The Library Room Booking System User Guide
How do | 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 1D is” link for information.
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Library Room Booking System Main page
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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

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.

Columns to show room names and maximum number of seats
Timeslots for booking, used to be 30 minutes per session
Calendar to select date to display room booking timeslots
Color explanation:

® Yellow : available booking slots

® Red : timeslots are booked

® Blue : timeslots are not available for booking

® Purple : library is closed

Details : show booked timeslots with your name and department
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How do | 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

LIBRARY ROOM [ Add Booking ][] [ Viewr/Cancel My Booking] (L [ My Profile] ][ Logout] =

booking.system
- [~ Please Select Library — =] Facitity: | =] Detait: [
and available time slots, then click [___Add Selected Booking__|
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2. then click on the Library list and select the library

Lﬂqﬁ;;gﬁ:{em ﬁluﬂlnooking] [ [ View /Cancel My Booking ] L [ My Profile ]  f][ Logout

View: | 1 day b ‘ Librany: | Chung Chi College Library ~ | Faclity: ‘ -- ALL Room --

Please Select Library --

Please sele s, then click [ AddSelected Booking |

‘ " New Asia College Library
Y July, 2007 United College Library
‘ 4 Today a orcity | ibran

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

LIBRARY ROOM [3[ Add Backing 1 7| [ View/Cancel My Booking] ., [ My Profile ]  §i][ Logout]

booking.system

Please select facility and available time slots, then click I Add Selected Booking |
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4. you can view one room with one day booking time slots

View: Library: |EEF TS + | Facii: | ALL Room | petait: [1

LIBRARY ROOM = . = .
' King.system 3 Add Booking ] [ [ View/Cancel My Booking ] L [ My Profile]  {&][ Logout ]

View: | 10ay % Library: | Chung Chi College Library + | Facility: | Chung €hi College Library - Group Study Room 1 (4 seats) |+ | Detaik: []

Please select facility and available time slots, then click [___Add Selected Booking |
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Select date
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To change view by week:

1. click on the View list and select 1 week

Lmﬁ;;gﬁs’\;em a[ Add Booking ] m [ View /Cancel My Booking ] L‘& [ My Profile ] ﬂ[ Logout ]

Norary: | Please Select Library - v | Facility: Detail: [

acility and available time slots, then click [__Add Selected Booking |

2 July, 2007
L Toda, L

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

L;ﬁﬁ;;ﬁ?&em [ad Add Booking ] [ [ View/Cancel My Booking] () [My Profile] [ Logout]

view: | 1wflek | Library: |- Please Select Library— | Facility: ~ Detail: []
__Please Select Library —
Chung Chi College Library
Li Ping Medical Library
- T New Asia College Library
& ' United College Library
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Please felect facili s, then click [__Add Selected Booking |

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

LI|ERA|&:;g$sb13m 3 [ Add Booking ][] [ View/Cancel My Booking ] (L, [ My Profile] ][ Logout ]

View: | 1week + | Library: | Chung Chi College Library + | Facility:

Chung Chi College Library - Group Study Room 1 (4 seats) il ¢ S H]

Please select facility and available time slots, then click [___Add Selected Booking |

1 July, 2007
LIS Today he M Jul 15 Sun Jul 18
wk |5un don Tue Wed Thu Fri Sat
26 1 2 3 4 5 8 7
27| & 9 10 11 1z 15 14
28|15 16 17 18 19 EZI
29|22 23 24 25 26 27 i
30|29 30 31
Select date

Jul 17 Tue ] L Jul 18 Thu Jul 20 Fri

Available

Revised: June 15, 2010



To change view by month:

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

LIBRARY ROOM

booking.syelem A ["d1 Add Boaking ] ] [ View/Cancel My Booking ] L [ My Profile] ][ Logout]

few: | 1month v | ] |-y-| Please Select Library -- V‘Faciliqr. Detail:

‘ 1day

1 week i : i i "
Plegy=yy faghity and available time slots, then click

1 July, 2007
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2. then click on the Library list and select the library

LIBRARY ROOM
booking.system

LLLadd gooling 1 [] [ View/Cancel My Booking | (L [ My Profile] ][ Logout

| Library: | Clung Chi College Library +| Faciftyl - ALL Room - | petait: O

- Please Select Library --
Chung Chi College Library A
Li Ping Medical Library click _Add Selected Booking

New Asia College Library
United College Library

View: | 1day

July, 2007
Today

3. you can view one room with whole month booking time slots

Lhﬁo;;\lf}:n;:?:ta in [} [ Add Bocking | [ [ View/Cancel My Booking ] L [ My Profile] ][ Logout]

icie Library: Facility: | Chung Chi College Library - Group Study Room 1 (4 seats) v | Detail:
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How do | make a booking?

