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1. CRF Booking System — Service for LAF

* This systemis a user-operated
platform specifically designed
for reserving surgery rooms,
experimental rooms, and
behavioral rooms within LAF.

* The table on the right provides:

o The list of available rooms
o Associated equipment

o Available booking types

Rooms

7149-A Surgery Room
7149-B Procedure Room

7149-D Behavior Room
7149-E Behavior Room
7149-F Behavior Room
7203 Procedure Room
7204 Procedure Room
7207 Behavior Room
7207A Behavior Room
7209 Behavior Room
7209A Behavior Room

7210 Rabbit Preparation Room
7212A Rabbit Surgery Room
7322 Procedure Room

7326 Behavior Room

7328 Surgery Room

Booking Types
Room with Anesthesia
Room Only  Anesthesia ) BSCIl Only
Machine Machine Only

Y Y

Y
Y
Y
Y
Y Y Y Y
Y
Y
Y
Y
Y
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Y
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2. Prerequisite for using CRF Booking System

* This system is exclusively for approved LAF users who possess a wristband for those room
access.

* To register, please provide the following details:
* School/Department

Principal Investigator (PlI) Name (First Name / Last Name)

Booker Information:

* Booker Name (First Name/ Last Name)

* Booker Role (Staff, UG, or PG)
Valid HKUST Email Address (e.g., account@ust.hk or account@connect.ust.hk)
Billing Information:

* Project Type (UGC, non-UGC, or Industrial)

* Project Name (Project ID / Project Number/ Account Code)

O | itse



3. How to login CRF Booking System



Entry points of CRF Booking System

* Website of Laboratory Animal Facility (CWB)

ise
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HKUST current students / staff

1. Goto URL: https://w5.ab.ust.hk/njcrf/booker

FOR CURRENT STUDENTS/STAFE 2. Click the login button under section “FOR
CURRENT STUDENTS / STAFF,” which would
redirect to the sign in page of CAS

Sign in with your primary email address in
account@ust.hk or account@connect.ust.hk

Default land to “My Bookings” Page after
successful login

Q Sign-in options

jo

U

=

itse


https://w5.ab.ust.hk/njcrf/booker

External users

T sy & oows - CRF Booking System

FOR CURRENT STUDENTS / STAFF

LOGIN

FOR EXTERNAL USERS

LOGIN

“cE CRF Booking System

=

Login
t your password?

Go to URL: https://w5.ab.ust.hk/njcrf/booker

Click the login button under section “FOR
EXTERNAL USERS,” which would redirect to the
CRF login page

Log in with your registered email address and
password.

Default land to “My Bookings” Page after
successful login

™
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https://w5.ab.ust.hk/njcrf/booker
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4. What are



What are on the side bar

Booker Panel

[Z Kiosk
I MNew Booking
Bookings
My Bookings
Me

s User Feedback

LAF

- THE HCiH GKOHG

IVERSI

OF SCIEMCE

.ﬂ ND ECHNO[CGf

Kiosk: Entry point to Kiosk panel for check
in/out booking

New Booking: Make room/equipment
booking

Bookings -> My Bookings: View all your
bookings

Me: Profile page to view user details

User Feedback: Entry point to ITSO User
Feedback Form

Dropdown: Switch to user profile of
different labs
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What are on the side bar

Booker Kiosk Panel

& THE HOMG KOMNG

(3 Booker Panel muwesroscec o Booker Panel: Entry point to the Booker Panel

B Today's Bookings CRF Booking Systen 4 TOd ay’S BOOk'ﬂgS:
@ Check Out Bookings Today's Bookin; d V|eW all bOO kingS Of tOday
B " * Checkin bookings
- Equipment / Faci .
* Check Out Bookings:
* Check out bookings of today
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5. How to



Conditions and Restrictions

* Each booking allows the selection of 1 room and/or 1 equipmentin the same
room

e All selected timeslots should be in the same date

* All selected timeslots in a booking should be continuous
* E.g., Not allowing booking 0900 - 0930 and 1000 - 1030 in the same booking form

* After atimeslot has started, booking of that timeslotis not allowed
 E.g., To book atimeslot of 0900 — 0930, you should make the booking on or before 0859

* After a booking is made, the selected room / equipment cannot be changed.




