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The Library Room Booking System User Guide 

How do I sign-up?  

If you have a Library Account, just visit the Library Room Booking System 
homepage, enter your Student/Staff/Library ID and Library Account password 
and click on "Login".  

If you forget your library password, click on "Forgot your Library Password " link. 
If you don’t know what your ID is, click on “Find out what your Student/Staff 
Library ID is” link for information.    
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Library Room Booking System Main page 

 

1. The sub-menus are for view and search your own bookings and your profile 
in the Library Booking System 

 [Add Booking] is the room booking page 

 [View / Cancel My Booking] is the page to search for your booking 
records, update booking information and even delete the bookings 

 [My Profile] is the page to view your account information in Library 
Room Booking System 

 [Logout] is to close the System 

2. The View drop down list is to define the booking page view on 1 day / week 
/ month; the library list is to select target library; then the facility list is to 
select room(s) for booking.  

3. Columns to show room names and maximum number of seats 

4. Timeslots for booking, used to be 30 minutes per session 

5. Calendar to select date to display room booking timeslots 

6. Color explanation: 

 Yellow : available booking slots 

 Red : timeslots are booked 

 Blue : timeslots are not available for booking 

 Purple : library is closed 

7. Details : show booked timeslots with your name and department 
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How do I change views on the booking page?  

With Library Room Booking System, you can view the booking page for one or 
more rooms by day, by week and by month.  

 

To change view by day: 

1. click on the View list and select 1 day  

 
 

2. then click on the Library list and select the library 

 
 

3. or alternatively, view all rooms for one day booking time slots 

 

 

4. you can view one room with one day booking time slots 
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To change view by week: 

 

1. click on the View list and select 1 week  

 

 

2. then click on the Library list and select the library 

 

 
 

3. you can view one room with one week booking time slots 

 

 



 

Revised: June 15, 2010 5

To change view by month: 

 

1. click on the View list and select either 1 day / 1 week / 1 month 

 

 

2. then click on the Library list and select the library 

 

 
 

3. you can view one room with whole month booking time slots  
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How do I make a booking?  
 

Steps to make a room booking are as follows: 

1. select your favorite view on room booking timeslots — 1 day 1 room / 1 
day all rooms / 1 week 1 room / 1 month 1 room.  

2. For example to select 1 day with all rooms, only advance timeslots 
shown on page: 

 
3. select the timeslots by checking the boxes, only one room can be 

booked at a time 

4. press [Add Selected Booking] Button to confirm the selection 

5. then you are directed to Add Booking Information page: 

 
 

6. fill in the mandatory blank fields with * , and press [Confirm] Button 

7. A booking message with booking room details will be shown on page 

8. A notification email will be sent to your mailbox 
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How do I search and view my bookings?  

To search for your booking records, select the menu link [View / Cancel my 
booking], you are directed to a Search Booking page: 

 

By default, the search period is predefined one week in advance, you can 
adjust the date period and even the From Time and To Time to narrow the 
search scope. 

You can specify the booking type by either User Booking, Library Closed or 
Blocked timeslots or simply ALL. 

 

You can also specify the room to whatever library or simply ALL rooms in all 
libraries from the drop down list. 

 



 

Revised: June 15, 2010 8

The search result for your own booking records will be shown on page: 

 

To view the booking record details, click Select, your are directed to a 
Booking Information page: 
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How do I update my bookings?  

The Booking Information page shows you every single details of your 
booking record, you may edit the booking record fields such as Purpose, 
Contact Tel. and No. of users. Other fields are not allowed to be updated for 
data integrity.   

To click on the [Edit] Button, the fields will then be opened for your editing, 
click [Update] Button to confirm. 

  

 

How do I delete my bookings?  

At this point, you may also delete the booking record by clicking the [Delete] 
Button. A delete booking notification email will be sent to your email 
account. 



 

Revised: June 15, 2010 10

How do I change the default notification settings (i.e. email address) to 
receive notification email?  

After every booking is made, a notification email will be sent out from 
Library Booking System to your email account.  If you wish to change your 
email account to receive notification email, you have to login to “My Library 
Record” and select Add/Update Your Email Address to update your email 
address.  
 
A sample notification email content is shown as below: 
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How do I view my profile? 

 
Click on submenu [My Profile], you will see your personal data shown on 
page. Information shown on My Profile page is extracted from your 
personal file in University Library System. 
 

  

 
Only the Telephone field is allowed to be edited as this number is only used 
for room booking service. To change your telephone number, press [Edit] 
Button and update your number and then press [Update] Button to confirm. 
 

 

 
 

Exit from Library Room Booking System 

Press submenu [Logout] to exit to the system, you are directed to the login 
front page. 

 

 
 
 
 