Steps

1.

to make a room booking are as follows:
select your favorite view on room booking timeslots — 1 day 1 room/ 1

day all rooms /1 week 1 room /1 month 1 room.
For example to select 1 day with all rooms, only advance timeslots
shown on page:

' h‘t‘:n&iﬁp‘.ayalum

"1 Add Boaking ] ] | View /Cancel sty Booking | [ My Profile ] 8] [ Logout |

vlw: Tday ¥ Libwary: | Claing Cld CoBege Libiary > Faciimy: — ALL Room ~ Diai: [7]
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s s s T W Thwa Frl Tat {4 raate) {6 swats) (& suats) {4 e, )
%6( 1 2 3 4 5 & 7 e
2 v 910 11121313 ' y
28115 18 17 18 19 20 71 [ &
29/ 22 EEl 24 35 26 27 28 S5 Bl
v 30N 10:0n AM
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select the timeslots by checking the boxes, only one room can be
booked at a time

press [Add Selected Booking] Button to confirm the selection
then you are directed to Add Booking Information page:

T 1 Aadd Bushinng | ] [ Wiewr/ Cancel Hy Bouking |, | My Profde | 51 Logeut |

_booking system
- A EBaoking Information:

|I'mll|
[ 22301 2007 11 00 204

]In
|73.I|||_ 007 1200 PM

]racw
[ Grous Sty Room 104 5wt |

[uwary
| huna chi Callege Library

demo24680

=l
=

Bouoking : 2372007 11:00 AM - 2372007 1200 PM Group Study Room 1(4 seats), CCL failed (Resason:
IMandirmam no. of 5 inthe trigger. The batch has
been abored),

Dack I

*Marsisduny frskd

Copyright © 2005 Information Tachnebegy Services Custre, The Chiness Univarsity of Hoag Kong. AN Rights Resarved

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 | 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:

"booking.system 31 Add Booking ][] [ ¥iew /Cancel My Booking | (L [ My Profile]  {i][ Logout]
["| Search Booking
R—
rom Time : [22r0712007 = |
o Time: 28/07/2007 HES [
Facility : |ALL =l
Search | Back |

Copyright @ 2005 Infarmation Technology Services Gentre, The Chinese University of Hong Kong. All Rights Reserved.

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.

I = = s

-—

- |

= L i = = = — -
LbBJIangPsyel:lem ["J1 Add Booking 1 7] [ View /Cancel My Booking | L [ My Profile]  fi][ Logout] ;

["] Search Booking

From Time : 27200 ] l_ : l_

To Time : arzoor EEE l— - l_

Booking Type :

Facility :

Library Cloged

You can also specify the room to whatever library or simply ALL rooms in all

libraries from the drop

down list.

LIBRARY ROOM
booking.system

a

[J1 Add Booking 1 [7] [ ¥iew /Cancel My Booking 1 L [ My Profile ] {8 [ Logout ]

|-"| Search Booking

From Time :

To Time :

220772007 B [
20712007 N N

Booking Type : IALL

=

Facility : |ALL

Booking ID

Select 4701

United College Library -
United College Library -
United College Library -
United College Library -
Lnited College Library -
United College Library -
Lnited College Library -
Mew Asia College Library - Group Study Room 1
Mew Asia College Library - Group Study Room 2
Mew Asia College Library - Audiovisual Room

Seminar Room 1
Serninar Room 2
Hands-on Area

Group Viewing Roorn 1
Group Viewing Room 2
Group Viewing Room 3
Group Viewing Room 4

Facility
Group Study Room 1

Book Start Time
23/07/2007 09:00

Book End Time
23/07/2007 10:00

ntre, The Chinese University of Hong Kong, All Rights Reserved,
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The search result for your own booking records will be shown on page:

LIBRARY ROOM
booking.system

[J [ Add Booking ][] [ View /Cancel My Booking |

LMy Profile] ][ Logout]