Entry points

* Click ‘New Booking’ on the sidebar
* Click‘New’ on ‘My Bookings’ Page

& THE HONG KO

NG
EILj mggztc"r";éfgéf“ﬁ CRF Booking System Logout  istestl57@usthk

& THE HONG KONG
UNIVERSITY OF SCIENCE i = .
e aceNce CRF Booking System logout  istest157@ust.hk

ook

= Create Booking

CRE ysiem > BooKIngs

B Bookings

L pockingetals
Project
< | 2025 Apr >
Su Mo Tu We Th Fr Sa
01 02 03 04 05 Select Project
Equipment
06 o7 08 12
7328 (Anesthe: Timeslot
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Select Project

& THE HOMG KONG
UNIVERSITY OF SCIENCE (CRF Bo.o.k"-'g System

e * Aprojectin CRF is configured by

CRF Booking System = Bookings = Create Bookin .
RF Book B t = admln.
Booking Details * ldentify the Pl in charge and billing
information

Project £ Edit

* For most users, it is expected that
Name: 000009-R9546 .
Principal Investigator: CHOW King Lau King you are under 1 prOJeCt Onl.y, the
Equipment prOjeCt Wi U. be auto SeleCted.

Select Equipment

Timeslot

Back without Save



Select Project

* For users with multiple projects, click ‘Select Project’ to open a pop-up

* Then select the correct project

& THE Hi KONG
NNNNNNNNNNNNNNNNN i
NNNNNNNNNNNN CRF Booking System

CRF Booking System = Bookings = Create Booking

Booking Details . i
Available Projects

000020-439D2

Project - .
Principal Investigator: CHAN }OQ0000(

000009-R9546
Principal Investigator: CHOW King Lau King

Select Project

Equipment




Select Room / Equipment

& THE HOMG KONG
w universiTy Of sciEnce CRF Booking System Logout  istest157@usthk

= * After a projectis selected, the
button “Select Equipment” will be
shown under “Equipment” section

Booking Details

Project £ Edit

e o051 * Click the button to open a pop-up

Principal Investigator: CHOW King Lau King

Equipment Select Equipment

(D Please ensure the appropriate room is selected according to

its specified purpose as outlined below. Rooms designated for

Select Equipment Surgery & Procedural use must not be utilized for behavioral

experiments.

Timeslot A.Surgery & Procedural

» 7149-ASurgery Room

* 7149-B Procedure Room

= 7203 Procedural Room

» 7204 Procedural Room

« 7212A Rabbit Surgery Room
« 7322 Procedure Room

» 7328 Surgery Room

B. Behavioral

* Areminder text is shown to ensure

= 7149-E Behavioral Room
° ° * 7149-F Behavioral Room

the appropriate room is selected et
p p p . = 7207A Behavioral Room

= 7209 Behavioral Room

» 7209A Behavioral Room
= 7210 Rabbit Preparation Room

* Click ‘Next’to proceed

B | ilse



Select Room / Equipment

Select Equipment

My Recently Booked Equipments

Room & Equipment: 7328 (Anesthesia Machine)
@ Service Group: Room with Anesthesia Machine
Location: 7328 Surgery Room

All Equipments
Room: 7149-A

Service Group: Room Only
Location: 7149-A Surgery Room

Room & Equipment: 7149-A (Anesthesia Machine)
Service Group: Room with Anesthesia Machine
Location: 714%-A Surgery Room

Equipment: 7149-BBSC level 2
Service Group: BSCII Only
Location: 7149-B Procedure Room

Room: 7149-D
Service Group: Room Only
Location: 7149-D Behavior Room

Room: 7149-E
Service Group: Room Only
Location: 7149-E Behavior Room

Danm- 7140-F

You can type the room / equipment name
on the searching text field on top to filter
the items

‘My Recently Booked Equipment’ section
displays the top 3 most booked room/
equipment by you in the last 30 days.

Select the room/equipment and click “OK?”
at the bottom to proceed

The room/equipment will be selected, and
opens the “Select Timeslot” pop-up

B | ilse



Select Room / Equipment

Select Equipment

My Recently Booked Equipments

Room & Equipment: 7328 (Anesthesia Machine)
@ Service Group: Room with Anesthesia Machine
Location: 7328 Surgery Room

All Equipments
Room: 7149-A

Service Group: Room Only
Location: 7149-A Surgery Room

Room & Equipment: 7149-A (Anesthesia Machine)
Service Group: Room with Anesthesia Machine
Location: 714%-A Surgery Room

Equipment: 7149-BBSC level 2
Service Group: BSCII Only
Location: 7149-B Procedure Room

