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1. GETTING STARTED

1.1 Introduction

Office of Student Affairs handles five categories of facility and equipment management including facility
booking for student associations, university staff and staff associations. These five categories of facilities
and equipment are defined as below:

Equipment reservation (e.g. tables, chairs, poster boards)

Promotion area reservation (e.g. table stands, exhibition areas)

Rooms reservation (e.g. Benjamin Franklin Centre, John Fulton Centre, Pommerenke Student
Centre)

Reservation of The Beacon

Station Piazza Reservation

This guide provides a guideline to the students and staff on how to create user accounts and to reserve
facilities and equipment at the Online Facilities Booking System that is managed by the Office of Student
Affairs.
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2.1 Regqistration (Student Association)

1. Click “Registration”.

(= Online Facilities and Material Reservation System - Windows Internet Explorer

@'C/" had ‘E cuhk.edu bk

Ele Edit Yew Favorites Tools Help

v+ X Ll

¢ Faverites | @ Onine Facilties and Materis| Reservaion System ]

Office of Student Affairs, The Chinese University of Hong Kong

Online Facilities Booking System

Studenvstaffi;: [ |
CWEM Password: l:l Login

Registration

Forgot Password?

Copyright & 2012 Information Technology Services Centre, The Chinese University of Hong Kong. All Rights Reserved

2. Input your student ID and CWEM password. Then, click “Next”

(= Online Facilities and Material Reservation System - Windows Internet Explorer

@'\__}‘ - & cuhk.edu hi

2l
File Edit View Favorites Tools  Help
¢ Favorites ‘ & Orline Facilities and Material Reservation System | |
HOT IO " =
o EETRALERAITE 1
The application form from is downloadable from OSA Online Facilities Booking Svstem.
[ ] ECWEMEE -
Pl enter the registration of OSA Online Facilities Booking Svstem and kev in student ID no. and CWEM password.
o FEEEFHMER -
Pl i
o FEEE
Please enter the personal information.
o FHEEEDN ELEFEESHYEERCEORESR, -
Please upload the form.
o GEMEE =5 BEfRERERTELERR - EEEEEA -
Online registration is completed. The registration will be confirmed via an e-mail within 7 working days.
¢ IBENEEFENEESLRE-
The account for staff is valid for 5 vears.
Student/Staff ID: | 1082804100
Dy Registration Form for Student ]
CWEM Password: .
wnload Registration Form for Staff ]
Back to main page
Copyright @ 2042 Informatien Technology Services Centre, The Chinese University of Hong Keng. All Rights Reserved
~
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3.

Fill in the information. Then, click “Add”.

Office of Seudent Aftain, Tha Chissess University of Hong Hang . 054 Oaline Facilitios Bosking Syitem

Lo e B L

Engiah Aasocirtsn Rame |
oy Bal Tt

Chanene Ansocistion Rame :

e

P |

Chirmasn

Wit im0 eyl |

SgREe1 o

Wiidich T A eyl ¢

30T izl

i

Bregintered Ak aociabion Rame Bor reterance:

Sacety of Joumalam and Commusrcabon

Socty of Joumaliim and Communicabion i
CU GO0

Socty of Joumaism and Commurscabion
Tanreg

Tha Bridge Clob of CUHK S0 (2008-2004)
Tha Baaige Clois gf CUHE 51 [(2009- 2010}
Tha Besdge Cholb of SUHK 5L 20102011}
Tha Brape Gl of SUHK 51 2011.2012)
The Chenn Trade Soswty GHHE-2HD)

The Chena Trade Sociesy 82011

Thay Chanm Trade Socx 2011-3013

Tha Society of Mages (200920000

Tha Socisty of Mage (2010-2011)

Tha Sotaaty of Rlisges (2011-2012)
UkRgursions - T, (2008.200H8)
LHRoundais - CUHE (2909-2080)
U-Rizundens - CUHK (2010-2011)
LRty - CUHE (2001200

CLHE (2003201
[ra el |

e

-

~—

Lopyrspht T 31 indormaten Teohnobsgy Sendded Centre, The Crme s tirer iy of Rong Kang. 41 Sphits Be s reea

List of associations for
reference

Upload the endorsed Registration Form or the certifying letter issued by the Representative
Council of The Student Union of The Chinese University of Hong Kong (in PDF format only).
You can download the Registration Form on this page.

= Registration - Windows Internet Explorer

v [l

itsc.cuhk.edu, hkffrsiRestricted/UserReqistr ationAssodiation. asp:

7]

% 2|l ‘GDDG\E

Google |

23 search -

24§ Share ‘ More >

signin A, -

e dfr I@Regustranun

[

G Home - [) Feeds (1)

Pt~ [k Page v {FTook »

Office of Student Affairs, The Chinese University of Hong Kong - 0SA Online Facilities Booking System

&l [ Logout 1
.- User Registration for new association
[_J File Upload:
SFHHECEZN (B LERERSnBAENUAOREME M ] Kb A2LatEaBH [RTERSRIAE] (STHF) -
Please upload the confirmed Endorsement form of student associations or the certifying letter issued by the Representative Council of The Student Union of
The Chinese University of Hong Kong (Sample Letter).
Step 1: Click [Browse] button for select upload pdf file.
Step 2: Click [File Upload] button for upload the registration form.
[ |(Browse__ ] _File upload |
Copyright © 2013 Information Technology Services Centre, The Chinese University of Hong Kong. All Rights Reserved.
Done € Internet H100% T
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5. You can add additional member(s) of your association by typing the Student ID(s) and

corresponding position of the student(s) concerned. Then, click “Submit”

& Registration - Windows Internet Explorer

@ L & cubk.edu.hk;

v\&, x

File Edt View Favorites Tooks  Help

i Favorites | @ Registration

‘Office of Student Affairs, The Chinese University of Hong Kong - OSA Online Facilities Booking System

&l [ Logout |

..+ User Registration for new association

To add new member: please input the student ID and position {in english]

suwaencio: [ ] posttentengisn: [ ]

Change? Delete Student Name

<lete | TESTING A/C (ITSC STUDENT 041) Chairman
I

Back

Position

Copyright © 2012 Information Teshnology Services Centre, The Chinese University of Hong Kong. Al Rights Reserved

054 Online Booking System_End User guide - Microsoft Wurdk

6.

You will receive a message regarding your application. The application result will be notified via
email within 7 working days.

E Registration - Windows Internet Explorer

@.\_ y= [e]ns cuh.edu bk EETENENE ]
File Edt Yew Favortes Tools Help

5 Favarites (& Registration

Office of Student Affairs, The Chinese University of Hong Kong - OSA Online Facilities Booking System

&1 Logout ]

-+ User Registration for new association

Your application for registration is well received, Please see the following details for your information.

Application Details
Society Name: Student Association

Hame: TESTING AC (ITSC STUDENT 041)
SID: 1088804100

You will receive the application result via email within 7 working days.
Please contact the Student Amenities Section on 3943-7216 if there are any questions to your application,

Copyright © 2012 Information Technology Services Centre, The Chinese University of Hong Kong. All Rights Reserved.
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2.2 Regqistration (Staff Association)

1. Click “Registration”.

{2 Online Facilities and Material Reservation System - Windows Internet Explorer

2| i

@@- el cubkedu. bl 9| [4][x

Flle Edit Wew Favorites Tools Help

i Favorites /& orline Facilties and Material Reservation System

Office of Student Affairs, The Chinese University of Hong Kong

Online Facilities Booking System

studenvStarfin: [ |

CWEM Password: | ‘ [ Login ]

User Guide
Forgot Password?

Copyright © 2012 Information Technology Services Centre, The Chinese University of Hong Keng. All Rights Reserved.

2. Input your staff ID and CWEM password. Then, click “Next”.

{2 Online Facilities and Material Reservation System - Windows Internet Explorer

2| i

.:‘-.v £e] cuhk, edu bk ||| K
o/

i Favorites /& orline Facilties and Material Reservation System

o RETINALEARM TR EERE -
The application form from is downloadable from OSA Online Facilities Booking System.
o EEAN AR - SERRE - S SRR A CWVEMETS -
Please enter the registration of OSA Online Facilities Booking System and key m student ID no. and CWEM password.
o EERIEEME -
Please select Registration Tvpe.
o SEEOEAEH -
Please enter the personal information.
* S ETHSN ELSRERASWE B FOFRER, -
Please uplead the form.
o CIfEEESEESERE - SEfHEREMNHELIERR - EREER -
Online registration is completed. The registration will be confirmed via an e-mail within 7 working davs.
o HEEMNEFEIHIRAE -

The account for staff is vahd for 5 vears.

