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Login the Web Room Booking System

1. Input Login ID
Staff: alias@cuhk.edu.hk
Students: Student‐ID@link.cuhk.edu.hk

2. Input OnePass password

3. Click “Sign in” button
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Login the Web Room Booking System
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4. Click tab‐page “YYYYXXX”
YYYY = Academic Year (e.g. 2022 = 2022‐23)
XXX = NML for Departments

ADM for Admin Offices
SOC for Student Societies

5. Click tile “Web Room Booking”



Make a room booking request
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(1) Select room size

(2.1) Select single date; or

(3)Select start & end time

(4) Click “Next”

(2.2) Select multiple days/weeks



Make a room booking request
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Select the week(s)
* Multiple weeks selection by 
pressing “Ctrl” key+ mouse click

Select the days of week



Make a room booking request
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(5) Select the preferred room
* Select single location only (6) Click “Next”

Click “Back” to change the selection criteria

Click “View” to see 
the classroom details



Make a room booking request
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(8) Click “Confirm Request”

(7.1) Input booking details (booking is for 
CUSIS class):‐
‐Telephone number*
‐Teaching/Non‐Teaching*
‐Class Indication*
‐Class Code (if any)
‐Purpose*
‐Expected No. of Participants*
‐Participants (please specify if necessary)* 
‐Precautionary Measures for COVID‐19*
‐Name of External Organization
‐Mode of Operation
‐Type of External Organization
‐Other Information

* Compulsory fields



Make a room booking request
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(7.2) Input booking details (booking is NOT
for CUSIS class):‐
‐Telephone number*
‐Teaching/Non‐Teaching*
‐Class Indication*
‐Class Code (if any)
‐Purpose*
‐Expected No. of Participants*
‐Participants (please specify if necessary)* 
‐Precautionary Measures for COVID‐19*
‐Type of Activities*
‐Funding Source 1/2/3*
‐Cost Centre/Project/Internal Order*
‐Percentage*
‐Name of External Organization
‐Mode of Operation
‐Type of External Organization
‐Other Information

* Compulsory fields

(8) Click “Confirm Request”



Make a room booking request
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Click to make another 
room booking request

Click to check the room booking request

Single date booking:



Make a room booking request
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First date of week 2014‐09‐01(Mon) ~ 2014‐09‐07(Sun)

Multiple dates booking:



Check the status of room booking request
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Room booking request 
not yet confirmed by RES

Click to cancel the 
room booking request

Details of room booking request 
status will be showed in “Note”

Click to check the details of 
room booking request



Details of room booking request
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Print the confirmation slip of room booking
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Room booking request is confirmed

Click to print the 
confirmation slip



Print the confirmation slip of room booking
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Cancel the room booking request
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(1) Click to cancel the room booking request

(2) Click “OK” to confirm cancel this booking

(3) Checked this checkbox to include the cancelled room booking requests

* Once the room booking request is cancelled, the cancel action cannot be 
reversed and the allocated location will be released.