Room: 7149-D
Service Group: Room Only
Location: 7149-D Behavior Room

Room: 7149-E
Service Group: Room Only
Location: 7149-E Behavior Room

Danm- 7140-F

* 3 types of booking:

o Room booking only

o Room with equipment booking
o Equipment booking only

itse



Select Timeslot

Case 1: Room booking only / Equipment booking only

<
Su Mo
13 14
20 21
27 28
16 April 2025

12:00AM - 12:30AM
01:30AM - 02:00AM
03:00AM - 03:30AM
04:30AM - 05:00AM
06:00AM - 06:30AM
07:30AM - 08:00AM

10:30AM - 11:00AM

Change Equipment

08

15

22

29

Machine timeslots

April 2025

Select Time

12:30AM - 01:00AM
02:00AM - 02:30AM
03:30AM - 04:00AM
05:00AM - 05:30AM
06:30AM - 07:00AM
08:00AM - 08:30AM

11:00AM - 11:30AM

10

17

24

11

18

25

01:00AM - 01:30AM
02:30AM - 03:00AM
04:004M - 04:30AM
05:30AM - 06:00AM
07:004M - 07:30AM

10:00AM - 10:30AM
11:30AM - 12:00PM

Cancel

12

19

26

Con

firm

* Select aday onthe calendar, all

timeslots of that day will be shown

e Booked timeslots will be disabled

for selection, and displaying the
booked user

B | ilse



Select Timeslot

Case 1: Room booking only / Equipment booking only

CRF Booking System = Bookings > Create Booking

* Select your timeslots and then click
‘Confirm’ to close the pop-up

Project £ Edit

* The selected timeslot is displayed in o
the ‘Timeslot’ SeCtiOn Principal Investigator:  CHOW King Lau King

Equipment Z Edit

Room: 7328
Service Group: Room Only
Select Time
Location: 7328 Surgery Room
16 April 2025
Timeslot £ Edit
12:00AM - 12:30AM 12:30AM - 01:00AM 01:00AM - 01:30AM
01:30AM - 02:00AM 02:00AM - 02:30AM 02:30AM - 03:00AM
Type Date From To Status
03:00AM - 03:30AM 03:30AM - 04:00AM 04:00AM - 04:30AM
04:30AM - 05:00AM 05:00AM - 05:30AM 05:30AM - 06:00AM Room  2025-04-16 10:30 11:30
06:00AM - 06:30AM 06:30AM - 07:00AM 07:00AM -07:30AM
07:30AM - 08:00AM 08:00AM - 08:30AM 08:30AM - 09:00AM Additional Information
* AEP nbr:

10:00AM - 10:30AM

10:30AM - 11:00AM 11:00AM - 11:30AM 11:30AM - 12:00PM * Purpose of usage:
Change Equipment Cancel
Back without Save

B | ilse



Select Timeslot

Case 2: Room with Equipment

Room timeslots

April 2025

We

16 April 2025

12:00AM - 12:30AM 12:30AM - 01:00AM
01:30AM - 02:00AM 02:00AM - 02:30AM
03:00AM - 03:30AM 03:30AM - 04:00AM
04:30AM - 05:00AM 05:00AM - 05:30AM
06:00AM - 06:30AM 06:30AM - 07:00AM
07:30AM - 08:00AM 08:00AM - 08:30AM

I 10:30AM - 11:00AM 11:00AM - 11:30AM

01:00AM - 01:30AM
02:30AM - 03:00AM
04:00AM - 04:30AM
05:30AM - 06:00AM
07:00AM - 07:30AM
08:30AM - 09:00AM

10:00AM - 10:30AM
11:30AM - 12:00PM

* When booking a room with
equipment, you need to select

timeslots twice, once for room and

then for equipment

* First select timeslots for room, and

click ‘Next’

B | ilse



Select Timeslot

Case 2: Room with Equipment

* Then you can choose timeslots for
equipment based on the timeslots
you selected for the room on the

last step.

Machine timeslots

< April 2025
Su Mo Tu We Th Fr
0 0g 10 11
13 14 15 17 18
20 21 22 23 24 25
27 28 29 30
Select Time
16 April 2025

10:30AM - 11:00AM

11:00AM - 11:30AM

Sa

12

19

26

W

Cance'

CRF Booking System > Bookings > Create Booking

Booking Details
Project £ Edit

Name: 000009-R9546

Principal Investigator: CHOW King Lau King

=3

Equipment # Edi

Room & Equipment: 7328 (Anesthesia Maching)

Service Group:  Room with Anesthesia Machine

Location: 7323 Surgery Room

Timeslot £ Edit

Type Date From

Room 2025-04-16 10:30

Equipment 2025-04-14 10:30

To Status

11:30

11:00

Additional Information

* AEP nbr:

* Purpose of usage:

