HKMVU Library Online Booking Service

User Guide

Booking Procedures

Login

1. Go tothe HKMU Library Online Booking Service (Link).
2. Login to HKMU Single-Sign-On (SSO) account.

3. The booking is eligible to HKMU full-time staff, HKMU active full-time students and LiPACE

full-time students of eligible programmes who have campus library access privilege.
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User ID FB/ESEHE. [letest |
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https://forms.lib.hkmu.edu.hk/rbook/gsr.jsp

Booking

1.
2.

Once you login, you see the Booking page.

Choose the room you want to book from the drop-down menu.

HKMU Library Online Booking Service

Booking

Select Room

— Please select a room --

My Bookings

Logout {letest)

- Please select a room --

Ho Sik Yee Library DI Studio

Ho Sik Yee Library Group Study Room 1
Ho Sik Yee Library Group Study Room 2
Ho Sik Yee Library Group Study Room 3

Stanley Ho Library Group Study Room 1

Stanley Ho Library Group Study Room 2
Stanley Ho Library Group Study Room 3

| Stanley Ho Library Group Study Room 5

| Stanley Ho Library Group Study Room 6

Select the desired date and the desired timeslot(s).

You can only book timeslots from today up to 14 days ahead.
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Notes: Red: Booked Timeslot, Green: Available Timeslots, Blue: Selected Timeslot(s)



4. Check your Selected Timeslots and Daily Booking Limits:
Each user is eligible to book the library room for up to 1 hour per session, 2 sessions per day.
Remove unwanted sessions by clicking the “x” mark or “Remove All”.

Select timeslot(s)
Selected Timeslots

Thursday, June 4, 2026
Thursday, June 4, 2026

11:30 - 12:30 x

Click here to submit selected timeslots

Daily Booking Limits

Hours booked perroom  2/2hours
lirmit:

5. Press “Click here to submit selected timeslots”

Selected Timeslots

Thursday, June 4, 2026

11:30 - 12:30 *

Click here to submit selected timeslots

Daily Booking Limits
Hours booked perroom  2/2hours
limit:



6. Input your contact phone number, the HKMU ID of group member(s) and the
purpose of using the room.
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HKMU Library Online Booking Service

Selected Room:

Stanley Ho Library Group Study Room 1
For 3 - 10 persons

Selected Time Slots

Date Start Time End Time

2026-06-04 11:30 12:30

Booking Information

* Mandatory
Applicant:
PP LE, Test
Contact Phone *:
e.g., 81234567
Group Size™
P 3 persans v | _ Select Graup Size
Group Member 1 HKMUID *:
Enter Member 1 HKMUID 4 persons
5 persons
Group Member 2 HKMUID =
P Enter Member 2 HKIMUID & persans
T persons
8 persons
— Select Purpose — ~
9 persons
Project Discussion
Eme 10 persons
Thesis Writing Klyleung@hkmu.edu.hk

Exam Praparation

= 1
— e Back

Then, press “Submit Booking”.
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HKMU Library Online Booking Service

Selected Room:

Stanley Ho Library Group Study Room 1
For 3 - 10 persons

Selected Time Slots

Date Start Time End Time

2026-06-04 1130 12:30

Booking Information

= Mandatory
Applicant:
pplican: LE. Test
Contact Phone*:
&g, 61234567
T
Group Size™: 3 persons >

Group Member 1 HKMUID *:
Enter Member 1 HKMUID

Group Member 2 HKMUID *:
Enter Member 2 HKMUID

Purpose™: — Select Purpose - v

Email:
klyleung@hkmu.edu. hk

Submit Booking Back



7. Check the Room Details, tick to acknowledge the “Rules and Regulations”, and click
“Confirm Booking” to submit your booking.

Confirm Library Room Booking

Room Details

Selected Room Stanley Ho Library Group Study Room 1
Requester Name LE, Test

Contact Phone 781

Email k. |@hkmu.edu.hk

Selected Time Slots

2026-06-04 o 12:20

(D View Rules and Regulations for Library Room Usage

| agree to the Booking Policy and Rules above and confirm my request.

[ Confirm Booking Edit Booking

8. Message “Booking Successfull” indicates that the booking is confirmed.
You can make another booking within your Daily Booking Limit.

Booking Successful!

Your library room booking has been confirmed.

=

A confirmation email has been sent to your HKMU email account.