>

Student/Staff ID: | |
CWEM Passwaord: ‘ |

Download Registration Form for Staff ]
|

[ Download Registration Form for Student ]

Back to main page

Copyright © 2012 Information Technology Services Centre, The Chinese University of Hong Kong. All Rights Reserved.
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3. Choose “Association Registration (1st registration)” from the drop down list. Then, click
“Next”.

= Online Facilities and Materjal Reservation System - Windows Internet Explorer

q\:;r - |g‘ htep:ifbsueb. s cubk,edu. hkifrs/MonR egUserLogin, asp

8 4 ‘X‘ @ Googl

Fle Edt View Favortes Tools  Help

i Favorites | (& orline Faclities and Material Reservation System ‘ ‘

OSA Online Facilities Booking System
Office of Student Affairs

Form for Student |

Download Registration Form for Staff ]

Registration Type:
ion (1st

Back to main page

Copyright @ 2012 Information Technology Services Centre, The Chinese University of Hong Kong. Al Rights Reserved

Input the information of the association. Then, click “Next”.
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5. Upload the endorsed Registration Form.
You can download the Registration Form on this page.

: Registration - Windows Internet Explorer

@.Qv &l cunk.edu bk o) 4] x| A £~
File Edt View Favortes Tools  Help
i Favorites | @ registration |
‘Office of Student Affairs, The Chinese University of Hong Kong - OSA Online Facilities Booking System
8 1 Logout ]

.. User Registration for new association

"4 File Uploact:
ErRCHEES (FIE2F2HEA PR ESFFOSESMETTH] - Please upload the confirmed Endorsement form of student associations.
Step 1: Click [Browse] button for select upload pdf file.

Step Z: Click [File Upload] button for upload the registration form.

|C'\Dncumenls and Settingsthubert_itsc\Desktop\proposal doc |[(Erowse... | [ File Upload |

I Download Registration Form
L
Back

Copyright ® 2012 Information Technology Services Centre, The Chinese University of Hong Keng. Al Rights Reserved

6. You will receive a message regarding your application.

- Registration - Windows Internet Explorer

@; * [&] https cubk.edu hk “[ &[4[

File Edit \Wew Favorites Tools Help

o Favarites | (@ pegistration

Office of Student Affairs, The Chinese University of Hong Kong - OSA Online Facilities Booking System

&1 rogout ]

.+ User Registration for new association

‘Your application for registration is well received. Please see the following details for your information.

Application Details

Society Name; Football Club
Hame: TANG Ho Chun Hubert
Post: Chairman

SID: 452091

You will receive the application result via email within 7 working days.
Please contact the Student Amenities Section on 3943-7216 if there are any questions to your application.

Copyright © 2012 Information Technology Services Centre, The Chinese University of Hong Kong. All Rights Reserved.
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7. For registration of additional staff association members, choose “Association Registration (2nd

or above registration)”.

= Online Facilities and Material Reservation System - Windows Internet Explorer

||+ K =
@.\Jv &) cuhk.edu.hk AR | |le

Ele Edt Vew Favortes Tooks  Help

<z Favorites

@ Online Facilities and Material Ressrvation System

OSA Online Facilities Booking System
Office of Student Affairs

Registration Type:

Association Registration (1st registration)
Association Registration (1st registration)
Association Registration (2nd or above registration)
Department Registration
0SA Staff Registration

l Download Registration Form for Student I

[ Download Registration Form for Staff ]

Back to main page

Copyright & 2012 Information Technology Services Centre, The Chinese University of Hong Kong. All Rights Reserved

8. Fill in the information such as association name and position. Then, click “Next”

= Registration - Windows Internet Explorer

@ - [ cuhk.edu.hi

o] || 28 ol
Fle Edt View Favorites Tooks Help

o Favorites | @ Registration

Office of Student Affairs, The Chinese University of Hong Kong - OSA Online Facilities Booking System

8l Logout ]

_ Registration for Association Member

Please fill in the information and click [Next] button to next page.

Association name !

[—Fi=

it 3

Position (English) :

L1

7\

Copyright & 2012 Infermation Technology Services Centre, The Chinese University of Hong Kong. All Rights Reserved
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9. You will receive a message regarding your application.

(= Registration - Windows Internet Explorer

@;r - |E, https: fifbsweb.itsc.cuhk.edu. hk/frs/Restricted/UserReqgistrationassociationMember , aspx

Fle Edit Wew Favorites Tools Help

5 Favarites | (& Registration ‘ ‘

Office of Student Affairs, The Chinese University of Hong Kong - OSA Online Facilities Booking System

&l [ Logout ]

;9 Registration for Association Member

Your application for registration is well received. Please see the following details for
your information.

Application Details

Society Name: Foothall Club
Hame: TSUI Mun Yee

Post: Vice Chairman

S10: Q75960

You will receive the application result via email within 7 working days.

Please contact the Student Amenities Section on 3943-7216 if there are any questions to
your application.

Copyright © 2012 Information Technology Services Centre, The Chinese University of Hong Kong. All Rights Reserved.
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2.3 Regqistration (Departmental Staff)

1. Click “Registration”.

{2 Online Facilities and Material Reservation System - Windows Internet Explorer

@@- &l cubk, edhu. bk DIENR |

Flle Edit Wew Favorites Tools Help

i Favorites /& orline Facilties and Material Reservation System

Office of Student Affairs, The Chinese University of Hong Kong

Online Facilities Booking System

studenvStarfin: [ |

CWEM Password: | ‘ [ Login ]

Registration

Forgot Password?

Copyright © 2012 Information Technology Services Centre, The Chinese University of Hong Keng. All Rights Reserved.

2. Input your staff ID and CWEM password. Then, click “Next”.

» HREFECETD > HMERENTEIERR - EREEE -
Online registration is completed. The registration will be confirmed ia an e-mail within 7 worling davs.
* IEENEEEUHERE-

The account for staff is valid for 5 vears.

Student/Staff 1D: |a1 23456|
[ Download Registration Form for Student l
CWEM Password: |uuuu

[ Download Registration Form for Staff ]

Back to main page

Copyright © 2012 Infermation Technelegy Services Centre, The Chinese University of Heng Kong. All Rights Reserved.
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3. Choose “Department Registration” from the drop down box. Then, click “Next”.

O 8A Online Facilities Booking System
Office of Student Affairs

Registration Type:

Dovmload Registration Form for Student
Association Registration (1st registration) v ’ wnload Registration Form for Student__ |

Association Registration {1st registration)
Association Registration {2nd or above registration)

’ Download Registration Form for Staff ]

OSA Staff Reqgistration

Back to main page ]

Copyright © 2012 Infermation Technelegy Services Centre, The Chinese University of Hong Keng. All Rights Reserved.

4. Upload the endorsed Registration Form.

You can download the Registration Form on this page.

e Registration - Windows Internet Explorer
@.\__) = |@‘ cuhk. edu. bk v| .

File Edit Wiew Favorites Tools  Help

{j Favorites ‘ @Reg\stratlnn ‘ |

Office of Student Affairs, The Chinese University of Hong Kong - OSA Online Facilities Booking System

. Registration for department

[ File Upload:

ErEcHEY (ELEXSHBABR ESEFossaRENESEE] -

Step 1: Click [Browse] button for select upload file.

Please upload the confirmed Endorsement form of staff associations.

Step 2: Click [File Upload] button for upload the registration form.

| “ Browse.. ][ File Upload ]

TFZE Download Area:
L=

[ Download Registration Form

Copyright © 2042 Information Technology Services Centre, The Chinese University of Hong Kong. All Rights Reserved.
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5. Fill in the personal information. Then, click “Submit”.

(= Registration - Windows Internet Explorer

L4 ‘E https:/(fosweb itar. cubk edu k) frs Restricted User Registr ationDept, asps Vl & *2|| X ﬁGuogle | P

Fle Edt Wew Favorites Tools Hslp

< Favorites ‘ (€ Registration | ‘

Office of Student Affairs, The Chinese University of Hong Kong - OSA Online Facilities Booking System Ll
4§l [ Logout ]
-+ Registration for department
User Information
Dept Code : [msc |
Chinese Department Name : \iﬁﬂﬂiﬁmﬁﬁ ‘
English Department Hame : ‘\nfnrmatmn Technology Services Centre ‘
Chinese Name = : ‘Fﬁiki ‘
English Hame : [TANG Ho Chun Hupert |
Position (English) : ‘AFC ‘
UserID: [a3s6700 |
Add(C): [ |
Add (E): [Fi chiu |
Email (Default): [nuber@eunk.eduhk |
Email (Others) *: [ |
Telephone : [12345678 |
Dept Head: "‘."."ong Siu Ming ‘
Head Position: ‘Seniarcumputer Officer ‘
Enter Chinese Address please
i glish Address please
|
* Optional
v

6.

