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Login Page %—ﬂp?s
1. Input User I I lel

Name (student
number)

2.  Input Password

IBOOKING

‘/ C Facility Booking System
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Password

Login



Overview Page

1. Filter by Day / Week
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Search Meeting Room in Overview Page
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Search Booking Result in Overview Page

Search (Booking #)

Date Time Room Name Meeting Name Organizer Edit View

2024-08- 11:00 - Room D - Aristotle Website Discussion with CHAN YUEN LING a
15 13:00 (S009) BMCO JENNIFER

Search (Booking) Result




Meeting Room in Booking Page E*‘:I-B?l:
Thei

1. Meeting Room

VIr_ BOOKING 0 owwen [ soomm*é@ Booking (. History

2.  Filter by Campus Service & Time

Site, Building, Floor [~ PRy~ ————"-c, ——. Y=

3.  Filter by Room

Group
4. Input Room Name _
One Button Studio- @ Room B - Bocrates @ Room C - Plato (1]
and Search Alex {S103a) (S1020) (S1032) <

Up to 4 pecpie Upto7 pecple Upto7 people

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

15-08-2024 (Thu)

| Search Availabls time:| - |B - 2024-08-15

0o

Room { Time 0200 10:00 11:00

Room B - Socrates

6. Date Selection

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

1. Input Meeting Room
Name
[ Overview [7) Booking Status (0 Booking (1
2. Click Search © service & Time

Catagory ) Location egsiS] - All - Al |- ) BN Stuoent Leaming Commons 1F =
Opfions Seat - ) [LERERE Flease select Tags « ) S103b '
—

Room B - Socrates @
(S103D)

U to 7 peap's

9 15-08-2024 (Thu) Mormal Rooms | "Combine Rooms | Search Available time: | [+ | ﬂ - 2024-08-15 n

Room / Time 08:00 10:00 11:00 12:00 3.00 14:00 15:00 16:00 17:00 18:00 19:00

Room B - Socrates
(5103b)
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Make Booking by selecting booking period (Select start time/end time) “‘ei

1. Select Start Time
and End Time Select Booking Period

2. Repeat booking

One Button Studio - Alex (5103a)

(Optional) (Support ' —
Daily / Weekly / 2024-08-15
Monthly)
Start Time End Tims
3. Select End Date 14:00 | (16:00 |

S

4. Click Add to preview Repeat Booking(Optional)
Close Repeat Booking Session

Daily Weekly Maonthly
End Date
2024-08-15|

Q August 2024 o

Su Mo Tu We Th F Sa




Start Booking — input booking information s o 4,
ST

&
Input Meeting Name ml

Add Classmates / >
Colleagues; Add ‘f/'-rc iBOOKING [ Overview [7] BookingStawz (0 Booking (i History
7

Guests © Service & Time © Details

® Booking ltems

Input a remark if
applicable

Click View Booking
Summary to confirm
the booking

v ¥ Masting Name

~ i Attendess(Optional) & Add ClassmatesiColieagues | @ Add Guests

1 230338308 Name of company 230338308 @stu.thei.edu.hk

%

Booking remar {@

o

CHARS: 0 WORDS: O BOWERED RY JODIT

@ % View Booking Summary )



To Add Classmates/Colleagues in booking request

1. Input Student full
name or Staff name
to search

2. Input email to

search
3. Select the User : e ) Contoct Number ~ Exmol
FONG SUI KAM 3850-8031 tommy_2002@thei edu hk
4. Click Pick to add Page| 1 lof 1 2 Displaying 110 1 o7 1 ems.
User

5. Click Add Selected
Users




BRI

Booking Request Preview Page

. Blackdist . History l=* Statistic O Logout (CHAN YUEN LING JENNIFER)

Payment

‘y‘rc BOOKING [ Overview ] Boaking Status

Click View Booking © service & Time

Summary
B

Submit Booking
after checking

~ @ Meating Name

test

& Add Qiganizer

Exhibition Hall (S005)
« & Organizer Add o

Jennifercnangthel @i hk

1 pEnnifaichan s -]
& Add Classmates/Colleagues | € Add Guests

= 48 Altendees{optional)
jenniferchandine et nk | e

1 | jenniterchan tanme o

CHARS D W

‘p'rc BOOKING [T Overview i Payment £, Blackiist (1 History |7 Statistic

[T Booking Status  (3) Booking [ Resource [} Approve

© Confirm

© Service & Time © Details

@ test
& Crganizer
1 jenniferchan jenniferchani@thei edu.hk
Exhibition Hall (S005)
~ 4 Anenases
i Jenmiferchan Enniferchand@thei edu bk

“Waiting for Approval

(1]

Submit Booking




Booking Complete “‘ei

*Remarks Highlight: \ﬁ!TC iBOOKING [ Overview [ Booking Status  (© Booking () Service 55 B Approve @ Payment 0 Blackiist (U History |2 Stafisic @ © Logout (CHAN YUEN LING JENNIFER)
1. Waiting for Approval © Service & Time © Details © Confirm © Completed
(if Approval is required) © Booking No.: 20240815-0003 Croate by: jenniforchan  Booking Dato: 2024-0-15 00-01

v & Organizer
1 jenniferchan Jenniferchan@thei.edu.hk
Exhibition Hall (S005)
v i Atendess
1 jenniferchan lenniferchan@thei 2du hk

