Room Booking Procedures of
Learning Commons

mj_l/ \?‘ZI:‘.BFEﬁJ

Visit the link be]

EIEE

ELL T4

5 [E] TRHEU B

ow and login using your CNA

I3

L CNA & A

https://cwrbs.vtc.edu.hk



https://cwrbs.vtc.edu.hk/

Please Logout after booking
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Please contact ITSD Helpdesk (Email: itsd-
helpdesk@vtc.edu hk) if you have any further questions.
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2 I VE IVE(CW)Room Booking

Home>New Booking

l Weekly I [ Monthly

Learning Commons

Rules and Guideline

h

Type

Classroom
Computer Room
Conference Room

Interactive Classroom
Learning Commons
Lecture Theatre

7:00 AM

8:00 AM

9:00 AM

10:00 AM

11:00 AM

w Booking w My ings
New Booking View My bookings

Building

()

v Room

25 March 2022 (Friday)
Room:1-8of 9

Iti-purpose Room Presentation Room (1) Presentation Room (2)

Select “Learning Commons
1% “Learning Commons”

Welcome!

Recording Studio

Workstation (1)

Logout!

-

>
>

Workstation (2)




":;{VE IVE(CW)Room Booking Rules and Guideline New Booking View My bookings Welcome! Logout!

Home>New Booking

= | o
{Learning Commons ~ | Building ~ | Room v

< Select booking time slot(s) )
25 March 2022 (Frida \
(Friday) BEETEAIREL
Room:1-8 of 9 )
Live Broadcast Studio  Multi-purpose Room  Multi-purpose Room Presentation Room (1) Presentation Room (2) Recording Studio Workstation (1) Workstation (2)
(1) (2)

15:00-15:30 15:00-15:30 15:00-15:30 15:00-15:30 15:00-15:30 15:00-15:30 15:00-15:30 15:00-153uL

15:30-16:00 15:30-16:00 15:30-16:00 15:30-16:00 15:30-16:00
4:00 PM 16:00-16:30 16:00-16:30 16:00-16:30 16:00-16:30 16:00-16:20

3:00 PM

15:30-16:00 15:30-16:00 15:30-16:00

16:00-16:30 16:00-16:30 16:00-16:30

16:30-17:00 16:30-1/7:00 16:30-17:00

16:30-17:00 16:30-17:00 16:30-17:00 16:30-17:00 16:30-17:00
5:00 PM 17:00-17:30 17:00-17:30 17:00-17:30 17:00-17:30 17:00-17:30

17:00-17:30 17:00-17:30 17:00-17:30

17:30-18:00 17:30-18:00 17:30-18:00

18:00-18:30 18:00-18:30 18:00-18:30

6:00 PM 18:00-18:30 18:00-18:30 18:00-18:30 18:00-18:30 18:00-18:30
18:30-19:00 18:30-19:00 18:30-19:00 18:30-19:00 18:30-19:00
7:00 PM 19:00-19:30 19:00-19:30 19:00-19:30 19:00-19:30 19:00-19:30

18:30-19:00 18:30-19:00 18:30-19:00

17:30-18:00 17:30-18:00 17:30-18:00 17:30-18:00 17:30-18:00

19:00-19:30 19:00-19:30 19:00-19:30




Read and Agree Regulations

Guide and Regulations

MMulti-purpose Rooms, Live Broadcast Studio, Recording Studio, Presentation

Fooms and Workstations are open from 9:00 am to 30 minutes before the closure

of the Learning Commons.

Each booking zession lasts for 30 minuies and each user can book maximum 4

sessions per day.

Live Broadcast Studio and Recording Studio can ONLY be used for programine

related video recording, voice recording or online streaming.

Presentation Rooms can ONLY be used for programme related presentation.

Multi-purpose Rooms, Live Broadcast Studio, Recording Studio, Presentation

Rooms and Workstations are open for both students and staff.

