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1.1 Introduction 

 
Wu Yee Sun College handles item booking for students, student associations and staff. 

Booking is defined as follows: 

 Equipment reservation (e.g. tables, chairs, poster boards) 

 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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1.2 Personal Information 
 

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

 

 

 

 

 

 

 

 

 

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.  



2.1 Registration (Student Association)
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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. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
2.  Read the guidelines and scroll down the page.  Input your student ID and CWEM password. 

Then, click “Next” to proceed. 



2.1 Registration (Student Association)
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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. 
 
 
 
 
 

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).  



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

position of the student(s) concerned.  
 
 
 
 
 
 
 

President 
 

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

notified via email. 

 

 

President 



2.2 Adding or Removing Committee Members
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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)). 



4.1 Equipment Reservation (Requires College Approval)
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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) 

 
 

 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

3.  Choose “Equipment Reservation” from the drop down
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4.  Read the rules of reservation. Then, click “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. 

 
 

Furniture & Equipment 

 

8  5 
 

 
 
 
 
 
 
 

6 
 

7 
 
 



123  
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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. 

 

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

notified via email.



4.2 Venue Reservation

123  
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a. Venue Reservation (Requires no College Approval) 
 
 
 
 
1.  Login to the system. 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2.   Choose “Venue Reservation” from the drop down list. 
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3.  Read the rules of reservation. Then, click “Accept” to proceed. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
On the reservation page, 

 
 
4.  Choose the booking date from the calendar. 

 

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

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

7.  Click “Add booking”. 
 

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 
5 

 
 
 
 
 
 

7 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

6 

 
 
8.  Click “Confirm” to finish the process. 

 
 
 
 
 
 
 
 
 

2345 6789 

 

8 
 
 
 
 
 
 
 
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 

 

 

 

 

 

 

 

 

 

 

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. 
 

    2          3 
 
 
 
 
 

4 
  

 
 

Equipment



 

16 | P a g e  
 

 
 
5. Then click “Confirm” to continue. 
 
B) Fill in the form 
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6. You have to fill in the form and click “Confirm” to submit your application. 
 
7. You would be notified with the application result by email. 

 
8. 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. 

 
9. 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.
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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) 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
3. Choose “Exhibition Use/ Promotion Area Reservation” from the drop down list. 
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4. Read the rules of reservation. Then, click “Accept” to proceed. 
 

 
 

 
On the reservation page, 

 
 
5. Choose the booking date from the calendar. 

 

6. Select the types of Exhibition Use/Promotion Area from the “Category” drop down list. 
 

7. Check the box(es) to choose the Promotion Area. 
 

8. Click “Add booking”. 
 

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

 
 

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

1. Login to the system. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

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”. 

2 

3 

5 
4 
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6. Click “Delete” to cancel the item selected.  
 

 
 
 
 

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

 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


