
User Guide of Counselling Booking System for students 
 

1. Click “Online Booking” 

 
2. Please read through the “Important Notes” and then press “Next” 

 

 

 
3. Please choose your preferred timeslot. The system accepts advanced booking from  

2 days to 2 weeks.  

 

 
 



4. For new user, choose “New Booking”. 
For existing user, choose “Follow Up Booking”. 

 

 
5. Input the required information 

 

 
 
 
 
 
 

These fields are automatically fill 

up by the system 

Your LN email address 



6. On the confirmation page, you can review your input. Then press “Confirm” and you will receive 
a confirmation email. 

 
 
 
 
Manage your booking 

1. You will see the following message pop-up if you have existing booking that you have not 
attended. Press “View Submitted Record” or “Submitted Record”. 

 
 
 
 
 
 
 

 



2. Choose your existing booking by pressing the button on the right. The button is only available 2 
days in advance. If you would like to cancel your booking within 2 days, please send email to 
counsel@LN.edu.hk.  

 

 
3. Choose “Cancelled” from the pull-down menu. Then press “Save”. 
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