You will receive a confirmation message regarding your application.

(= Registration - Windows Internet Explorer

@[] hittps:ifbsuieb itsc.cuhk.edu.hkifrsiRestricted/User Rasist-ationDept 55

fle Edt Wew Favorites Tools Help

¢ Favarites ‘ (& Registration

Office of Student Affairs, The Chinese University of Hong Kong - OSA Online Facilities Booking System

[ Logout ]

-+ Registration for department

your information.

Application Details

application.

Your application for registration is well received. Please see the following details for

Department Registration : Information Technology Services Centre

You will receive the application result via email within 7 working days. Please contact
the Student Amenities Section on 3943-7216 if there are any questions to your

Copyright © 2012 Information Technology Services Centre, The Chinese University of Hong Kong. All Rights Reserved.
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2.4 Regqistration (OSA Staff)

1. Click “Registration”.

&8~ & cUhk. s bk v[4][x

Fle Edit View Favorites Tools Help

i} Favarites | @ Online Facilties and Material Reserwation System | |

Office of Student Affairs, The Chinese University of Hong Kong

Online Facilities Booking System

Student/Staifin: [ |

CWEM Password: | | [_togn ]

Copyright © 2042 Information Technology Services Centre, The Chinese University of Hong Keng. All Rights Reserved.

2. Input your staff ID and CWEM password. Then, click “Next”.

{2 Online Facilities and Material Reservation System - Windows Internet Explorer

G_\:' & cubk, zdu bk 8

I
¢ Favorites ‘ {& Online Faciities and Material Reservation System ‘ ‘
o BELETTHE CERARM TEEERE - -~
The application form from is downloadable from OS A Online Facilies Booking System.
o FHEAECERAFR - MR o SRR B CWEMETS -
Please enter the registration of OSA Online Facilities Booking System and kev in student ID no. and CWEM password.
o EERIZEmER -
Please select Registration Type
®  FhAE AR
Please enter the persenal information.
o S ETHEIN TR LSRR AR S TR F OSSR, -
Please upload the form.
* CEMEFRECERR MRS IEIERER - EREEED -
Cnline registration is completed. The registration will be confirmed via an e-mail within 7 working davs.
o PRLEMIEFERPRAE -
The account for staffis valid for 5 vears
Student/Staff 1D:
CWEM Password: [ D load Regi: ion Form for Student ]
Download Registration Form for Staff |
[ eckm e ]
Copyright © 2012 Information Technology Services Centre, The Chinese University of Hong Kong. All Rights Reserved.
I~
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3. Choose “OSA Staff Registration” from the box. Then, click “Next”.

(= Online Facilities and Material Reservation System - Windows Internet Explorer

5\‘:; w [ hepufifosueb. tsc cukuedu hkifrs/NonRegUserlogin aspx

v‘ 4| X ’ﬁGungla

Fle Edt View Favoites Tooks  Help

T Favorites | {& oriine Facilities and Material Reservation System ‘ ‘

OSA Online Facilities Booking System
Office of Student Affairs

Registration Type:

— Download Registration Form for Student
)SA Siall Kegistraion

]

[ ion Form for Staff

]

Back to main page

Copyright & 2012 Information Teshnalogy Services Centre, The Chinese University of Hong Kong. Al Rights Reserved

4.  Fill in the personal information. Then, click “Submit”.

G.- G & M bk e b,

o Pt Regetration

LN B

-+ Pespatraton for 054 siatl
LisaT Idor At
g Codle 1 TS
Eaghh DL Mime | Wisrmsos TEcnnsioon Seeasel o
CFafrie Nafe "2
Eragiuh Hame : TalG e Coun Hutai
[y AR
Errumd [Colauity 'JJ[,.:‘..E-:I‘hI Ay hi
Mol [Cribara 5
Tisbaptans | 12345473

ET~~

* {phicrial

Copyright £ A1 infcrmution Technakagy Sarvicas Canine, The Chingss Bnrverasy of Kong Rang. &1 Bights Beereed
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5.

You will receive a message notice confirming your registration application. The result of your
application will be sent to you via email in 7 days.

(= Registration - Windows Internet Explorer

@ (S ] hies bk el b

File Edit Wew Favorites Tools Help

S8 [*)[x

5 Favarites (& Registration

Office of Student Affairs, The Chinese University of Hong Kong - OSA Online Facilities Booking System

£l 1 Logout |

.. Registration for OSA staff

‘Your application for registration is well received. Please see the following details for
your information.

Application Details
Department Registration : Information Technology Services Centre

You will receive the application result via email within 7 working days. Please contact
the Student Amenities Section on 3943-7216 if there are any questions to your
application.

Copyright © 2012 Information Technology Services Centre, The Chinese University of Hong Kong. All Rights Reserved.

|Page 17



3. Login

After your application has been approved, you can login to the booking system.

1. Go to the OSA Online Facilities Booking System
website: https://fbsweb.itsc.cuhk.edu.hk/frs/fOSALogin.aspx

2. On the login page, type your student/staff ID and CWEM password.

{2 Online Facilities and Material Reservation System - Windows Internet Explorer

@.\;v & cubk.edu. bk [ [42 J[2]-

fle Edt Wiew Favortes Toos Help

i Favorites | @ Orline Faciities and Material Reservation System

Office of Student Affairs, The Chinese University of Hong Kong

Online Facilities Booking System

Student/Staff ID:

Registration
User Guide

Fargot Password?

Copyright @ 2012 Information Technology Services Centre, The Chinese University of Hong Kong. All Rights Reserved
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https://fbsweb.itsc.cuhk.edu.hk/frs/OSALogin.aspx

3. Choose the user group (If you belong to more than one association).

(= Online Facilities and Material Reservation System - Windows Internet Explorer

G_.\:;w [ retpfbsien. bsc.cubk.edu kifrsiosaloain, aspx v|[42][x Googe [[2]-
Fle Edt View Favorites Tooks Help
57 Faworites | {& oriine Faiities and Material Reservation System ‘ ‘

Office of Student Affairs, The Chinese University of Hong Kong

Online Facilities Booking System

Student/Staff ID:

User Group: | CUHK stugent union Student Christian Move v‘ L Confirm ]

Reaistration
User Guide

Fargot Password?

Copyright @ 2012 Information Technology Services Centre, The Chinese University of Hong Kong. All Rights Reserved
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4.1 Equipment Reservation

1. Login to the system.

(= Online Facilities and Material Reservation System - Windows Internet Explorer |ZHEHZ|

G_‘::}"' [ hetpuiiPoseb iesc.cunk.sdu hirsjOSALogin, aspe DIENE = [[2]-
fle Edt Wew Favorites Tools  Help

i Favorites ‘ {@ online Facilties and Material Ressrvation System | |

Office of Student Affairs, The Chinese University of Hong Kong

Online Facilities Booking System

Studenvstaffi;: [ |
CWEMPassword: | | Login

Registration
User Guide

Forgot Password?

Copyright @ 2012 Information Technology Services Centre, The Chinese University of Hong Keng. All Rights Reserved

2. Choose “Equipment Reservation (Benjamin Franklin Centre)” or “Equipment Reservation
(Pommerenke Student Centre)”” from the drop down list.

Please select Category and read the rules and regulations, then click [Accept] button to start booking :

Category: |Elals Eat=l= e

ERE CEREEE) Equipment Reservation (Benjamin Franklin Centre)

ERSL (B fwE2 ek ) Equipment Reservation (Pommerenke Student Centre)

EREEAE (i EFE) Promotion Area Reservation ( Benjamin Franklin Centre)

ERAEEUE (B RS E D) Promotion Area Reservation (Pommerenke Student Centre)

EFER FETEEHE B EHEE) Rooms Reservation (Benjamin Franklin Centre and John Fulton Centre)
B ER (B fw &2 B ) Rooms Reservation (Fommerenke Student Centre)

B A& RN RS Station Piazza Reservation

&k & Reservation of The Beacon

(& F FLOUNGE (BR+ERFEiEl) -FLOUNGE Reservation (Yasumoto International Academic Parkj

|Page 20



Read the rules of reservation. Then, click “Accept”.

