
Room Booking System

Campus Venue



Highlighted Functions

• The RBS facilitates booking for Banner Classes (timetabled) and 
General Booking with user-friendly interface.

• Users can make / cancel individual booking flexibly.
• A booking can cover different venues and timeslots.
• Easy modification on users and timeslots. Modification on 

Banner Classes will be synchronized to Banner System to 
update the class timetable.

• Strict control on conflicting bookings.



Steps for General Booking

Step 1: Select General Booking 

Step 2: Select Venue 
Type and Venue / 
Facilities



Steps for General Booking

l Booking 

If no idea on venue selection 
but with a designated 

timeslot, please click Search 
Available Venue



Steps for General Booking

l Booking 

When a venue is 
selected, user might click 

View Venue Detail



Steps for General Booking

l Booking User can find the 
Venue Details and 360 
Photo on the page  of 

View Venue Detail



Steps for General Booking

l Booking 

Step 3: Enter the preferred 
timeslot AND click Add Booking 

Session 
Or

Drag and drop the boxes of 
preferred timeslot in the 

tooltip below.



Steps for General Booking
a

l Booking 

Step 4: Confirm the Primary User. 
If the Primary User is not the 

booker him/herself, booker can 
click Add User, search and add 

correct user and click the user as 
Primary User 

Step 5: Select / Enter the correct 
booking details. All information 
will be used for CAG calculation 

and other reports

Step 6: Click Submit

Lingnanian



Steps for General Booking

l Booking 

Step 7: Confirm all booking 
details and click Submit

Lingnanian



Steps for General Booking - Different Venues & Timeslots

l Booking 
Lingnanian

User might also book several 
venues in one go. 

Step 1 - 7: Confirm all bookings 
details and click Submit



Steps for Modification on Booking Details

l Booking 
Step 1: Click Check My Booking Records



Steps for Modification on Booking Details

l Booking 
Step 2: Search your targeted 

booking record(s) 



Steps for Modification on Booking Details

l Booking 

Step 3: Click  i under the 
column Details.

If user wants to cancel the 
booking, click X.



Steps for Modification on Booking Details

l Booking 

Step 4: Click Edit for add / 
change of User



Steps for Modification on Booking Details

l Booking 

Step 5: Search User and select 
his/her name

Lingnanian



Steps for Modification on Booking Details

l Booking 

Lingnanian

Lingnanian

Lingnanian 1

Step 6: Change User and/ or 
other booking details. Click 

Modify when completed



Steps for Modification on Booking Details

l Booking 

Step 7: Click Confirm 

Lingnanian

Lingnanian

Lingnanian 1



Steps for Modification on Booking Details

l Booking 

Step 8: Click Save

Lingnanian

Lingnanian 1



Steps for Banner Booking

l Booking 

Step 1: Select Banner 
Booking



Steps for Banner Booking

l Booking 

Step 2: Select Term / PTRM Code / CRN 

* Registration of PTRM User should be made 
with the Registry in advance.

If you could not see the CRN under your 
PTRM, please ensure that you have created 
the CRN and inputted the dummy building 

“RBS” under “Meeting Dates” in the Banner 
Form (SSASECT). You will see the CRN in 

Room Booking System after synchronization. 
It normally takes 5 – 10 minutes.



Steps for Banner Booking

l Booking 

Step 3: Select Venue / Booking Date and 
Booking Time.  A session list with all 
available timeslots will be displayed.



Steps for Banner Booking

l Booking 

Step 4: Click Submit



Steps for Banner Booking

l Booking Step 6: Click Confirm

Step 5: Counter-check 

Step 7: Check the records in 
Banner after 

synchronization (it normally 
takes 5 – 10 minutes)



Steps for Modification on Banner Booking Details

Step 1: Click Check My Booking Records



Steps for Modification on Banner Booking Details

Step 2: Search your targeted 
booking record(s) by 

inputting CRN and Term Code



Steps for Modification on Banner Booking Details

Step 3: Click  i under the 
column Details.

If user wants to cancel the 
booking, click X.



Step 4: Click “Modify 
Banner”

Steps for Modification on Banner Booking Details



Steps for Modification on Banner Booking Details

Step 5: You may transfer the 
booked time slots to 

another CRN by selecting 
here

Step 6: You may update the 
venue and time here



Steps for Modification on Banner Booking Details

Step 7: A session list with all available 
timeslots will be displayed. Please ensure 

that all time slots are available before 
clicking “Submit”



Step 9: Click “Confirm”

Step 8: Counter-check 

Step 10: Check the records 
in Banner after 

synchronization (it normally 
takes 5 – 10 minutes)



FAQ (Banner Booking)
1. If I make a Banner booking, will the booking cover public holidays?

If the booking period covers public holidays, the session status will be displayed “Banner Class 
(Holiday)”, those marked this status will not be booked. You should make the general booking to 
reserve the timeslot for classes held on public holidays.

2. How can I transfer one of the timeslots in my Banner Booking to another CRN? (e.g. a Banner 
booking covers 14 weeks and wish to transfer the time-slot of 13th sessions to another CRN).
You will have to cancel the original Banner bookings and make new bookings for the original and the 
another CRN.



3. How can I change the confirmed general booking to a Banner Booking?
1. There should be a confirmed general booking by a PTRM user.
2. The PTRM user makes booking for the Banner class under Banner Booking at the same 

timeslot & venue of the general booking (no confirmation email for this stage). The system 
only supports a banner booking overlapping a general booking by users under the same 
PTRM.

3. Upon confirmation, Banner System will be updated for that Banner Class and it will be sync 
back every 5 minutes.

4. User shall cancel the overlapped bookings in the General Booking and the schedule will then 
correctly display the info of the banner booking.

FAQ (Banner Booking)
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