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Online Facility and Open Space Booking System 

 
1. Purpose of Document  
 
 The purpose of this document is to give a general overview of the Online Facilities and Open Space 

Booking System and to enable the end user to perform all the functions of the system. This document 
describes the operational details on entering data and navigating within the application. 

 
2. General Instructions 
 

1. Open the browser i.e. Internet Explorer or Netscape Navigator and type in the URL. 
 
2. The following screen will be displayed. 
 

 
 

 
Figure 1 - Login Screen 
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1. Online Facility and Open Space Booking System - 
Overview 

The Online Facilities and Open Space Booking System is used to book the facilities and 
banner/balloon slots available for student societies and NUS staff within the NUS campus. The users of 
this system include NUS staff, facility administrators and the student society representatives. The student 
society representatives book the facilities while the respective facility administrator approves them. Users 
are also allowed to cancel or modify their bookings.  

 

1.1. Login 

On entry, the user is displayed the login screen (Figure 1). The user must enter the UserId (or 
and password. The students and staff must enter their matric number and staff numbers as the 
login ids respectively. On entering a valid login id and password, the user gains access to the 
system. The main menu screen is displayed (Figure 2). 

 
 

 
Figure 2 - Main Menu 
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1.2. To make a new Facility booking 

On clicking ‘Event Venues-> New Booking’ in the Main screen, the new booking screen is 
displayed.  

 
 

 
Figure 3 - New Event Facility Booking 

 
 

• The field ‘Description’ is mandatory if the purpose is chosen as ‘Others’ 
• Fill out the fields as descriptively as possible to avoid possible delays in approval should your 

booking application be incomplete.  
• Important : If you do not know if the facility has any prior booking, click on “Check availability 

of facility” to verify before proceeding with booking to avoid inconvenience 
• At least one guest name must be entered, if the question no. 4 is checked.  
• The next screen displayed (Figure 4) is for the upload of the event proposals to facilitate 

application approval. It also shows data previously keyed in for your verification. 
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Figure 4 - Upload proposal / sketchings 

 

 
Figure 5 - Terms and Conditions 
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• The Terms and Conditions (Figure 5) will be shown to you that you can only accept by 

acknowledging the 2 checkboxes. 
• Click on the ‘Print’ button to take print out of the terms and conditions. 
• To confirm the booking, click on the ‘I Accept’ button. The booking is confirmed. An email will 

be sent to the club’s President, the user making the booking and the facility administrator with 
the details of the booking .  

• To forego the booking, click on the ‘I Decline’ button. The system will redirect to the main 
page. 

 
 

 

 
Figure 6 - Verification Slip for Facility Booking 

 
Figure 6 – Verification Slip 

 
• Click on the ‘Ok’ button to go to the main menu. 
• Click on the ‘Cancel’ button to cancel the booking. 
• Click on the ‘Print’ button to print a copy for reference.   

 

1.3. View/ Modify Booking 

The view modify booking screen is used to view/ modify/ cancel the booking. It also provides the 
search functionality with various criteria. The user is allowed to modify the booking details only if 
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it is still pending. If the booking is approved/ cancelled, only viewing is allowed. The view/ modify 
booking screen is shown below. 
 

 
Figure 7 - View/ Modify Facility Booking 

 
• Hyperlink is provided for the booking no. On clicking the hyperlink, the verification slip is 

displayed if the booking is approved or cancelled. If the booking is still pending, the modify 
booking screen is displayed (Figure 8).  

• Bookings can be searched based on the following criteria: Booking No, Status, Start Date, 
End Date, Purpose and Venue. 
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Figure 8 - Modify Facility Booking 

 
• Click on the ‘Next’ button to see the confirmation slip screen. After this the normal flow like 

the new booking is followed. 
• Click on the ‘Reset’ button to reset the screen to its old values. 
• Click on the ‘Verification Slip’ button to view the verification slip for the booking. 
• Click on the ‘Back’ button to view the search screen for view/modify booking. 
 
 

1.4. Facility Calendar 

On clicking the item ‘Event Venues -> Calendar’ in the menu, the following screen is displayed. 
 
  

 
Figure 9 - Event Venues -> Calendar Search 
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• The venue and the time interval in months must be selected to view the calendar. 
• After entering the relevant values, click on the Show Calendar button. The following screen 

will be displayed (Figure 10).. 
 

 
Figure 10 - Event Venues -> Calendar Search 

 
 

1.5.  Publicity submission 

Click on ‘Publicity Venues’ → New submission. The screen to select facility is displayed 
as shown below (Figure 11). 
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Figure 11 – New submission 

   
• Enter the relevant details and click on the ‘Next’ button to upload your proposal/sketchings 

(Figure 12). 
 

 

 
Figure 12 - Publicity Upload Proposals/Sketchings 

 
• The user can verify the details entered and entered details can be changed by clicking on the 

‘Back’ button. 
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• Click on the ‘Next’ button to view the terms and conditions page (Figure 14). 
 
 

 
Figure 13 - Publicity Terms & Conditions 

 
• Click on the ‘Back’ button to modify entered details. 
• Click on the ‘Print’ button to take print out of the terms and conditions. 
• To confirm the submission, click on the ‘I Accept’ button. The booking is confirmed and the 

verification slip is displayed (Figure 14). An email will be sent to the club’s President, the user 
making the booking and the respective facility administrator with the details of the booking. 

• To forego the submission, click on the ‘I Decline’ button. The system will redirect to the main 
page. 
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Figure 14 - Publicity Verification Slip 

 
• Click on the ‘Ok’ button to go to the main menu. 
• Click on the ‘Cancel’ button to cancel the booking. 
• Click on the ‘Print’ button to print a copy for reference.   

 

 

 

1.6.  View/ Modify Submission 

The view modify booking screen is used to view/ modify/ cancel the submission. It also provides 
the search functionality with various criteria. The user is allowed to modify the submission details 
only if it is still pending. If the booking is approved/ cancelled, only viewing is allowed. The view/ 
modify submission screen is shown below (figure 15). 
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Figure 15 - Publicity View / Modify Submission 

 
• Hyperlink is provided for the publicity no. On clicking the hyperlink, the verification slip is 

displayed if the booking is approved or cancelled. If the booking is still pending, the modify 
submission screen is displayed (Figure 16).  

• Bookings can be searched based on the following criteria: Publicity No, Status, Start Date, 
End Date, Display Type and Booking No. 

 

 
Figure 16 - Publicity Modify Submission 

 
• Click on the ‘Next’ button to see the confirmation slip screen. After this the normal flow like 

the new submission is followed. 
• Click on the ‘Reset’ button to reset the screen to its old values. 
• Click on the ‘Verification Slip’ button to view the verification slip for the submission. 
• Click on the ‘Back’ button to view the search screen for view/modify submission. 
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1.7. Publicity Calendar 

On clicking the item ‘Event Venues -> Calendar’ in the menu, the following screen is displayed. 
 
  

 
Figure 17 - Publicity Venues -> Calendar Search 

 
• The venue and the time interval in months must be selected to view the calendar. 
• After entering the relevant values, click on the Show Calendar button. The following screen 

will be displayed (Figure 18). 
 

 
Figure 17 - Publicity Venues -> Calendar Search 

 
 

 