Category: | {ER¥56% Equipment Reservation

Y| Download (ttems Information)

{E & Equipment Reservation

HH R ISR [ £ HR
Item Maximum Borrowing Remarks Photos
Period

KB FFREMS Furniture and Exhibition Equipment

S E94 ad)

Poster Board (about 4" x8")

SRy

3 continuous days

B ()

Folding Table (3 x2)

SRR

3 continuous days

I[ Accept_l[ Hot Accept ]

~

|Page 21



On the Reservation page,

1. Select the type of equipments from the “Category” drop down list.
2. Click on the date of borrowing on the calendar.

3. Check the time slot(s).

4. Click “Add”.

Note that on the calendar on the right, the area shaded in red indicates that the time slot(s) for that
particular item is unavailable.

ﬂ: Calendar - Windows Internet Explorer

- ] cuhk, edu.hk; v #2|| X
A

Ele Edit Vew Favorites Tools  Help

iy Favorites | @ Calendar

Office of Student Affairs, The Chinese University of Hong Kong - OSA Online Facilities Booking System Testing 3 (TESTING A/C {ITSC STUDENT 044}
[J [ Add Booking 1 [J [ Download Area] [5] [ View/Cancel Booking ] (3, [ My Profile ] & [ Member ] 8] [ Logout 1

Backto Ma eqory Selection Furniture and Exhibition Equipment bl

Download (items Information)

7 November, 2012 1
g—

e Today - 4
wk | Sun Mon Tue Wed Thu Fri S
= — [ 1f the reservation period ends on Friday, please + if the equipments are to be returned on time by Friday. Otherwise, your quota will be used for reservation on the coming Monday
4 s s & 7 8 9 1| o
45| 11 12 13 4[FH 16 ¢ Nov 11 Sun Nov 12 Mon Nov 13 Tue Nov 14 Wed Nov 17 Sat
46 12 19 20 21 22 23 Z

5 28 23 30 Poster Board (about 4'x6')

Folding Table (5%2")

Booking
Step ) Slastic Chair
1
Step
Step
Step
Check Booking: 3
St=p oking dste in
1
S0 Sl tne 5 1o view detsils
Available
Full
Blocked
Closed

10 UTC+0

Servar Time: TH=

Copyright & 2012 Information Technology Services Centre, The Chinese University of Hong Kong. All Rights Reserved

|
|
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Note that there is a box under the “Add” button:

pe reservation period ends on Friday, please +° if the equipments are to be returned on time by Friday. Otherwise, your quota will be used for reservation on the coming Monday

Nov 11 Sun Nov 12 Mon Nowv 13 Tue Nov 14 Wed Nov 15 Thu Nov 16 Fri Nov 17 Sat

Poster Board (about 4'x6")

Folding Table (5'%2°)

Plastic Chair

i)  Check the box if you could return the equipment by Friday.
i) If the box is uncheck, the item(s) is assumed to be returned on the next Monday.
i) The item(s) returned on Monday would not be counted as items borrowed on that week

5. Fill in the number of each item requested in the *“Request” box. Then, click “Confirm”.

= AddBooking - Windows Internet Explorer

@—v ] https cubk.edu,hik EYENENE | o

Fle Edit Wew Favorites Tools Help

j:;( Favorites @ AddBooking

Office of Student Affairs, The Chinese University of Hong Kong - O5A Online Facilities Booking System Clement Chung (TESTING AJC (ITSC STUDENT 041))

[d1 Add Booking] [ ][ Download Area] [ [ View/Cancel Booking ] () [My Profile] [ [ Member] &l 1 Logout ]

[~ Add Booking Information:

Equipments Available
03/Dec/2012 Poster Board (about 4'%5") 12 12 ‘
Socisty I 8215 C c '
22 5t Mar BB SR L awart . Wiy EF#8A] Reservation Rules and Regulations \

User Name BHAF S TESTING A'C (ITSC STUDENT 041)

EEMAEHERLEE EMR 22 TR RE
User E-mail BRAESZH (LDap) s1088304100@cuhk.edu.hk gﬁif " . -
—— An equipment reservation lasts for a3 maximum of

_ . consecutive days within ane week. (Sunday ta
User E-mail #EAEEE |clementchung@cuhk adu hk Saturday).

User Phone Number (85 EsE 98 3943 8333 {for booking senvice only)

| The booking of Poster Board (about 4'x5') (qty: 12) on 03/Dec/2012 is successful, I\

Copyright © 2012 Information Technology Services Centre, The Chinese University of Hong Kong. All Rights Reserved.

6. A message will appear to confirm the successful reservation of the item(s).

7. You may then go to OSA Student Services Center to pick up the item(s) you have borrowed.
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4.2 Overdue Items

If you have any overdue items, you will be redirected to the page with overdue list of item(s) once you
logged in. You cannot make any further reservations until you have returned all overdue items.

{= Overdue List - Windows Internet Explorer.
@.\-:) Ld |g‘ cuhk.edu, bk, Vl ¢

File Edit W“iew Favorites Tools Help

7 Favorites 1€ Overdue List

Office of Student Affairs, The Chinese University of Hong Kong - O SA Online Facilities Booking System

|_—| Overdue List

No further reservation can be made. Please check your overdue records,

Association / Department Cihc_-?:ul-zed Returned Booking Date (From) Booking Date (To)
10 |

Testing 2 Flastic Chair i0 0 27/Aug/2012 28/Aug/2012

Logout

Copyright € 2012 Infermation Technology Services Centre, The Chinese University of Hong Keng. All Rights Reserved.
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4.3 Promotion Area Reservation

1. Login to the system.

/= Online Facilities and Material Reservation System - Windows Internet Explorer |:”EHZ|

G_EE - ‘g bkt Fhswaeh ibse. cuhk. edu.hkifrs/OSALogn . asp Vl || X mGﬂnqle | e

fle Edt Wew Favorites Tools Help

i Favorites ‘ {@ online Facilties and Material Ressrvation System | |

Office of Student Affairs, The Chinese University of Hong Kong

Online Facilities Booking System

Studenvstaffi;: [ |
CWEMPassword: | | Login

Registration
User Guide

Forgot Password?

Copyright @ 2012 Information Technology Services Centre, The Chinese University of Hong Keng. All Rights Reserved

2. Choose “Promotion Area Reservation (Benjamin Franklin Centre)” or “Promotion Area
Reservation (Pommerenke Student Centre)”” from the drop down list.

Please select Category and read the rules and regulations, then click [Accept] button to start booking :

— Please Select —

(SRS GErEEtE ) Equipment Reservation (Benjamin Franklin Centre)

SRS (RS o) Equipment Reservation (Pommerenke Student Centre)
{EREMEUE (E5% FFf) Promotion Area Reservation ( Benjamin Franklin Centre)
(EAEENE (B fHS D) Promotion Area Reservation {Pommerenke Student Centre)
{EFRER] CEFLERE B EFHEE) Rooms Reservation (Benjamin Franklin Centre and John Fulton Centre)
{EFRER (FEE w24 o) Rooms Reservation (Pommerenke Student Centra)

(B #2HHtuE RS Station Piazza Reservation

{EF X 5 Reservation of The Beacon

{5 H FLOUNGE (BR+ERF24liEl) -HLOUNGE Reservation (‘f’asumoto International Academic F’arkjl

Category:
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Read the rules of reservation. Then, click “Accept”.

Category: | [EREE{E Promotion Area Reservation ™| Download (ttems Information
fEFHE 7B Promotion Area Reservation -
"H TR 15 FIHHRE wst
Item Maximum Borrowing Period Remarks
—Eﬁﬁ N TR TR TEREHEMT - SR MERE - SEERBEEAS
Exhibition Hall 7 Consecutive days 4R R

located on G/F, Benjamin Franklin Cent:
\rzz No. 1-6). Each arzz is sbout |

R EEM &R SRR

Exhibition Gallery: Postar 14 Conszcutive days

Board (Fixed)

RERERE SRR BETEEE MRS

Exhibition Gallery: Book Fair | 7 Consscutive days 7 tzbles and | postar board includad
Area

12 B SEETE FARSTHERER : 10

Table Stand 7 Conszcutive dzys Maximum no. of socistizs per day: '.C

EEIE?%TEEB&EH&E :

Maximum no. of table stands per socisty:
ﬂ!ﬁﬁﬁﬂ‘]ﬁﬂﬂﬁﬁ%ﬁﬁﬁﬁﬂﬁ'ﬁ‘gﬂiﬁi
Table stands are restricted to be placed at the Benjamin
Franklin Centre Student Canteen only

\$[ﬂ] Floor Plan -

Acce it Hot Accept
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4.3.1 Exhibition Hall Area

On the reservation page,

1. Select the “Exhibition Hall Area” from the “Category” drop down list.
2. Choose the booking date from the calendar.
3. Select the area(s) to reserve by checking the box(es).