Back without Save

B | ilse




Edit selected timeslot

* Click ‘Edit’in the ‘Timeslot’ section
to open the pop-up and make
changes

Timeslot | ¢ Edit
Type Date From To Status
Equipment 2025-04-14 10:30 11:30

Additional Information

* AEP nbr:

* Purpose of usage:

Back without Save

16 April 2025

12:00AM - 12:30AM
01:30AM - 02:00AM
03:00AM - 03:30AM
04:30AM - 05:00AM
06:00AM - 06:30AM
07:30AM - 08:00AM
09:00AM - 09:30AM

12:00PM - 12:30PM
01:30PM - 02:00PM

nge Equipment

Machine timeslots

April 2025

We

Select Time

12:30AM - 01:00AM
02:00AM - 02:30AM
03:30AM - 04:00AM
05:00AM - 05:30AM
06:30AM - 07:00AM
08:00AM - 08:30AM
09:30AM - 10:00AM

10:30AM - 11:00AM 11:00AM - 11:30AM

12:30PM - 01:00PM
02:00PM - 02:30PM

01:00AM - 01:30AM
02:30AM - 03:00AM
04:00AM - 04:30AM
05:30AM - 06:00AM
07:00AM - 07:30AM
08:30AM - 09:00AM
10:00AM - 10:30AM
11:30AM - 12:00PM
01:00PM - 01:30PM
02:30PM - 03:00PM

w

B | itse



Additional Information

* All room/equipment would require

Timeslot 2 Edit the input of additional information
Type Date From To Status
Room 2025-04-14 10:30  11:30

Equipment 2025-04-14 10:30 11:00

Additional Information

*AEPnbr: 0001234

* Purpose of usage:

Back without Save




Submit Booking

* Click ‘Submit’ after you finish
selecting and input all required
information.

* If submitted successfully, the page
will be refreshed, and a green
‘Success’ message will be shown in
the bottom right of the screen

@ success

* |f there areinvalid inputs, a red ‘Error’
message will be shown in the bottom right

of the screen

MG
“t CRF Booking System

= Bookings = Details

Booking Details

Project

Name: 000009-R9546

Principal Investigator: CHOW King Lau King

Equipment

Room & Equipment: 7328 (Anesthesia Machineg)
Service Group: Room with Anesthesia Machine

Location: 7328 Surgery Room

Timeslot £ Edit

Type Date From To
Room 2025-04-16 10:30 11:30
Equipment 2025-04-16 10:30 11:00

Additional Information

* AEPnbr: 0001234

* Purpose of usage:  Animal testing

Status

Mot started

Mot started

Copyright © The Hong Kong University of Science:

H | itse
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6. How to vie



Calendar View

& THE HOM

2 Kiosk m ThavERSI GF sciice CRF Booking System

AND TECHNCLOGY

'@ Ne CRF Booking System > Bookings

2025-04-08

# Bookings

My Bookings

Su Mo
0é 07
13 14
20 21
27 28

2025 Apr >

7328 (Anesthesia Machine)
Project: 00000%9-R9546

Book Date: 2025-04-16

Booking: 7328 (Anesthesia Machine)

10:30 - 11:30 (Not started)
10:30 - 11:00 (Not started)

7328 (Anesthesia Machine)

(2025-04-16]

23

{Anesthesia Machine)

Click 'My Bookings'in the side bar

Default show all confirmed bookings on or after current date.

* Hover over each booking to view more details

Click on each booking to enter the ‘Booking Details’ page

Logout istest157@ust.hk

=D £

Sa

ns
& THE HONG KO!

Click to switch to List

view

UNIVERSITY orﬁuwcs CRF Booking System

AND TECHNOLOGY

CRF Booking System =

v

Bookings Details

Booking Details

Project

Name: 000009-R9546

Principal Investigator: ~CHOW King Lau King

Equipment

Room & Equipment: 7328 (Anesthesia Machine)
Service Group:  Room with Anesthesia Machine

Location: 7328 Surgery Room

Timeslot £ Edit

Type Date From To
Room 2025-04-16 10:30 11:30
Equipment 2025-04-16 10:30 11:00

Additional Information

*AEPnbr: 0001234

* Purpose of usage:  Animal testing

Copyright © The Hong Kong University of Science :




