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Login the Web Room Booking System
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CUHK LOGIN

1. Input Login ID
Staff: alias@cuhk.edu.hk
Students: Student-ID@link.cuhk.edu.hk
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2. Input OnePass password

) Login Help

3. Click “Sign in” button

[ > Change Password | Forgot Password

~ Forgot Alumni |D | Password

Contact [TSC

@000Q

= Maintenance Schedule




Login the Web Room Booking System

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

_\ THE CHINESE UNIVERSITY OF HONG KONG F# ¥ X K %

[Logout]
Wednesday, July 27, 2022

Webh.Room.Becking

5. Click tile “Web Room Booking”




Make a room booking request

Registration and Examinations Section, Registry
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Ay Web Room Booking
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1 Location

Define the Minimum Size [——— v RES Communal | RES communal NML v |

room using
filters. \

View filiered rooms

2 Date

room

(1) Select room size

Choose a September 2021 +
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(2.1) Select single date; or |—
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(Se:m’m'um; d;,s,;mj;ﬂ/ (2.2) Select multiple days/weeks
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3 Time

gﬁefefgtn:d Start Time [ %30 |

start time. End Time [12:15 v
You can

e (4) Click “Next”
(3)Select start & end time ~—
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Make a room booking request

Choose a .
single date aor — Weeks starting
book multiple ,—' -T Ty 2027-09-06 1 N
days in 2021-058-13
multiple | Menday D) tte20 |
weeks., Tuesday [ |
| wednesday [ 112021-09-27
Y | 1[2021-10-04 |
I Thursday [J 2021-10-11 |
I Friday (] | |2021-m-15|
» Saturday [ | 1/2021-10-25
Select a single date . Sunday j ||2021-1101 I
(2021411-08 )
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Select the days of week Select the week(s)
* Multiple weeks selection by
pressing “Ctrl” key+ mouse click




Make a room booking request

Registration and Examinations Section, Registry

T T T T

A Web Room Booking
(= m e e

4 Select from the following options available on 2021/Sep/06

1. Language teaching activities submitted by ELTU, CLC, and other departmeants with language courses that require special equipment would have higher priority for using
multi-purpose classrooms (LSK_401/404/408/410/416 and Y1A_603/605/607/608).

2. Booking of Special Interactive Classrooms (\WMY_303 and SBE_UGO0&) will only be approved when the activities are teaching/discussion related. Student societies should
approach RES in person (10/F Y1A) for booking directly if the rooms are suitable for your activities.

: Time MName Size Description Seat Type Classroom Setting
=] . .
E (O] 9:30-12:15 FYB_105% 20 | Wong Foo Yuan Bldg 105 Table & Chair Wiew
1]

0 9:30-12:15 FYB_402 20 | Wong Foo Yuan Bldg 402 Armchair View

O 9:30-12:15 FYB_403 20 | Wong Foo Yuan Bldg 403 armchair Wiew

O 59:30-12:15 UCC_102 20 |T.C. Cheng Bldg 102 armchair Wiew

Show Maore Options /

. o . ”n
(T<Back] ™ Click “View” to see
S’ the classroom details

(5) Select the preferred room
* Select single location only

(6) Click “Next”

Click “Back” to change the selection criteria




Make a room booking request

NJI T =

Registration and Examinations Section, Registry
MR

Web Room

% Confirm your booking details

confirm

~Location

Date

Start

End

Email

Booking Size

Mame

Staff 1D/ Student ID

Telephone

Mame of Department/Student Society

Teaching/Non-Teaching
Class Indication

Class Code, if applicable

Purpose

Expected No. of Participants
Participants

*Precautionary Measures for COVID-19
#Name of External Organization

£Mode of Operation

£Type of External Orgamzation

Other Information

FYE_105
2021/Sep/06

9:30

12:15

email @cuhk.edu hk
20

MName

[8]

| d

Department

hig beoking is for CUSIS class.

|
[T
|
|
|
|
|
|
|
|
|

(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

-~ If your booking relates to singing contest or other similar activities, please consider using the three specially-equipped lecture
theatres for these activities, i.e. UCC C1, UCC C2 or LSB LTé.

* Users should observe the guidelines and regulations issued by the HKSAR Government and the University for COVID-19.

# If the activity is organized together with an external crganization, please supply details.

+ For Funding Information, you must provide at least 1 funding source, e.g. Cost Centre/Project/Internal Order as appropriate. If
there are more than 1 funding source, the sum in the Percentage field must equal 100 for Funding Source 1 + Funding Source 2 +

Funding Source 2.