4. Click “Add”.

Note that on the calendar on the right, the area shaded in red indicates that the time slot(s) for that
particular area is unavailable.

(= Calendar - Windows Internet Explorer

@7‘: w [ hitpsifbsuveb itsc cuhk.edu higfrsiRestricted Calendar. aspx DIEENE [[2]-

Flle Edt Wew Favorites Tools Hslp

¢ Favorites ‘ @ calendar | |

Office of Student Affzirs, The Chinese University of Hong Kong - 054 Online Facilitizs Booking System Testing 3 (TESTING AC (ITSC STUDENT 041))

[3[ Add Booking] L] [ Download Area] [T] [ View/Cancel Booking ] 3, [ My Profile ] & [ Member | [ Logout ]

Back to Wain Category Selection Category | Exhibiion Hall Area v
Download (tems Information)

—

Today e e

1

wk (S Mon Tue Wed Thu Fri Sat
43 1 2 3

44, 4 5 s 7 8 3 10

PEETRRTIRTERPY 5 IRERREA | Sxhiviton Hall Area 1
46| 18 19 20 21 22 23 24

47| 25 26 27 28 29 30 Exhibition Hall Area 2 -
Seioct date
—

Exhibition Hall Area 3

Nov 12 Mon Nov 13 Tue Nov 14 Wed Nov 15 Thu Nov 16 Fri Nov 17 Sat

Booking Procedure;
Step

- Exhibition Hall Area 4
Step | Chocse the bocking daste in
srrTrTE -
Step
3.

Selactthe time slon

Stap | Click the [Add] cutton to next Exhibition Hall Area 6
= page

Check Booking:

Step | Chooss the bocking date in
1 the Calendar

3122 | Cligk the X" to view detsils

Available
Full

Blocked
Closed

Server Time: Thu Nov 15 11:05:01 UTC+0800 2012

Copyright & 2012 Infermation Technology Services Centre, The Chinese University of Hong Kong. All Rights Reserved

|~
|
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5. You will need to state the purpose for the reservation. Choose the type of activity from the drop
down list. If you choose “Others”, you will need to state the specific reason for reservation in the

box on the right. After you have finished, you can click “Confirm” to proceed and finish the
booking process.

(= AddBooking - Windows Internet Explorer El@lrg‘

@.\; w |&) heps cubk,zdu.hk v[ &[] = [ |(2l:

Fle Edt Wew Favortes Tools Help

¢ Favorites | & pddBooking

Office of Student Affairs, The Chinese University of Hong Kong - ©5A Online Facilities Booking System Clement Chung (TESTING A/C (ITSC STUDENT 041))

[d [ Add Booking] [ ][ Download Area] [T [ View/Cancel Booking] ([ My Profile] ) [ Member ] il 1 Logout 1

(" Add Booking Information:

Type of Activity

03/Dec/2012 Exhibition Hall Area 1

Society @37 C
Socisty C C -, !
ociely Nams BE&57F. Clement Chung #FIRAI Reservation Rules and Regulations \

User Name & E3& TESTING A'C (ITSC STUDENT 041) RS IS AR Y, —EEE T,

User E-mail f#EAEEE (LDap)_s1022804100@cuhk.edu.hk

User E-mail fERESE clementchung@cuhk edu hk |

User Phone Number R EE553805: 3943 8835 (for booking senice only)

The booking of Exhibition Hall Area 1 on 03/Dec/2012 is successful.

Back

Copyright @ 2012 Information Technology Services Centre, The Chinese University of Hong Kong. All Rights Reserved.

6. A message will appear to confirm the successful reservation of the area(s).

7. You may go the venue directly on the day(s) of reservation.
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4.3.2 Exhibition Gallery

On the reservation page,

1.  Choose “Exhibition Gallery” from the “Category” drop down list.
2. Choose the booking date from the calendar.

3. Select the poster board(s) to reserve by checking the box(es).

4.  Choose the reservation period of the poster board(s).

5. Click “Add”.

Note that on the calendar on the right, the area shaded in red indicates that the time slot(s) for that
particular poster board is unavailable.

Category |ZdlllRe:Z0

Add

6. You may use the poster board(s) on the day(s) of reservation.
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4.3.3 Book Fair Area

On the reservation page,

1. Choose “Book Fair Area” from the “Category” drop down list.
2. Choose the booking date from the calendar.

3. Check the box(es) on the reservation date(s)

4. Click “Add”.

Note that on the calendar on the right, the area shaded in red indicates that the time slot(s) for that
particular area is unavailable.

= Calendar - Windows Internet Explorer

@;v & ko edu bk DEEIYR | |[2]-

Flle Edt Wew Favorites Tools Hslp

i Favorites | @ Calendar

Office of Student Affairs, The Chinese University of Hong Kong - OSA Online Facilities Booking System

Information Technology Services Centre (TANG Ho Chun Hubert)

[d[Add Bocking] [ [ Download Area] [ [ View/Cancel Booking] (CJ, [ My Profile ] ] [ Logout ]

[ Back to Main Category Selection | Category | Book Fair Area

November, 2012 1

Today

wk | S5un Mon Tue Wed Thu

43 1 Nov 4 Sun Now 5 Mon Now 6 Tue Nov 7 Wed Now & Thu Nov 9 Fri
4 <8 s 7 =
45/ 11 12 13 14 15
46| 13 19 20 21 22
47| 25 26 27 28 29
Select date

Booking Procedure:
Step 1: | Select Category

. | Cheese the booking date in
Step 2
=02 | e Calendar

Step 3: | Select the time slots

Step 2 Click the [Add] button to next
" | page

Check Booking:

Choose the bocking date in

Step 1:
5= 1 | e Calendar

Step 2: | Click the X" to view details

Available
Full
Blocked
Closed

Server Time: Tue Oct 30 16:42:15 UTC+D800 2012

|
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5. Upload the proposal for the reservation. The proposal should be in Pdf, word, gif or jpg format.

Then, click “Next”.

[d File Upload (word doc, pdf file, gif file or jpg file is allowed only.)
(b5 4iE %2 Upload Detailed proposal)

Please choose file you want to upload and click [File Upload] button to upload the file (repeat this step if more than one file),

ﬁilename = 2[BE File Upload I\

“~

Copyright © 2014 Information Technology Services Centre, The Chinege Univergity of Hong Kong. All Rights Reserved.

6. Confirm the booking after you have verified all the information.
e AddBooking - Windows Internet Explorer E”E‘gl
@\H/ v [&]reps cuhk,edu.hk “[&]%][x 4 |E2E

i Favarites | @ addgaoking

Office of Student Affairs, The Chinese University of Hong Kang - 05A Online Facilities Booking System

Clement Chung [TESTING AC (ITSC STUDENT 041})

[d[ Add Booking] [][Download Area] [ [ View/Cancel Booking] (J [My Profile] & [Member ] &l Logout ]

[_J Add Booking Information:

03/Dec/2012 Book Fair Area

Society Name E§EE Clement Chung

4R8I Resevation Rules and Regulations
User Name @& &8 TESTING A/C (ITSC STUDENT 041)

EEEFEAMNRUE ASHE, —RAaERTE.

BRETIRER RHEE
7 tables and 1 poster board included.

User E-mail fEFAEEE (LDap): s1088804100@cuhk.edu.hk

User E-mail EAEEH  clementchung@cuhk edu hk |

User Phene Number (& E:E9808: 3943 8835 {for booking service only

The booking of Book Fair Area on 03/Dec/2012 is successful.

Back

Copyright © 2012 Information Technology Services Centre, The Chinese University of Hong Kong. All Rights Reserved.