List View

& T HONG KONG
UNNERSITY F 50
AND TECHNOICE

1ot CRF Booking System

Logout  istest157@ust hk

e

Click to switch to

o i Calendar view
Project Service Group Equipment Location Start Time End Time Status Action
Confirmed
000009-RR546 Room with Anesthesia Machine 7328 7328 Surgery Room 2025-04-30 12:00 2025-04-30 13:00 (Mot Edit
started)
Confirmed
000009-RP546 Room with Anesthesia Machine 7328 [Anesthesia Machine) 7328 Surgery Room 2025-04-30 12:00 2025-04-30 12:30 (Mot Edit
started)
Confirmed
000009-RI546 Room with Anesthesia Machine 7328 7328 Surgery Room 2025-04-16 10:30 2025-04-16 11:30 (Mot Edit
started)
Confirmed
000009-R2546 Room with Anesthesia Machine 7328 {Anesthesia Machine) 7328 Surgery Room 2025-04-16 10:30 2025-04-16 11:00 (Mot Edit
started)
. ;
e O ocecs - CRF Booking System
000009-RI546 Room with Anesthesia Machine 7328 7328 Surgery Room 2025-04-11 12:00 2025-04-11 13:00
CRF Bookir m > Bookings > Details
00000%-R9546 Room with Anesthesia Machine 7326 (Anesthesiz Machine) 7328 Surgery Room 2025-04-11 12:00 2025-04-1112:30

00000%-R9546

000009-R9546

BSCII Only

Room with Anesthesia Machine

7203 BSC level 2

7328

7203 Procedure Room

7328 Surgery Room

2025-04-1021:00

2025-04-10 12:00

2025-04-1021:30

2025-04-10 13:00

Each row represents a booked room / equipment timeslot under a booking form

E.g. Fora Room with equipment booking, there will be 2 rows
Ordered by the booking form’s booking start time in descending order

Click on ‘Edit’ to enter the ‘Booking Details’ page

Booking Details

Project

Name: 000009-R9546

Principal Investigator:  CHOW King Lau King

Equipment

Room & Equipment: 7328 (Anesthesia Machine)
ServiceGroup:  Roomwith Anesthesia Machine

Location: 7328 Surgery Room

Timeslot 2 Edit

Type Date From To
Room 2025-04-16 10:30 11:30
Equipment 2025-04-16 10:30 11:00

Additional Information

* AEPnbr: 0001234

* Purposeofusage:  Animal testing

Backwithout Save

Status

Not started

Not started

E—

Copyright © The Hong Kong University of Science i



How to search bookings

Click the ‘+ Search’ button

It will expand and shown searching fields

Input / select the fields that fit your needs
Click ‘0 get the search results

CRF Booking System > Bookings CRF Booking System > Bookings
~—_
™ 20250408 Show
T T
Y
b | itse
w || P




7. How to update/cancel my booking



How to update/cancel my booking

Conditions and Restrictions

* Bookings created by admin for you could not be cancelled

* Any update / cancellation needs to be made 4 hours before booking start
time

* Selected room /equipment cannot be changed

* Allows update of timeslots and additional information

Jo

U
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Room timeslots

Update Booking

< April 2025 >
Su Mo Tu We Th Fr Sa
08 09 10 1 12
13 14 15 17 18 19
. . Booking Details 20 21 22 23 24 25 26
* Enter the booking details page oo
rojec
Select Time
H ¢ M R H M Name: 00D0009-R9546
* Click ‘Edit’ in timeslot section to
Principal Investigator: CHOW King Lau King
12:00AM - 12:30AM 12:30AM - 01:00AM 01:00AM -01:30AM
open the pop-up and make changes ....... T e
04:30AM - 05:00AM 05:00AM - 05:30AM 05:30AM - 06:00AM
06:00AM - 06:30AM 06:30AM - 07:00AM 07:00AM - 07:30AM
. . o o Room & Equipment: 7328 (Anesthesia Machine) 07-30AM - 08:00AM 08:00AM - 08:30AM 08:30AM - 09:00AM
o U p d a te fo r m fl e ld S I n a d d It I O n a l. Service Group: Room with Anesthesia Machine 10:00AM - 10:50M
. . . Location: 7328 Surgery Room LL:30AM - 12:00PM
12:00PM - 12:30PM 12:30PM - 01:00PM 01:00PM - 01:30PM v
iInformation section
Timeslot | # Edit
L] ‘ L] ’ L]
d ClICk Edlt and Save to SmeIt you Type Date From To Status
Room 2025-04-16 10:30 11:30 Not started
changes
Equipment 2025-04-16 10:30 11:00 Mot started
* Click ‘Back without Save’ to leave

* AEPnbr: 0001234

and discard your changes

* Purpose of usage:  Animal testing

Back without Save

Cancel Booking Edit and Save I Copy Booking

B | ilse



Cancel Booking

* Click ‘Cancel Booking’

Timeslot ¢ Edit

Type Date From To
Room 2025-04-11 12:00 13:00
Equipment 2025-04-11 12:00 12:30

Additional Information

*AEPnbr: 12345

* Purpose ofusage:  Animal testing

Back without Save

e Then click ‘OK’ in the confirmation

POp-up

Do you want to cancel this booking?