["] search Booking
From Time : 220712007 B [
To Time : 2801172007 B |
Faility : IALL j
Search | Back |
Booking ID Recursive ID Library Facility Book Start Time Book End Time
/ 4713 509 MNew Asia College Library Group Study Room 1 23/07/2007 20:30 23/07/2007 2130
4719 Chung Chi College Library Group Study Room 1 25072007 09:30 25072007 10:30
4714 509 MNew Asia College Library Group Study Room 1 30/07/2007 20:30 30/07/2007 21:30
4715 509 MNew Asia College Library Group Study Room 1 06082007 20:30 06082007 21:30
4716 509 Mew Asia College Library Group Study Room 1 13f08/2007 20:30 13/08/2007 21:30
4717 509 MNew Asia College Library Group Study Room 1 20/08/2007 20:30 20/08/2007 21:20
4718 509 Mew Asia College Library Group Study Room 1 27f08f2007 20:30 27082007 21:30

N— :
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To view the booking record details, click Select, your are directed to a
Booking Information page:

W
.'l. -8 x

Q- O KRG P&

LIBRARY ROOM
booking system

B KK 3

L [MyPerofile] S [ Administrator ] || [ Admin Guide ] ][ Logout ]

[CJ[ Add Booking ] [ [ View/Cancel Booking ]

ﬂ Booking Information:
Student/Staff Library 1D :
Hame :

Requester Library ID :
Requester Hame @
Purpose:

Start Time :

End Time :

Booking Type :

Library :

Facility :

Contact Tel :

Email : | |

Recursive? | |

No. of Users :

Department :

Remarks :

e |

Back

Copyright @ 2005 Infarmarion Technology Services Gentre, The Ghinese University of Hong Kong. All Rights Reserued,

Delete

Delete Recursive

&] Dore

& Internst
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How do | 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.

Q-0 HMRG PO s u JHELARKEHS -0

[C3[ Add Booking ] [ [ ¥iew /Cancel Booking ] ', [ My Profile ] /3 [ Administrator ] |_| [ Admin Guide ] ][ Logout]

LIBRARY ROOM
booking.system

j Booking Information:
Student:Staff/Library ID :

Hame :

Requester Library ID :

Requester Hame
Purpese: discussion
Start Time =
End Time :

Booking Type :

Library :

Facility :

Contact Tel :

Email :

Recursive? once
Ho. of Users : 3

Department :

Remarks :
Update Delete Delete Recursive Back
Copyright @ 2005 Information Technology Services Centre, The Chinese University of Hong Kong. All Rights Reserved,
&] Done & Internet

How do | 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.
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How do | 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:

B Confirmation of Library Room Booking - Message (Plain Text) E@

EF||E Edit %ew Insert Format Tools  Actions  Help  Adobe PDF

A AR L D |== =

_sua-RenlvI@Remvtoml\»ﬁrwafﬂld IR \é}\ﬂ ><|4 Ty |

From: thsadmin@cuhk. edu.bk Sent:  Mon 23/07/2007 08:43
Ta:

Ce:

Subject: Confirmation of Library Raom Booking

Dear sitfmadarm,
Your booking is confirmed with the following details:

Booking : 23/7/72007 9:00 AM - 23772007 10:00 AW Group Study Roorn 2(6 seats), CCL successful

If your group do not show up for a booking after 10 minutes of the reserved start time, the reservation will be forfeited
For any further enquiry, please contact the CCL Circulation Counter

Email: cecing@lib.cuhk.edu hk

Phone: 2603 BI63

Chung Chi College Library
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How do | 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.

L bbol:mgr ;};;‘mm '_8 [ Add Booking ] ;\_ [ Wiew/Cancel Bunkié -, [ My Profile | ) [ Administrator ] D [ Admin Guide ] ﬂ_] [ Logout |
-, My Profile
Student/Staff Library ID : demol3579
User Name : demod 3579
Department : CSCMU
Telephone : 211111 {for raom booking service only)
Email : |

Update Back

Copyright @ 2005 Information Technology Services Centre, The Chinese University of Hang Kong, All Rights Reserved.

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.

L bbol:mgr ;};;‘mm '_8 [ Add Booking ] ;\_ [ ¥iew /Cancel Booking | ' [ My Profile ] & [ Administrator ] D [ Admin Guide ] ﬂ_] [ Logout |
-, My Profile
Student/Staff Library ID : demol3579
User Name : demod 3579
Department : CSCMU
Telephone : 2111 {for room booking service only)
Email : |

Update Back

(thhnolomI Services Centre, The Chinese University of Hong Kong, &1l Rights Reserved.

Exit from Library Room Booking System

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