7. Wait for the notification from OSA on the approval status of the book fair application.
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4.3.4 Table Stand

On the reservation page,

1. Choose “Table Stand” from the “Category” drop down list.
2. Choose the booking date from the calendar.

3. Check the box(es) on the reservation date(s)

4. Click “Add”.

Note that on the calendar on the right, the area shaded in red indicates that the time slot(s) is
unavailable.

f.-: Calendar - Windows Internet Explorer

_:" e] cubk.edu. bk, v |+ % [*§
s

Fil= Edit iew Favorites Tools Help

5 Favorites (& Calendar

Office of Student Affairs, The Chinese University of Hong Keng - 05A Online Facilities Booking System Testing 3 (TESTING A/C
Q[ Add Booking] L[ [ Download Area ] [Z] [ View/Cancel Booking] (J, [ My Profile] & [ Member ]

I Category |_ab\e Stand "l I\ 1

7 November, 2012
PR Today be 4
wh [ Sun Mon Tue Wed Thu Fri Sat

43 1z Nov 11 Sun Nov 12 Mon Nov 13 Tue Nov 14 Wed Nov 15 Thu Mov 16 Fri

3
44 4 5 6 7 2 S 10
45| 11 12 13 14 1SplQ 17
46| 12 15 20 21 23 23 24
47| 25 26 27 28 29 30
Select date

Table Stand

Booking Procedure:

Step
1
Step
2
Step
3

Szlect the tims slots

Step | Click the [Add] button to next

osgs

Check Booking:

Step Choose the booking date in
1 the Calendar
Step

> Clidk the "X" to visw datails
2

Available
Full
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5. Choose the “Type of Activity” from the drop down list. If you choose “Others”, you will be
required to state the details in the box on the right.

6. Input the number of table stand(s) required.

7. Click “Confirm” to finish the booking process.

e AddBooking - Windows Internet Explorer

@.\;. v [&] rps cubk,edu bk LEIRIEINE ] (=]

File Edit \Wew Favorites Tools Help

¢ Favarites (& AddBooking

Office of Student Affairs, The Chinese University of Hong lkong - OSA Online Facilities Booking System OSA Administrator (TANG Ho Chun Hubert)

[d[ Add Booking] [][ Download Area] [ [ View/Cancel Booking] () [ My Profile ] £ [ Administrator ][] [ Admin Guide ] ]| [ Logout ]
["J Add Booking Information:
Type of Activity FREH SRR
03/Dec/2012 Table Stand Hith Others * |Others: |Conference 5 -
) R o 4T it
Soclety Name B8 57 054 Administrator & F388] Reservation Rules and Regulations
User Name /A& G#&: TANG Ho Chun Hubert A RS A5, —B AT
User E-mail $FAESE (LDap): hubert@cuhk.edu.hk 5 AR TS 1 10 6
User E-mail BRESEH | ‘ Maximum no. of societies per day: 10
= ) . ) IR EL AT RRAEES e ¢ 20
User Phone Number (A& 536 12345670 (for booking service only) Maximum no. oftable stands per saciety: 20
[ confrm | Back |
——
7 Copyright © 2012 Information Technology Services Centre, The Chinese University of Hong Kong. All Rights Reserved.

Q. Bring the table stands to OSA Student Service Centre for stamping on the reserved day.
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4.4 Rooms Reservation

1. Login to the system.

(= Online Facilities and Material Reservation System - Windows Internet Explorer

EEX
G_‘::/ - \g hittpzjFhisuveh itse cubk.sdu, hkFrsf OSALDgIn aspc V| | X mGnnqle | e

fle Edt Wew Favorites Tools Help

i Favorites ‘ {@ online Facilties and Material Ressrvation System | |

Office of Student Affairs, The Chinese University of Hong Kong

Online Facilities Booking System

Studenvstaffi;: [ |
CWEMPassword: | | Login

Registration
User Guide

Forgot Password?

Copyright @ 2012 Information Technology Services Centre, The Chinese University of Hong Keng. All Rights Reserved

2. Choose “Rooms Reservation (Benjamin Franklin Centre and John Fulton Centre)” or
“Rooms Reservation (Pommerenke Student Centre)” from the drop down list.

Please select Category and read the rules and regulations, then click [Accept] button to start booking :

o1 [y ol — Please Select —
ERS CEREEE) Equipment Reservation (Benjamin Franklin Centre)

ERS (FEE wStd B.) Equipment Reservation (Pommerenke Student Centre)

EREEAUE (i EFE) Promotion Area Reservation ( Benjamin Franklin Centre)

ERAEEUE (B RS E D) Promotion Area Reservation (Pommerenke Student Centre)

B ER CER S EHEE) Rooms Reservation (Benjamin Franklin Centre and John Fulton Cenire)
B ER (B fw &2 B ) Rooms Reservation (Fommerenke Student Centre)

B A& RN RS Station Piazza Reservation

&R & % & Reservation of The Beacon \

& F FLOUNGE (B +ERFE4iEl) -HLOUNGE Reservation (Yasumoto Wiemational Academic Park)
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3.

Read the rules of reservation. Then, click “Accept”.

Please select Category and read the rules and regulations, then click [Accept] button to start booking :

Category: |FE.*FHEF§ CEEEEE 5 EF#E) Rooms Reservation (Benjamin Franklin Centre and John Fulton Cenfre) v| Download (tems Information)

S RHER ETHFHE EREIG H =
Rooms Reservation for Benjamin Franklin Centre and John Fulton Centre
W it ER&E [T TR IR Hi#
Available Rooms Name of Rooms Area Max. No. Use
of Seats
EWIE 103AE | e ERE ERLS 30 AT . R SIERANEE
Foom 103A Integrated Activity For seminars, meetings and various extra-
John Fulton Centre Room curricular activities
EWRI03BE b Tage T T 26w 20 AR . Tk S8R SE
Foom 103B Integrated Activity For seminars, meetings and various extra-
John Fulton Centre Room curricular activities
EWMERIICE REEHE 28af 40 AT . TR AR AN EE
Room 103C Integrated Activity For seminars, meetings and various extra-
John Fulton Centre Room curricelar activities
B HE103DE EEE 157w 150 AT, SR, B S TE RS
Room 103D Exhibition Hall For seminars, talks, exhibitions and various
John Fulton Centre extra-curricular activities
EMER206E HEHRE 6L 50 AR ERER
Foom 206 Conference Room For zeminars and meetings
John Fulton Centre
i BERI06E B4 EE=E L 50 AT . TR R AR AN EE v
Foom 306 Stodent Activity For seminars, meetings and various extra-
>
| Accept Not Accept |
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On the reservation page,

Choose the booking date from the calendar.

4
5. Select the types of rooms for reservation from the “Category” drop down list.
6. Check the box(es) on the reservation time slot(s).

7

Click “Add”.

Note that on the calendar on the right, the area shaded in red indicates that the time slot(s) for that
particular room is unavailable.

ﬂ: Calendar - Windows Internet Explorer

- ] cuhk, edu.hk; v #2|| X
T

Ele Edit Vew Favorites Tools  Help

iy Favorites | @ Calendar

Office of Student Affairs, The Chinese University of Hong Kong - OSA Online Facilities Booking System Testing 3 (TESTING A/C (ITSC STUDENT 041))
[J [ Add Booking 1 [J [ Download Area] [5] [ View/Cancel Booking ] (3, [ My Profile ] & [ Member ] 8] [ Logout 1
— /
/Rm 105, Rm 112, Li'vWai Chun Building -
2 November, 2012
P Today P i 7
whk | Sun Mon Tue Wed Thu Fri Sat
a3 1 2 3 . Room 103A John Futon  Room 1038 John Futon  Room 103C John Fulton  Room 103D John Fulton Room 306 Benjamin Room 105, LiWai Chun  Room 112, Li Wai Chun
15 Nov 2012 Cent Cent Cent Cent Frankin Cent Buiding Buiding
44 4 5 6 7 2 s 10 entre entre entre -entre rankin Centre uliding uiding
as| 11 1z 13 14 [FH 15 17 09:00 AM-
46| 18 19 20 21 22 23 24 10:00 AM
47| 25 26 27 28 29 30 10:00 AM-
SElEE = 11:00 AW
11:00 AM-
Booking Procedure: 12:00 PM
f‘* Sslect Categery snd Reoms PH- O F O O ] O O
01:00 P
Step = the bocking date in
= > (] ¥ (] ([l ¥ (] ¥
Step 00
2
Step | Clisk t 02: - O O (] O O O O
< page 03:00 PM
Check Booking: T o 0O o O o o 0O
Step Ch king date in 04:00 PM
1 the Calen
=r 04:00 PN
g" Click the X" to view details 0500 PM o O o O o o O
- 05:00 PN
ZualElle 06:00 PH = = = C - o =
Full
Hlocked 06:00 PH- O O O O O O O
S 07:00 P
07:00 PH- 0 Fl [l ¥ ] O O
08:00 PM ‘ e
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8. Choose the “Type of Activity” from the drop down list.
9. Input the number of participants in the box.
10.  Click “Confirm” to finish the process.