Cancel

Enter the booking details page

Status
Mot started

Mot started

Copy Booking

* The status of the timeslots are
updated to ‘Inactive’

 No further action is allowed

Booking Details
Project

Name: 000009-R?546
Principal Investigator: CHOW King Lau King
Equipment

Room & Equipment: 7328 (Anesthesia Machine)
Service Group:  Room with Anesthesia Machine

Location: 7328 Surgery Room

Timeslot
Type Date From
Room 2025-04-11 12:00
Equipment 2025-04-11 12:00

Additional Information

*AEPnbr: 12345

* Purpose of usage:  Animal testing

Back without Save

13:00

12:30

Status

Inactive

Inactive

B | ilse



8. How to create recurring bookings



How to create recurring bookings

Conditions and Restrictions

* The copy booking function allows users to copy and use an existing booking as a base to
create new bookings for multiple dates with the same start/ end time

* Only confirmed booking is allowed to be copied

* You can select one or multiple booking dates. For each selected date, a separate booking
form is created with the copied details.

* Pre-filled data from existing booking, no edit is allowed during copy process:
* Booking Start/End Time: excluding the booking date, only the time range is carried over
* Project
 Equipment
* Any additional information

Jo

U
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Preliminary work: Create a booking

& THE HC!\D’._E KONG . "
@] UnvEESTY OF s CRF Booking System

* Select the project, room /equipment
and timeslot for 1 day. These will be
the template for copying.

Name: 00000%-R2546

e  After submission, review the booking

Equipment

.
Room & Equipment: 7328 (Anesthesia Machine) d e t a I l.S

Service Group:  Roomwith Anesthesia Machine

Bookings = Details

Location: 7328 Surgery Reom

L * Click ‘Copy Booking’ at the bottom of
- | the page

Room 2025-04-18 10:30 11:30 Mot started

Equipment 2025-04-18 10:30 11:00 Mot started

Additional Information

*AEPnbr: 0001234

*Purpose of usage:  Animal testing

Back without Save

jo
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Booking Details

Copy BOOkIng < April 2025 5
* Apop-up is opened, only the ‘Date’ I ——— I
section is allow for edit and z a s | .
selection ctone
* Select the dates by clicking on the
Ca lenda r Mame: 00000%9-R%544
* Click ‘Submit’to proceed
* Error message if the timeslot is not A
available on selected date(s) :
® Errors x . -

The Room timeslot of { 23-04-2025 10:30 ~

23-04-2025 11:00 ) is already booked.

The Room timeslot of { 23-04-2025 11:00 ~ Y *AEPnbr: 0001234
23-04-2025 11:30 ) is already booked. ' * Purpose of usage: | Animaltesting

Back without Save

Additional Information




Copy Booking

* Separate booking forms are created

* Different dates with same start/end time of original booking

* You can make further updates on each booking (e.g., update booked timeslots)

Booking Details

Project

Mame: 000009-RE546

Principal Investigator: CHOW King Lau King

Equipment

Room & Equipment: 7328 (Anesthesia Maching)
Service Group:  Room with Anesthesia Machine

Location: 7328 Surgery Room

Timeslot & Edit

Type Date From
Room 2025-04-23 10:30
Equipment 2025-04-23 10:30

To Status
11:30 Mot started
11:00 Mot started

Additional Information

#AEPnbr: 0001234

* Purpose of usage:  Animal testing

Back without Save

Cancel Booking Edit and Save Copy Booking

Booking Details

Project

Mame: 00000%-R9546

Principal Investigator: CHOW King Lau King

Equipment

Room & Equipment: 7328 (Anesthesia Maching)
Service Group:  Room with Anesthesia Machine

Location: 7328 Surgery Room

Timeslot & Edit

Type Date
Room 2025-04-30
Equipment 2025-04-30

From

10:30

10:30

To

11:30

11:00

Additional Information

*AEPnbr: 0001234

* Purpose of usage:  Animal testing

Back without Save

Status

Not started

Mot started

Cancel Booking Edit and Save Copy Booking
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9. How to check in/check out my booking



How to check in/check out my booking

Conditions and Restrictions

LAF guideline: User should check in only when they are physically at the room / location

Check-in/Check-out guidelines:
* Room booking only:

= Check-in room => Check-out room
Equipment booking only:
= Check-in equipment => Check-out equipment
Room with Equipment booking:
= Check-in room => check-in equipment => check-out equipment => check-out room