Fields in bold are mandatory.

Browse FAQs on "Type of Activities” and "Funding Information”

¢ “Confirm Request”
7/

Confirm Request




Make a room booking request

Registration and Examinations Section, Regisiry

. R Web Rag
5 Confirm your booking details
E ~Location |FYB_105
‘E Date |2021/Sep/06
= Start | 9:30
End | 12:15
Email | email@cuhk.edu.hk
Booking Size |20
Mame | MName
Staff ID/ Student ID | ID
Telephone | -
Mame of Department/Student Society | Department
Teaching/Non-Teaching
Class Indication his booking is MOT for CUSIS class.

Class Code, if applicable

Purpose

Expected Mo. of Participants
Participants

*Precautionary Measures for COVID-19
Type of Activities

I
[T
I
I
I
I
I
=

+ Funding Information
Funding Source 1
Cost Centre
Percentage
Funding Source 2
Funding Source 3

| Cost Centre

#Name of External Organization
#Mode of Operation
#Type of External Organization

Other Information

(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

Confirm Request

(8) Click “Confirm Request”




Make a room booking request

Single date booking:

L .

THE CHINESE UNIVERSITY OF HONG KONG b X X % Web Room

Registration and Examinations Section, Registry #5852 8 W i Booking

Booking Requested

¥IA_LTS has been requested, from 9:30 to
12:15 on 2014-09-01

Reference
BKD40G6440

“~Location
YIA_LTS

Request?
Request

Please click "my bookings" to check
results.

[ Submit Another Booking Request \ cli
ick to make another
-=Tm s room booking request

’
book a room (mvhookinu5' Logout

N\ s’
7———’

Click to check the room booking request




Make a room booking request

Multiple dates booking:

First date of week 2014-09-01(Mon) ~ 2014-09-07(Sun)

/

w THE CHINESE UNIVERSITY OF HONG KON F b St X # Web Room

Registration and Examinations Section, Registry 80 78 i 15 5 AL & Ll Boﬂking

L .

Booking Requested

CYT_LT1 has been requested, from 9:30 to

2014209-08).
“Location Reference Request?
CYT_LT1 BKD40644F Request

Please click "my bookings" to check
results.

[ Submit Another Booking Reguest J

book a room my bookings Logout



Check the status of room booking request

Room booking request
not yet confirmed by RES

\

'@ THE CHINESE UNIVERSITY OF HONG\KONG Frilkvp 3z K 8 Web Room
Registration and Examinations Section, Registry ¥ FE i (2 /2L & 2l & Bﬂﬂk]-“g

L.

You have the following bookings: || Include cancelled bookings?

Date Start| End |~Location| Reference |Size atus Mote|Action|Confirmation Slip |Request Details
- --~\
D Monday (week(s): 2014-09-01-2014-09-08) |9:30|12:15|CYT_LT1 |BKD40644F | 100 BKD40544F
~—_——’
@ 2014-09-01 9:30 | 12:15|YIA_LTS |BKD406440 | 100 | Confirmed BKD40£440

Click to check the details of

. Booking already scheduled in tl'metahle: room booking request
. Others

Details of room booking request

Click to cancel the
status will be showed in “Note”

room booking request

11



Details of room booking request

FATIIRE
THE CHINESE UNIVERSITY OF HONG KONG

REQUEST DETAILS OF CLASSROOM BOOKING

Booking Reference No.: BKD406440
Location: Y14 LTS

Date: 01/09/2014 (Monday)

Start: 9:30

End: 12:15

Email: email@cuhk.edu.hk

Booking Size: 160

MName: Name

Staff 1D/ Student ID: Student ID

Telephone: 99999999

Mame of Department/Student Society: CUHK
Class Code, if applicable: TEST

Expected No. of Participants: 1

Participants: CU participants (including staff and/or students)
FPurpose: TEST

Mame of External Organization: TEST

Mode of Operation: TEST
Teaching/Mon-Teaching: Mon-Teaching

Fee Payment: No

Other Information: TEST

12



Print the confirmation slip of room booking

I

w THE CHINESE UNIVERSITY OF HONG KONG 7 it b % & &
Registration and Examinations Section, Registry ¥ % & &8 /7 2 & i Hoﬂking

Web Room

You have the following bookings:

Date Start| End |~Location| Reference |Size Status Mote |Action|Confirmation Slip |Request Details
D Monday (week(s): 2014-09-01-2014-09-08) |9:30|12:15|CYT_LT1 |BKD40644F | 100
e
@ 2014-09-01 9:30 | 12:15|YIA_LTS |BKD406440 | 100 | Confirmed [Cancel|| [ ExDsosssn |

MNote:

A. Booking rejected

B. Booking already scheduled in timetable
C. Others

[] 1nclude cancelled bookings?