Rules

B Auser who makes the reservation should present histher VTC student/staff
card to the card reader at the door of the reserved room to check-in within
15 minutes from the commencing time. Otherwise, the system will
automatically cancel the booking without further notice.

B Please keep the rooms clean.
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Read and agree the regulations
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New Booking Viembers:

Room Warkstation (1)

Please fill in your group member's CNA* {Comma Seperated)

Handled By

Room Holder's CNAZ

Members: \ Input your CNA When “Members” is selected, you can
i ARHY CNA

input your members’ CNAs for door

access using their student cards

& “Members” #7EEHVHE > RA] LU A

Contact Mo,

Description B 20 CNA > MR e {58 ALY 22
ao e 5
Remarks
-
_ Select your booking date
Booking Date* 25/03/2022 M - 25/03/2022 | .
AERURAYTEZY H HH
Maon Tue Wed Thu Fri Sat Sun
. Select your booking time
Period® 16 ~ | 00 v = 16 ~ 30 v BEE R T

Press “Submit” to submit booking application

% “Submit” IXHIRAY RIS

* Mandatory Fields

© 2022 - IVE[CW,




Confirm Booking Record

Are you sure to confirm the selected booking date?
o 2022-03-25 16:30-17:00 {Friday)

N

B

Confirm booking
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“IVE IVE(CW)Room Booking

Home>New Booking

l Weekly H Monthly

Learning Commons

<

Rules and Guideline

~

New Booking View

Building

Live Broadcast Studio Multi-purpose Room  Multi-purpose Room

7:00 AM

8:00 AM

9:00 AM

10:00 AM

11:00 AM

(1

()

My bookings

Welcome!

Press “Logout” after booking
TELIIR > #% “Logout” Bt

25 March 2022 (Friday)
Room:1-8 of 9

Presentation Room (1) Presentation Room (2)

Recording Studio Workstation (1)

Logout!

. .

>
>

Workstation (2)




Cancel or Modity Booking
HUH B RS




I VE IVE(CW)Room Booking

Home>New Booking

‘ Weekly ‘ ‘ Monthly

Learning Commons

<

Rules and Guideline New Booking | View My bookings

Press “View My Bookings”
1% “View My Bookings”

v Buil

v Room

riday)

Room:1-8 of 9

Live Broadcast Studio  Multi-purpose Room  Multi-purpose Room Presentation Room (1) Presentation Room (2)

7:00 AM

8:00 AM

9:00 AM

10:00 AM

11:00 AM

(n 2

Welcome!

Recording Studio

Workstation (1)

Logout!

-

>
>

Workstation (2)




“IVE

Home:View Booking

IVE(CW)Roam Baoaking

and Guideline New Booking View

Trans. Date Booking Date
18/03/2022 [l - | 26/03/2022 [ 25/03/2022
Facility Status (Class for timetable events)
All Facilities v  Type  Anytype All Status
Booking ID
Filter (Type in Room Type/ Department/ Booking Status (e.g
Ref. ID Operator H... Type Department Date Start Time End Time Status Equipment List
537682 Live Broadcast Studio Learning Commeons CW -SHAPE 25-03-2022 18:00 18:30 Booked

Select booking to be cancelled or modified
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Welcome!

01/04/2022

Logout!




“IVE

Home:View Booking Detail

IVE({CW)Room Booking  Rules and Guideline  New Booking

Booking Ref. No.
Transaction Date
Reom Holder

Contact No.

Group member's student ID

Description
Remarks

Room
Date
Period
Status

Booking Mode

bookings

537682
25 Mar 2022 17:36:06

kennyc

kennyc [Waiting for check in]

Live Broadcast Studio
2022-03-25 (Friday)
18:00 - 18:30

Booked

User Only

The following equipment(s) need to be setup arrangement in the room:

Equipments

Last Modified: kennyc @ 25 Mar 2022 17:36:06

Modify Booking
EBGEES)

I Cancel Booking ]\

@ 2022 - IVE(CW

Cancel Booking
HUBTHEY

Welcome!

Logout!