Early check-in is allowed 30 minutes before the booking start time if the room is not used by other users and
will be charged according to the actual start time

Check out is allowed any time after booking start time and before the end of booking date

For Room with equipment booking:

Checkin /check outequipment is allowed any time after checking in room and before check out room
If room is checked out, check in of equipment is not allowed
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How to check in my booking

Example: Room with equipment booking

* Enter the booker kiosk panel by:

* URL: https://wb5.ab.ust.hk/njcrf/kiosk/booker/booked-equipments
* Sidebar of booker panel:

¥ Kiosk

I New Booking

B PBookings

“E  CRF Booking System
My Bookings

em > Today's Bookings
Today's Bookings

L m
- f'-1 e

Equipment / Facility Project Name Time Booked

7328 000009-R9546 09:00- 10:00

- 7328 (Anesthesia Machine) 00000%9-R9546 09:30- 10:00

LAF
h 7149-BBSC level 2 000009-R2546 18:00-19:30

Logout istest157@ust.hk
Session Status Action
1hr and Omin * Available ChecklIn
Ohr and 30mins ® Available CheckIn

1hr and 30mins * Available

jo
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https://w5.ab.ust.hk/njcrf/kiosk/booker/booked-equipments

How to check in my booking

Example: Room with equipment booking

& THE HOMG KOMG

Fscece CRF Booking System

AND TECHNCLOGY

[Z Booker Panel

B Today's Bookings CRF Booking System > Today's Bookings

@ Check Out Bookings Today's Bookings

LAF

Equipment / Facility

7328

7328 {Anesthesia Machineg)

7149-BBSC level 2

 Goto 'Today's Bookings' page
o Listall bookings of current day

Project Name

000009-R9546

000009-R9546

000009-R9546

Time Booked

09:00-10:00

09:30- 10:00

18:00-19:30

Session

1hr and Omin

Ohr and 30mins

1hr and 30mins

Status

* Available

* Available

* Available

o Each row represents 1 room /equipment booked timeslot under 1 booking form

e Click ‘Check In’ of the room row first

Logout

istest157@ust.hk

Action

CheckIn

jo
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How to check in my booking

Example: Room with equipment booking

* A pop-up with more details is opened for you to confirm correct room / equipmentis selected
* Press‘CheckIn’, and then ‘Confirm’ in the confirmation pop-up

* Asuccess messageis shown after checkedin

Equipment Status: Available
Reference ID

202504080011

Equipment

7328

Checked in Successful

Project Name

Are you sure you want to check in the v

000009-R9546

Cancel ‘ % \

OK

selected room?

Principal Investigator

CHOW King Lau King

Service Group

Room Only

Time Booked

09:00 - 10:00

Session (Hr)

1hr and Omin

B | itse



How to check in my booking

Case: Room with equipment booking

* After checked in, the status of the room row is updated to ‘Checked In’
* The status of the equipment row remains unchanged
* Proceed to check in equipment by clicking ‘Check In’ of the equipment row

Remaining steps are the same as checkingin room

& THE HOMG KONG

E: B Panel w UNIVERSITY OF 5CENCE CRF Booking System

AMD TECHMOLOGY

B Today's Bookings CRF Booking System = Today's Bookings

@ Check Out Bookings Today's Bookings

LAF

Equipment / Facility

7328

7328 (Anesthesia Maching)

7149-BBSC level 2

Project Name

000009-R9546

000009-R9546

000009-R9544

Time Booked

09:00-10:00

09:30-10:00

18:00-19:30

Session

1hr and Omin

Ohr and 30mins

1hr and 30mins

Logout istest157@ust.hk

Status Action
Checked In

* Available Check In

* Available

B | ilse



How to check in my booking

Case: Room with equipment booking

* Bothroom and equipment are now successfully checked in

& THE HOMG KONG

2 B r Panel w UNIVERSITY OF 5CEENCE - CRF Booking System

AND TECHNOLOGY

B Today's Bookings CRF Booking System > Today's Bookings
@ CheckOu g Today's Bookings
LAF
: Equipment / Facility Project Name Time Booked Session
7328 000009-R9546 09:00-10:00 1hr and Omin
7328 (Anesthesia Machine) 000009-R9546 09:30- 10:00 Ohr and 30mins
7149-B BSC level 2 000009-R9546 18:00-19:30 1hr and 30mins

Logout istest157@usthk

Status Action

Checked In

Checked In

* Available

B | ilse



How to check out my booking

Example: Room with equipment booking

* Enter the booker kiosk panel by:

