
Common User Workflow
(Staff)

Facilities iBooking System for VTC



Login Page

1. Input User 
Name (student 
number)

2. Input Password
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Overview Page

1. Filter by Day / Week

2. Room / Facilities

3. Filter by Campus Site

4. Filter Building Block

5. Filter by Floor

6. Dashboard showing 
Availability

7. Search Meeting Room

8. Search booking 
number
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Search Meeting Room in Overview Page

Search Meeting Room

Search Meeting Room



Search Booking Result in Overview Page

Search (Booking) Result



Meeting Room in Booking Page

1. Meeting Room

2. Filter by Campus 
Site, Building, Floor

3. Filter by Room  
Group

4. Input Room Name 
and Search

5. Remarks: Seat 
Capacity, Equipment 
of Room, Highlight 
Approval and Rate 
Card when 
necessary

6. Date Selection

7. See availability. User 
can click to book 
meeting rooms
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Search Meeting Room in Booking Page

1. Input Meeting Room
Name

2. Click Search
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Make Booking by selecting booking period (Select start time/end time)

1. Select Start Time
and End Time

2. Repeat booking 
(Optional) (Support 
Daily / Weekly / 
Monthly)

3. Select End Date

4. Click Add to preview
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Start Booking – input booking information

1. Input Meeting Name

2. Add Classmates / 
Colleagues; Add 
Guests

3. Input a remark if 
applicable

4. Click View Booking 
Summary to confirm 
the booking 1

2

3

4



1. Input Student full 
name or Staff name 
to search

2. Input email to 
search

3. Select the User

4. Click Pick to add 
User

5. Click Add Selected
Users

To Add Classmates/Colleagues in booking request
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Booking Request Preview Page

1. Click View Booking
Summary

2. Submit Booking 
after checking
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Booking Complete

*Remarks Highlight:

1. Waiting for Approval 
(if Approval is required)

**Rooms Need Approval :
1. E-Classroom
2. Exchange Atrium
3. Exhibition Hall
4. Staff Learning Commons (S401)



Pending for Approval

1. Pending for

Approval Booking 
will be in Red Color
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Email notification - Pending for Approval

Once booking successful, 
system will send email for 
notice and confirmation



Email notification – Booking Approved

Once booking successful, 
system will send email for 
notice and confirmation



ics File Template



Booking Approved

1. Approved Booking 
will be in Black Color 
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1. Click on the pencil
icon to the right of
the reservation to
be canceled.

Cancel booking
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1. Click "Cancel Single 
Day Booking"

2. Click "ok"

Cancel booking
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Email notification - Cancel booking

Once Cancel booking 
successful, system will 
send email for notice and 
confirmation



User Settings

1. Click the user page

2. Edit user setting
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