11. A message will appear to confirm the room reservation.

e AddBooking - Windows Internet Explorer EHE‘E‘

@.\; < [&] s cubkedu.hic METEIEIRR | |[2]-

File Edit Vew Favarites Tools Help

S Favortes | (@ addBaoking

Office of Student Affairs, The Chinese University of Hong Keng - ©SA Online Fagilities Booking System Clement Chung (TESTING AIC (ITSC STUDENT 041))

[d[ Add Booking] [ ][ Dewnload Area] [T [ View/Cancel Booking] (3 [ My Profile] & [ Member ] &l [ Logout ]

[\ Add Booking Information:

- No. of
Type of Activity participants

D3/Dec/2012 1200 gonm 1034 John Fulton Centre & Gathering ~|others: o

- 03/Dec/2012 13:00

ot P N
St c cl . )
oclety Name B8R Clement Chung / 1&F388] Reservation Rules and Regulations

User Name fEF& 1§ TESTING A/C (ITSC STUDENT 041)

ﬁf@@ﬂQE—EﬂWIEiﬁ—EE?ﬁH: » BEAERA—E
User E-mail BESH (LDap): s1088804100@cunk.edu.hk 1BH » — (B — B B R\ B )
User E-mail f8EEEH: |clementchung@cuhk edu hk | 8 EH—F T FFoRrER 108

9:00am — 10:00pm, Mon - Fri.

User Phone Number {EFEE558658: | 3943 8635 (for booking senvice only)

The booking of Room 103A John Fulton Centre on 03/Dec/2012 12:00 - 03/Deci2012 13:00 is successful.

T

Copyright © 2012 Information Technology Services Centre, The Chinese University of Hong Kong. All Rights Reserved.

12. For rooms at Benjamin Franklin Centre and John Fulton Centre that require keys, please go to
OSA Student Services Centre to take the keys at the reserved time on the day of reservation. If
the rooms do not require keys, you may go to the rooms directly on the day of reservation.

13. For rooms at Pommerenke Student Centre, please go to Service Counter at Room 104 of PSC for
the pick-up procedures at the reserved time on the day of reservation.

|Page 37



4.5 Reservation of The Beacon

1. Login to the system.

(= Online Facilities and Material Reservation System - Windows Internet Explorer

[

G—‘::}‘" [ hetpuiiPoseb iesc.cunk.sdu hirsjOSALogin, aspe DIENE =

e

fle Edt Wew Favorites Tools Help

i Favorites ‘ {@ online Facilties and Material Ressrvation System | |

Office of Student Affairs, The Chinese University of Hong Kong

Online Facilities Booking System

Studenvstaffi;: [ |

Registration

User Guide
Forgot Password?

Copyright @ 2012 Information Technology Services Centre, The Chinese University of Hong Keng. All Rights Reserved

2. Choose “Reservation of The Beacon’ from the drop down list.

Please select Category and read the rules and regulations, then click [Accept] button to start booking :

Category:

— Please Select —

ERE CEREEE) Equipment Reservation (Benjamin Franklin Centre)

ERS (FEE wStd B.) Equipment Reservation (Pommerenke Student Centre)

EREEAUE (i EEE) Promotion Area Reservation ( Benjamin Franklin Centre)

ERAEEUE (B RS E D) Promotion Area Reservation (Pommerenke Student Centre)

B ER CER S EHEE) Rooms Reservation (Benjamin Franklin Centre and John Fulton Cenire)
B ER (B fw &2 B ) Rooms Reservation (Fommerenke Student Centre)

B A& RN RS Station Piazza Reservation

Ak & Reservation of The Beacon

& F FLOUNGE (B +EIRFE4iEl) -HLOUNGE Reservation (Yasumoto International Academic Park)
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3.

Read the rules of reservation. Then, click “Accept”.

Please select Category and read the rules and regulations, then click [Accept] button to start booking :

Category: |f§ﬁﬁﬁ)‘£fﬁ“ Reservation of The Beacon

v| Download (Items Information)

i

'

RS

Reservation of the Beacon

{&s 4 Ml Guidance Notes on Reservations

LEER A BRI TIRE BEEHM L ARE RRELRE B -
Student user groups and departmental users could reserve the venue via the OSA Online Facilities Booking System.

SR AR Lie A ﬂﬁi’%‘-’? G EEEEE AT (REEREEE R RSNTFEE - SHERER
BRRE LT TR BEE A -

Applicants should submit detailed activity proposals, including programme rundown, time schedule and floor plans via
Q8A Online Facilities Booking System. Notifications of application results will be sent via email at least 7

working days
after the submission of the applications.

3.0 MIEREFE - MEREERC SA N L AT SRR
Applications would not be considered without sufficient activity information, even though the applicants have completed
the reservation procedures via OSA Online Facilities Booking System.
SEmEl Floor Plan

]
==

[ Accept Not Accept
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On the reservation page,

4, Choose the booking date from the calendar.
5. Check the box(es) on the reservation date(s).
6. Click “Add”.

Note that on the calendar on the right, the area shaded in red indicates that the time slot(s) is
unavailable.

Back to Main Category Selection
Download {Items Information) Category |Beacon ~

Sun Mon Tue Wed Thu Fri Sat
24 25 26 27 28 29 30 May 1 Sun May 2 Mon May 3 Tue May 4 Wed May 5 Thu May 6 Fri May 7 Sat

Booking Procedure:
Step. 4
1:

Select Special Venue

Step | Choose the booking date
2: in the Calendar

g?ap Select the time slots

Step | Click the [Add booking]
4; button to next page

Check Booking:

Step | Choose the booking date
2 in the Calendar

Step | Click the "X" to view

2: details

Available
Full
Blocked
Closed

Server Time: Wed May 04 2016 15:31:18 GMT+0800 (=misa=)

Copyright © 2014 Information Technology Services Centre, The Chinese University of Hong Kong. All Rights Reserved.
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7.

Upload the proposal for the reservation. The proposal should be in Pdf, word, gif or jpg format.

Then, click “Next”.

8.

dhanclickihoxtlionaxlpage.

[d File Upload (word doc, pdf file, gif file or jpg file is allowed only.)
(b5 4iE %2 Upload Detailed proposal)

Please choose file you want to upload and click [File Upload] button to upload the file (repeat this step if more than one file),

Filename :

s

. |,

Copyright © 2014 Information Technology Services Centre, The Chinege Univergity of Hong Kong. All Rights Reserved.

Fill in the information required for the application. Click “Confirm” after you have finished.

[J Add Booking Information:

Please fill in information, then click [Cenfirm] button. A message will appear to confirm the successful reservation of the item(s).

Date Special Venue

05/May/2016 Beacon

User Name {EFEEH
User E-mail {EFEEER (LDap) :

User E-mail {EA &8 : |

User Phone Number {45358 l:l (for booking service only)

- ERERmA LR
1. #1BE Venue: REEB(HF X&) The Beacon

2. i[EBh-E# Name of Activity / Event:

3. TIERFEE Reserved Timeslots (day 1):

TEiteErE Reserved Timeslots (day 2):

H&erEr Reserved Timeslots (day 3):

FAiERFE Reserved Timeslots (day 4):

TRiEREEE Reserved Timeslots (day 5):

FFEE Timeslots: ' =

R Timeslots: [ v E

FEH Timeslots: [ v -

F#E Timeslots: [ v E

<

<

<

<

(9:00 am to 10:00 pm)

(9:00 am to 10:00 pm}

{9:00 am to 10:00 pm)

{9:00 am to 10:00 pm)
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Q. A message will appear to confirm the application is submitted.

[ Add Booking Information:

Please fill in information, then click [Confirm] button. A message will appear to confirm the successful reservation of the item(s).

Date Special Venue

05/May/2016 Beacon

User Name {EF&EH :
User E-mail {EF&&EER (LDap) :

User E-mail (358 : | |

User Phone Number {ER&EEIEIE: | | (for booking service only)

Your application for reservation of the Beacon on 05/May/2016 is received.

- A BUFEE:

. % R /El\
1. HhEE Venue: REEB(E X&) The Beacon —

2. EEhE$E Name of Activity / Event:

|t = Your application for reservation of the Beacon on 05/May/2016 is
esting l :
L received.