If you have any questions, please contact us at via our enquiry hotline 2768 6777, email us at
libcirc@hkmu.edu.hk, or contact staff at Counter Service for immediate assistance.

[1 Room: Stanley Ho Library Group Study Room 1
2 Requester:  Test, LE (letest)

(O Time Slots:
2026-06-04: 11:30-12:30

® Make Another Booking



9. A confirmation email will be sent to your HKMU email account.

Confirmation of Booking for Library Rooms

Dear LE Test,

Thu 4/6/2026 11:31 am

+ Get more add-ins

& Reply | € Reply A ,
Library Space Booking System <lib_admin@hkmu D Reply 2 ReplyAll | > Ferward
To Kit .
Cc Library Space Booking System

We are pleased 1o inform vou that your Library room booking has been confirmed.

Flease be reminded to present your HEMU 1D Card when claiming the room at the Service Counter.

Room Date |Start Time | End Time | Requestor HKMUID| Group Member HKMUID

Stanley Ho Library Group Study Room 1(202606.04[11:30 1230 |le 5

m

Eooms not claimed within 10 minutes from the start of the session will be forfeited and the booking will be counted against the booking gquota. Flease

refer to the Eules and Remlations for moare details.

It wou have any questions, please contact us at via our encuity hotline 2768 6777, email us at libeire @hkmuedu bk, or contact staff at Counter Service

for iminediate assistance.

Thank wou for using HKMU Library Eoom Bocking Systerm.

Best regards,
HEMU Library



Manage Booking

1. Inthe TAB “My Bookings” page, you can check Your Active Bookings for upcoming
bookings, and Your Booking History.

2. You can cancel unwanted bookings by clicking Cancel.
Cancellation request should be submitted before session starts and it will not count as
booking quota.
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HKMU Library Online Booking Service

Logout (letest)

Booking My Bookings

Active Bookings (as sooker

Thursday, June 4, 2026

11:30 - 12:30
Stanley Ho Library Group Study Room 1

Active Bookings (as member)

You are not a member of any active bookings.

Booking History

Thursday, June 11, 2026 / 14:30 - 15:30

Room: Stanley Ho Library Group Study Room 2
Thursday, June 4, 2026 / 11:30 - 12:30 m Booker
Room: Stanley Ho Library Group Study Room 1

Thursday, June 4, 2026 / 10:30 - 11:30 m Booker]
Room: Stanley Ho Library Group Study Room 1



4.  Acancellation email will be sent to your HKMU email account.

Cancellation of Booking for Library Rooms

. ) . . € Reply &5 Reply All —» Forward
Library Space Booking System <lib_admin@hkmu 2 ey 2 ey
To Kit _ Thu 4/6/2026 1211 pm
Cc Library Space Booking System

Dear LE

£3 recuiested, please be informed that wow booking has been cancelled.

Room Date | Start Time|End Time | Requestor HKMUID | Group Member HKMUID
Stanley Ho Library Group Study Eoom 2| 2026-06-11 | 14:30 15:30 le g5 I

If vou have any questions, please contact us at via our engquiry hotline 2763 6777, email uz at libeire @hkmueduhk, or contact staff at Counter Service
for immediate assistance.

Eest regards,
HEMU Library

5.  If the requestors_do not check-in the rooms at the library Service Counter 10 minutes
before the start of the session, the session automatically, with the booking quota still
used.

Cancellation (No Show) of Booking for Library Room

. . . €5 Reply | %5 Reply&ll | — Forward
Library Space Booking System <lib@hkmu.edu.hk:> 2 hepy ) ey A o
To Kit Thu 4/6/2026 11:40 am

Cc Library Space Booking System

Dear LE Test,

Your booking below was cancelled as you did not check in within 10 minutes after the start of the session. Rooms not claimed within 10 minutes
of the session start will be forfeited and the booking will be counted against the booking quota.

Room Date | Start Time|End Time| Requesior HKMUID | Group Member HKMUID
Stanley Ho Library Croup Study Eeom [ | 2026-06-04| 10230 11:30 le 35 M

I you have any questions, please contact us at via our enquiry hotline 2768 6777, email us at libcirc@hkmu.edu.hk, or contact staff at Counter
Service for immediate assistance.

Best regards,
HKMU Library

6. Logout after you have finished.

If you have any questions, please contact us at via our enquiry hotline 2768 6777, email us
at libcirc@hkmu.edu.hk, or contact staff at Counter Service for immediate assistance.

HKMU Library

June 2026
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