.

N
@

"4 File Upload

L
g B EEEIEE . DL THEAMT A F#E RS WORD, POF, JPG - 3 #f /B A3000KB - /
I File Upload I

o file chosen

P

I | Next I
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["d Add Booking Infermation:
Please fill in inf tion, then click [C ] button. A will appear to confirm the successful reservation of the item(s).

18/Auqg/2017 17:00 - & o
16/Aug/2017 19:00 Student Canteen with Stage (exclude AV equipment) BEREIEAS (TEESHN) - LG/F

User Name (8F 27 @ TESTING AIC (ITSC STUDENT 041)
User E-mail I ERE (L0ap) © 51088804100&cuhk.edu.hi
User E-mail EHEEE [ |

User Phone Number @ESTIEEE: | 23456780 (for bocking service only)

| Confirm ] | Back

5. Then click “Confirm” to continue.

B) Fill in the form

. SN A DLy
1. FEEAE Name of Activity / Event:

2. m-@t) E(&% T 8) Estimated number of participants (including helpers): |:|

3. BEET T80T EE Any charge for participants:  ® ves O No (If Yes, How much?) HK:
4. ZEEE - ESZ 75 Aims and Details of the activity:

5. EEETERSHEBS T SENE) Any invited organizations (including Media): @ ves ONo
(#£% « FFIEEBARE If yes, please state the names of crganizations.)

(#2% - @7 E8mw= If yes, please state the level of participation.)

6. EXETERBFEL: Any sponsorships ® yes ONo
(4% « AT EEBLEZS% = If yes, please state the names of organizations and ways of sponsorships.)

7. &%= Role of the Student Society: @ =3%Sole organizer O &3 Co organizer O &35 Sub organizer

(3oass/Eis « BFISANSENTRAME If the society is co-organizer or sub-organizer, please state the name of organizer. )
[ confim | [ Back |
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You have to fill in the form and click “Confirm” to submit your application.

You would be notified with the application result by email.

For College Theatre, you need to go to Counter at G/F or call 3943 3933 to contact hostel
workman for opening the door before your reserved timeslot on the day of reservation
with your student ID card.

For other rooms that do not require keys, you can go to the rooms directly on the day of
reservation with your student ID card.



4.3 Exhibition Use/Promotion Area Reservation (Requires College
Approval

1. Login to the system.

2. Choose the association desired from the drop-down list (Exhibition Use/Promotion Area
could only be booked by student associations, no individual booking is allowed)

Fle Edt View Favortes Tools Help

S Faworitss | (@ Orline Faciities smd Materisl Ressrvation System I

Online Facilities Booking System

Swdent'staffiD: | |
cWEMPasswore: | | [__Legin ]

Registration
User Guide

Forgot Pagsword?

3. Choose “Exhibition Use/ Promotion Area Reservation” from the drop down list.

Category: = Please Select —
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4. Read the rules of reservation. Then, click “Accept” to proceed.

Category: |EE%§%;’E{${}}:E Exhibition Use/Promotion Area V|

Wu Yee Sun College A
The Chinese University of Hong Kong
TEFXAEMEFRER
Exhibition Use & Promotion Area List FERE Hig/ e E i BEE
Weekly Max.
Quota Isngll::? of TRV
\ . (Sun to Sat) °{‘|’"‘)“E BIETE
ame o BEH(E8 HRE Photos &
Venue s Kinebe
%ﬂﬂ%m EI ==/ \}Ejﬁg‘ fgﬂa *HH Reserve
HIR#L = venue
1] () before
B e | W | B
Al " A | B8
East Block
Lift Lobby
Promotion
14 3H
Area BF[EE
d 3 Days
FHEREA e v
e e R
< >

On the reservation page,

Choose the booking date from the calendar.
Select the types of Exhibition Use/Promotion Area from the “Category” drop down list.
Check the box(es) to choose the Promotion Area.

Click “Add booking”.

Please note that if an area is shaded in red, the time slot(s) concerned for the particular

® N > @

venue is unavailable.
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Back to Main Category Selection

Sun Mon Tue Wed Thu Fri Sat

December )
2017 =

Booking Procedure:

E'FED Select Category
Ste Choose the booking date
3 P lin the calendar and

3 From/To Date
gFep Select the facility item
Step | Click the [Add booking]
4 button to next page
Check Booking:
Step | Choose the booking date
13 in the Calendar
Step | Click the "X" to view
2z details

20| P

_Available

Closed

age

Add booking

i. FEYETARI -
il. SXRSAHE4H -

iii. Fh- a3 H H 55 R Bellbdk -

Booking From:

Promotic 1
Area FE
#H

College
Gallery
Promotic 1
Area
(East) £

AlRifER

College
Gallery
Promotion
Area
(West) &
FREARA

Category

Booking To:

[Promotion Area ST E

01122017 v

5 i e o e

CECEDEDD




8. Fill in the form and then click “Confirm” to continue.

| SRR A DUV

1. ;E#4% Name of Activity / Event:

2. Hi+9ir) &(&E T4 ) &) Estimated number of participants (including helpers): |:|

3. EEET TSI TES Any charge for participants:  ® ves O No (If Yes, How much?) HK:
4. ZEES - 5355 Aims and Details of the activity:

5. EEETERnAEEST(SE%R) Any invited organizations (including Media): ® ves ONo
(#0% - H7/55E@A% If yes, please state the names of crganizations.)