3. HE{E#FEE Reserved Timeslots (day 1):
BFEE Timeslots: [0 v [00 v][am ~v] - [11 v]: [00 v][am

<]

==l

TEiEmFFE Reserved Timeslots (day 2):
B Timeslots: | v v][ v] - [ v ][ V] (9:00 am to 10:00 pm)

TE{BFFEE Reserved Timeslots (day 3):
EE Timeslots: | v [ ][ ] - [ v ][ V] (9:00 am to 10:00 pm)

TE{gFFEE Reserved Timeslots (day 4):
g Timeslots: [ v [ v][ v] - [ v ][ V] (9:00 am to 10:00 pm)

e Reserved Timeslots (day 5):

10.  Wait for the notification from OSA on the approval status of the application.

|Page 42




4.6 Station Piazza Reservation
The reservation of Station Piazza is available for student Associations only.

1. Login to the system.

(= Online Facilities and Material Reservation System - Windows Internet Explorer

O~ [B] oo toc et s/ osatogn asp NS [l2]-

Fle Edt Wew Favorites Tools Hslp

i Favorites ‘ (& oniine Facilities and Material Reservation System | ‘

Office of Student Affairs, The Chinese University of Hong Kong

Online Facilities Booking System

studenvstaffi: [ |
cwempssowors [ |

Registration
User Guide

Forgot Password?

Copyright © 2012 Information Technology Services Centre, The Chinese University of Hong Kong. All Rights Reserved

2. Choose “Station Piazza Reservation” from the drop down list.

Please select Category and read the rules and regulations, then click [Accept] button to start booking :

o110 [yl — Please Select —

ERS CEREEE) Equipment Reservation (Benjamin Franklin Centre)

&L (B 24 o) Equipment Reservation (Pommerenke Student Centre)

EREEAUE (i EFE) Promotion Area Reservation ( Benjamin Franklin Centre)

ERAEEUE (B RS E D) Promotion Area Reservation (Pommerenke Student Centre)

B ER CER S EHEE) Rooms Reservation (Benjamin Franklin Centre and John Fulton Cenire)
S ER (B im & B ) Rooms Reservation (Pommerenke Student Centre)

B A& RN RS Station Piazza Reservation

Ak & Reservation of The Beacon

& F FLOUNGE (B +EIRFE4iEl) -HLOUNGE Reservation (Yasumoto International Academic Park)
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3.

Read the rules of reservation. Then, click “Accept”.

Category: 1SR # S Eif55RS Station Piazza Reservation

Please select Category and read the rules and regulations, then click [Accept] button to start booking :

| Download (ltems Informatian)

& A B Rk = Station Piazza Reservation

H 435 | Basic Information
1. 2EEREEEA LR RS EEER LR AT RS CEE R -
Student user groups and departmental users could reserve the venue via the OSA Online Facilities Booking System.
2 FHERNRERREE L LEREEEE AT A o
Notification of application results will be sent to the applicant via email at least 7 working days after submission of
the application.
WHREAYm - FLEmE AR » 7 ERr g -
Equipments for activities are available for reservation via OSA Online Facilities Booking System.
4. BRI EAEE H EEEA -
The venue could be reserved up to six months in advance.
A R RE—ERR (SRR L 10RFERR B 6N B iR b 70T E O -
The venue is available for reservation from 10:00am to 6:30pm and 7:30 to 9:30pm, Mondays to Fridays (except
public holidays).
6 FE—EREE— AR ETE SR SXNRESETEARE -

Each uvser group could only submit ONE application and reserve the venne for a maximum of 2 consecutive days 2

week.
7. SR it E EREA -
The venue can be rezerved by a maximum of ONE user group each day.
E EESMUERZ2EE  FTERZ TS A BT GHER 200 4 -

Due to the geographical location and safety concern, the anticipated number of participants of the event held in the
~rmanarm mbhmaatd RTONT marmnnd 00

'8

wn

[ Accept

Not Accept |
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On the reservation page,
4, Choose the booking date from the calendar.
5. Check the box(es) on the reservation date(s).

6. Click “Add”.

Note that on the calendar on the right, the area shaded in red indicates that the time slot(s) is
unavailable.

{Z Calendar - Windows Internet Explorer

@;v & cubkedu. bk |[+[x| [2 (2]

File Edic Wiew Favorites Tools  Help

i Favorites | @ calendar

Office of Student Afiirs, The Chinese University of Hong Kong - O34 Gnline Facilities Booking System Testing 3 {TESTING A/C (ITSC STUDENT 041)}

3 [ Add Booking] L] [ Download Area] [] [ view/Cancel Booking1 (3 [ My Profile] & [ Member ] &1 Logout ]

Category | Siation Piazza 5

b November, 2012
Today
wi [ S Mon Tue Wed Thu Fri Sa
a3z 1 2 Nov 11 Sun Nov 12 Mon Nov 13 Tue Nov 14 Wed Nowv 15 Thu Nov 16 Fri Nov 17 Sat

44| 4 5 & 7 3 3 1

45| 11 12 13 14 S ] R

46| 12 19 20 21 22 23 24

47| 25 26 27 28 29 30
Ssiect date

Booking Procedure.
Steo
1

Available
Full

Blocked
Closed

Server Time: T Nov 16 12:32:18 UTC+0800 2012

Copyright © 2012 Information Teshnology Services Centre, The Chinese University of Hong Kong. All Rights Reserved

[~
53

|Page 45



7. Upload the proposal for the reservation. The proposal should be in Pdf, word, gif or jpg format.

Then, click “Next”.

[d File Upload (word doc, pdf file, gif file or jpg file is allowed only.)
(b5 4iE %2 Upload Detailed proposal)

Lthen olick [Mexfl fo next nane

Please choose file you want to upload and click [File Upload] button to upload the file (repeat this step if more than one file),

Filename :

pr—

BEs File Upload
'\

Next

\

Copyright © 2014 Information Technology Services Centre, The Chinege Univergity of Hong Kong. All Rights Reserved.

8. Fill in all the necessary information about the reservation. Click “Confirm” after you have

finished.

") Add Booking Information:
Please fill in information, then click [Confirm] button. A message will appear to confirm the successful reservation of the item(s).

Date Special Venue

04/May/2016 Station Piazza

User Name fEF&&HE :
User E-mail {EF-&EE (LDap) :

User E-mail {EFEEH : |

User Phone Mumber {EF-& S (for booking service only)

L R HEREA BT
1. ;BENAE Name of Activity / Event:

2. EigmFE Reserved Timeslots (day 1):
Wl Timeslots 1: [ ][ [ wv]-[ V[ v v
g2 Timesiots 2: [ v~ ~|-[ v V[ v
FIEEFE: Reserved Timeslots (day 2):
B$FE1 Timeslots 1: | v v“ v v
g2 Timeslots 2: [ v v ~]-[ V[ v v

(10:00 am to 6:30 pm)

(7:30 pm to 9:30 pm)

(10:00 am to 6:30 pm)

(7:30 pm to 9:30 pm)

w

. EEEEASNMER Request of Electricity Supply:  ® yes U No

S

. EEE AR (BEIEAS) Estimated number of participants (including helpers) (Should be equal or fewer than 200): |:|

5. SEEVEEESNEE Any charge for participants:  ® ves O No (If Yes, How much?) HK$|:|
6. JEEVE TS ERE S n (B158E8) Any invited organizations (including Media): @ yes O No

(207 - $57IAEREIE If yes, please state the names of organizations.)
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9. A message will appear to confirm the application is submitted.

[_J Add Booking Information:
Please fill in information, then click [Confirm] button. A message will appear to confirm the successful reservation of the item(s).

Date Special Venue

04/May/2018 Station Piazza

User Name {EREEHE :
User E-mail {EFA4%# (LDap) :

User E-mail {EF&EE : ‘ |

User Phone Mumber {Ef A& EIREE: (for booking service only)

2. W& FE Reserved Timeslots (day 1):

Your application for reservation of the Station Piazza on 04/May/2016 is received.l FEAS @
- ERAEBEA BT Your application for reservation of the Station Piazza on
1. i5&h£€ % Name of Activity / Event: £ l\ 04/May/2016 is received.
testing

FFET1 Timeslots 1:
FFEE2 Timeslots 2:

(10:00 am to 6:30 pm)

(7:30 pm to 9:30 pm)

(10:00 am to 6:30 pm)

(7:30 pm to 9:30 pm)

w

. EEEEFLMPEEE Request of Electricity Supply:  ® ves O No

IS

. EmAS(EETEAS) Estimated number of participants (including helpers) (Should be equal or fewer than 200):

w

| SEEVE T ASIIEE Any charge for participants: () Yes @ No (If Yes, How much?) HK$|:|

=

. B B TR T NEIRSE hn (B AR EA) Any invited organizations (including Media):
(4078 > HFAEH8-E ¥ If yes, please state the names of organizations.)

10.  Wait for the notification from OSA on the approval status of the application.
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