“Waiting for Approval

o

**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 ‘y"rc IBOOKING ] Booking Status  (©) Booking (7] Service 35 Resource [J Approve & Payment 0, Blacklist (U History |~ Statistic © Logout (CHAN YUEN LING JENNIFER)
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

Exhibition Hall (S005) Booking Approval

e W#E @ Jennifer CHAN [THEI/LCDI]

iBooking System Notification <no-reply@vtceduhks>

iBooking : iBooking %%

EERRFHATRERYEFES - fURYENE - FFBEEEEE -

piipsll

EHDE - mFIFERT - S

=)t 2024-08-16

EEAE] 16:00 - 16:30

EEE THEi CW-G/F Exhibition Hall (S005)
|§E$’J%‘ CHAN YUEN LING JENNIFER
GHEE CHAN YUEN LING JENNIFER
B2 test

.4 1

TRERRSE 20240815-0003

Bl bty jenniferchan

This is a system generated email for room booking. We are pleased to inform you that your request has been received. The application is pending for approval. We shall notify you

once it is approved.

Date

2024-02-16

Time

16:00-16:30

Room [ Facility

THEI CW-G/F Exhibition Hall (S005)

Booked by CHAN YUEN LING JENNIFER
Organizer CHAN YUEN LING JENNIFER
Subject test

Number of guest 1

Booking MNo.

20240815-0003

Attendee

jenniferchan

This notification is sent by iBooking system at 2024-08-15 09:01



Email notification — Booking Approved

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

Exhibition Hall (S005) Booking Confirmation

© Jennifer CHAN [THEi/LCDI]

o iBooking System Notification <no-reply@vtc.edu.hk>

iBooking : iBooking £ &1 i@ 4]

THEVERRTE A

EUCEIPRRYTERY

BEEHER 0T EEERENE » BRI HTEEY -
FESIE

EES 2024-08-16

] 16:00 - 16:30

GEiE THEi CW-G/F Exhibition Hall (S005)
THEIE CHAN YUEN LING JENNIFER
GHEE CHAN YUEN LING JENNIFER
EiEatE test

BT 1

THE RS 20240815-0003

EEdainy jenniferchan

This is a system generated room booking confirmation.

Your booking request has been received.

To maximise resource utilisation, please cancel any booking(s) online that is / are no longer required.

Booking Details

Date

2024-08-16

Time

16:00 - 16:30

Room / Facility

THEI CW-G/F Exhibition Hall {S005)

Booked by CHAN YUEN LING JENNIFER
Organizer CHAN YUEN LING JENNIFER
Subject test

Number of guest 1

Booking No.

20240815-0003

Attendee

jenniferchan

This notification is sent by iBooking system at 2024-08-15 09:36



ics File Template

System Account <no-reply@vtc.edu.hk>
HEE O Jennifer CHAN [THEI/LCDI]

HeEEE-

ILEECRESRIRTEANEE - KSEFREFETRLITEE: Asia/Hong_Kong -

(O 2024F8516AEHE 16:00-16:30 @ THEI CW-G/F Exhibition Hall (S005)

=

Thei

16:00 E test; THEI CW-G/F Exhibition Hall (S005); System Account

17:00



Booking Approved

1. Approved Booking
will be in Black Color

Vrc iBOOKING

[ Booking Status
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11 Sun

Booking

1 Service
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13 Tue

Approve

& Payment
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Cancel booking

1. Click on the pencil

icon to the nght of ‘%rc iBOOKING [ Overview [T Booking Status Booking (1 History O Lagout {LIU Huan)
the reservation to :
be canceled.
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Cancel booking

Click "Cancel Single
Day Booking"

Click "ok"

® Booking No.: 20240814-0015

][ €© Cancel Single Day Booking I‘

Q feb

~ 4 Aitendees
1 230338208

Booking Create Date: 2024-08-14 12:16

230338308 @stu.thei.edu hk

Do you want to cancel this booking?

Cancel

% Add Colieaguss

Booking By: LIU Huan

« Change Booking Time l

©Adc Guests  Personal Contact group ~

o

CHARS: O \WORDS: 0 POWERED BY JOOIT

Submit Update
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Email notification - Cancel booking “‘ei

One Button Studio - Alex (S103a) Booking

Once Cancel booking Cancellation

successful, system will

sen? emi!I for notice and iBooking System Notification T91:54
confirmation W2 TR

iBooking : iBooking % #7: 38 40
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bizFolab~]
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A5 10:00 - 11:00
THEi CW-1/F One

55 Bt Button Studio - Alex
(S103a)

FEAE LIU Huan

“E LIU Huan

o test

AE 1

FH £ 4w 5% 20240814-0015




User Settings

1. Click the user page \L
) y’r C iBOOKING g Status i) Booking [7) Service [ Resource [J Approve & Payment O, Blacklist (i History - Statistic [ System Usel © Logout (CHAN YUEN LING JENNIFER)
2. Edit user setting S
Usar Atcounts & User Profile: jenniferchan
Mofification
Config
Login Jenniferchan
User Name CHAN YUEN LING JENNIFER
Language English
Roles THEI_CW - Admin User (Staff)

THEi_CW - Staff (AD)
THEI_CW - Superadmin (Super usars)
THEL_TY - Staff (AD)

@ [ Edit