(#0= « FFESET= If yes, please state the level of participation.)

6. EEETERSEN: Any sponsorships @ ves ONo
(0% - @7 EERLBE LTS If yes, please state the names of organizations and ways of sponsorships.)

7. B%%= Role of the Student Society: ® =35Sole organizer O &% Co organizer O E3% Sub organizer
(3oass/ass  BFISANT=NaTRRLnE If the society is co-organizer or sub-organizer, please state the name of organizer. )

9. You would be notified with the application result by email.

21| Page



4.4 Ttem Cancelation

1. Login to the system.

File Edt View Favorites Tools Help

i Faverites | (@ online Facilites and Material Reservation Syster

Online Facilities Booking System

studenvstafi: [ |
CWEM Password: |

Registration
User Guide

Fargot Passward?

2. Click “View/Cancel Booking”.

3. Set the From date and To date. Then click “Search”

4. All the reserved items within the period selected would be shown in the spaces below. If there
are more than 10 reserved items within that period, please click on the page numbers to view

the reserved items of a later date.

5. Select the item you would like to cancel by clicking “Select”.

|_3 [ Add Booking ] |:_j‘ [ View /Cancel Booking -4, [ My Profile ]

._7 Search Booking
From (ddfmmfyyy ) : 06/09/2015 & To(ddfmmfwy ) :|20/09/2015 ]

Member Grou sociation 2
Association @ |English
Search I record(s) found.

Your selected page is 1

CEE<— *

Previous Next
Association Ready Shnuld
f e Items Requests | for Chm‘kcd Returned Da?:nﬁl;:_r;g;n) IZE:::T?&)
Drpz: cment Pickup Return

|—|

™

fEEEE Music
Select Venue Room &=& ?i’%ngms ?;"ESD"QDLS
Reservation = - E107
: ] Music
Select ENglish Venue Room €& 1 N/A N/A N/A na  D7/5ep/2015 07/Sep/2015
Club " . 11:00 12:00
Reservation = - E106
. EEEE Activity
Sl | IR Venue Room iE81 1 N/A N/A N/A i | SRS | T AR
Club _ | Eeid 12:00 13:00
Reservation = - Wi1i6
f i o
English =T Plastic
Select Club Equipment ol =i 1 1 o 1] o 16/Sep/2015 16/Sep/2015
Reservation
P EETm Moveable
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6. Click “Delete” to cancel the item selected.

|_8 [ Add Booking ] I:__| [ View/Cancel Booking ] _4, [ My Profile ]
] Booking | Delete |
Information
] WYS Booking Information:

Rooms Reservation - Music Room -E107

Society Name : English Club

Booked By : LU, Le ID : 1155062151

Qty : 1

Booking Date : 07/Sep/2015 11:00 - |07/Sep/2015 12:00

Phone Number : 50332605 (for booking service only)

E-mail (LDap): 1155062151@link.cuhk.edu.hk

E-mail :

Notes :

A

7. If you would like to proceed with other item reservation, please click “Add Booking” to
continue your reservation process.

|_8 [ Add Booking ] |:__l [ View/Cancel Booking ] -4, [ My Profile ]

["] Search Booking

From (dd/mm/yyyy) : \06/09/2015 (C] To (dd/mm/yyyy) : | 20/09/2015 (C]

Member Group : Association

Association @ |English Club

Search 14 record(s) found.
=" 1

Your selected page is 1

Previous || Next

. = Music , ] ] ;
select " enue Room & 1 NA N/A WA WA (7?0 DI E
Reservation X - E107 ) )
: EEEE Music . ] . ]
Select E||1ugbllsl1 Venue Room && 1 N/A N/A N/A N/A ??SDEDJULS ?;;IEDEDJDLS
Reservation = - E106 ) )
} EFEE Activity . ] ) ;
Celect E?ugljlmh Room =8 1 N/A N/A N/A N/A ?;,E:Uep,zms ??ﬁuepfzuls
Reservation X - W116 ) )
&=
i = - Plasti
Select EIILQI:“Sh qug'p_"\'j:t'.‘gn cl?jiul-c;-gﬁ 1 1 0 0 0 16/Sep/2015 16/5ep/2015
= = Moveable
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4.5 Overdue Items

If you have any overdue items, you will be redirected to the page with overdue list of item(s)
once you logged in. You cannot make any further reservations until you have returned all overdue
items.

.:__ll Overdue List

No further reservation can be made. Please check your overdue records,
Chacked

Booking Date (To)

Association [ Department Itemns Returned Booking Date (From)

Out
Testing 2 Plastic Chair 10 o] 10 27/Augf2012 28/Augf2012 |
Logout
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