==

Click to print the
confirmation slip

Room booking request is confirmed

13



Print the confirmation slip of room booking

EL e
THE CHINESE UNIVERSITY OF HONG KONG
=] S B atid £
From: Registration & Examinations Section  Tax Name
"I"ealrgNo.: a4 8850 mganlzatbn: CUHK
B s wows —
gﬁ: Aug 5 2014 Einfa!ﬁhﬁdress: emailiBcuhk.adu.hk

fEF R =R AR
CONFIRMATION SLIP OF CLASSROOM BOOKING

ZHE M T EREZ 08 - BT
This is to confirm your booking as below:

ittt L
(S PR R ERER F O i %)
Booking Reference no: BKD406440 (Non-Teaching)
[F'Iease keep this booking reference for
future communication.)

HEGWERRYSRE TEST/TEST / CU paricipants (including staff andior

Class students
Code/Purpose/Participants: )
B FEfi o i} E3
Classroom Seat Capacity Diate From Time To Time
YIA_LTS 180 2[[1:4!'[)9&"0]1 9:30 1215

WHGARS AR - AR CHAREEREENE L RFEAREREIUAR A R - oSS ERRE
ER - A EARMEEE RIS B/ EART R - ﬁﬁ,u;; R S
T - R R S T R AR SRR A (YRR
P 58 H 2 i @ SOl s A R A -

For cancellation of booking, please submit cancellation form or cancel bookings under the WRB. RES
will iszue warning letter and/or suspend the booking right of individual user if he/she fails to cancel
the unused bookings. For those bookings where charges are involved, users MUST cancel the
bookings at least 2 wesks ahead of the event/activity/conference. Otherwise, users have to pay the
venue booking fees in accordance with the payment invoice issued by concerned offices.

EHE T

Rules in using dlassroom

1. THSESfEH R -

Classroomis) must not be used for any activity ofher than the purpose
specified an your booking request.

2. (5FI S - R A O iR I -
All fumishings. must be reinstated to the original condition after use.

3. AR S - T A -

Charges will b2 levied on damages to classroom facilies.
4 BT AT R -

Eating and drinking are prohibited in classroomis).

AT AT (T TR + BRI R AR R ] R i -
The Registration & Examinations Section reserves the right to decline
future bookings from those who fai to observe the above nules.

e
Notes:

1. FRRR TN - R L -
Information of classrooms can be accessad at the following websites:

(@) — i - B R
Classroom information - Homepage of siration & Exarninations Section
hip:ihenw cuhk edu hkings Feg

) SRR - SRR RRE S
AV equipment — Homepage of Audic Visual Services Unit
‘Dotpiweny guz cuhk eduhk

o) B s e - ﬁukf‘#ilﬁﬁlﬁ}ﬁa.
Classnet inforrmation — ITSC

It i cubik e hh’mhemnmdassmt

2. BT AL EE HIERME I R RS TN T R LT -
Booking for areas outside lecture theatres/classrooms should be directed to
fhe concemed classroem management offices.

Dats OF Print: Wed Aug 08 15:20:50 2014

14



Cancel the room booking request

You have the following bookings:

[ Indlude cancelled bookings?

Date Start| End |~Location| Reference |Size Status MNote | Action|Confirmation Slip | Request Details
D Monday (week(s): 2014-09-01-2014-09-08) |9:30 [12:15|CYT_LT1 |BKD40644F | 100 BKDADE44F
@ 2014-09-01 9:30 | 12:15|YIA_LTS |BKD406440 | 100 | Confirmed Cancel BKD405440

-

-
Message from webpage ﬁ

(1) Click to cancel the room booking request

| Are you sure you want to cancel this booking?

QK Cancel

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

You have the following bookings:

—_—-—----_-~
-y

’—

Date Start| End |/~Location| Reference |Size Status Mote | Action |Confighation Slin &Betdils
D Monday (week(s): 2014-09-01-2014-09-08) |9:30 [12:15|CYT_LT1 |BKD40644F | 100
-y
E 2014-09-01 9:30 | 12:15|YIA_LT5 |BKD406440 | 1000 Cancelled BKD408440

Pl S

(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.

( /] indude cancelled bookings? :)

15