* URL: https://wS.ab.ust.hk/njcrf/kiosk/booker/checked-in-equipments
* Sidebar of booker panel:

¥ Kiosk

I New Booking

:: i v
B Bookings

@ 8 TEHONGKONG
UNIVERSITY OF SCIENC i
Booker Panel [lﬂ NNNNNNNNNNNN CRF Booking System
. i B Today's Bookings CRF Booking System > Check Out Bookings
y Bookings
& Check Out Bookings Check Qut Bookings
LAF
2 Me L ) " ) )
L = Equipment / Facility Project Name Time Booked
7328 000009-R9546 09:00- 10:00
7328 (Anesthesia Machine) 000009-R546 09:30- 10:00

LAF

jo

=

Logout istest157@ust.hk

Check Out

Check Out

itse



https://w5.ab.ust.hk/njcrf/kiosk/booker/checked-in-equipments

How to check out my booking

Example: Room with equipment booking

% Booker Panel - THEHONGKONG
: UMIVERSITY OF SCIEMC] i Pl i

ooker Panel w NNNNNNNNNNNN £ CRF Booking System Logout istest157@ust.hk
B Today's Bookings CRF Booking System > Check Out Bookings
& Check Out Bookings Check Out Bookings

LAF
- Equipment / Facility Project Name Time Bookad Session Action

7328 000009-R9546 09:00- 10:00 1hr and Omin Check Out

7328 (Anesthesia Maching) 000009-R9546 0%:30 - 10:00 Ohr and 30mins Check Cut

* Goto ‘Check Out Bookings’ Page:

o List all checked in bookings of current day
o Eachrow represents 1 room /equipment booked timeslot under 1 booking form

* Click ‘Check Out’ of the equipment row first
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How to check out my booking

Example: Room with equipment booking

* A pop-up with more details is opened for you to confirm correct room / equipmentis selected
* Press‘Check Out’, and then ‘Confirm’ in the confirmation pop-up

* Asuccess messageis shown after checked out

Equipment Status:

Reference ID

202504080011

Equipment
7328 (Anesthesia Machine) Checked Out Successful

e

I:ln@

Project Name

Areyou sure you want to check out the

000009-R9546

Time Booked selected equipment?

09:30-10:00

Session (Hr)
Ohr and 30mins CH nCEl

Principal Investigator

CHOW King Lau King

Service Group

Room with Anesthesia Machine

B | itse



How to check out my booking

Case: Room with equipment booking

* After checked out, the equipment row is no longer shown on ‘Check Out Bookings’ page

* Proceed to check outroom by clicking ‘Check Out’ of the room row

* Remaining steps are the same as checking out equipment

& THE HOMG KONG

7 Booker Pane ERSITY OF SCIENCE ;
[Z Booker Panel [mjmg‘“?;‘lf\‘élé\é"r“ CRF Booking System

B Today's Bookings CRF Booking System = Check Out Bookings

& Check Qut Bookings Check Out Bookings

LAF

Equipment / Facility

7328

Project Name

000009-R9546

Time Booked

09:00 - 10:00

Session

1hr and Omin

Logout istest157@ust.hk

Action

Check Out

B | ilse



How to check out my booking

Case: Room with equipment booking

* Both room and equipment are now successfully checked out

* You can view their status in ‘Today’s Bookings’ page until day end

& THE HONG KOl

NG
UNIVERSITY OF SCIEMCE i
AR CRF Booking System

% Booker Panel

B Today's Bookings CRF Booking System > Today's Bookings
@ Check Qut Bookings Today's Bookings
LAF
: ’ Equipment / Facility Project Name Time Booked Session
714%9-BB5C level 2 000009-R9546 18:00-19:30 1hr and 30mins
7328 000009-R9544 09:00- 10:00 1hr and Omin
7328 (Anesthesia Maching) 000009-R9546 09:30- 10:00 Ohr and 30mins

Logout istest157@ust.hk

Status Action

* Available

Checked Out

Checked Out

jo
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What email notifications will you receive from the
system

* Booking confirmation email
* Sent after submit booking

* Email for Incomplete check-in/check-out or No Show Booking
* Sent next day of such bookings

jo

ise

U

=



Why check in action is unavailable/failed

* Attempt to checkin too early (more than 30 minutes before booking start)

* Fora Room with equipment booking, attempt to check in equipment before
checkinroom

* Attempt to check in after booking end time
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Mobile version

CHF Booking System

FOR CURRENT
STUDENTS/STAFF

FOR EXTERMAL USERS
ight © The aof

® THE HONG KONG .
UNIVERSITY OF SCENCE - CRF Bookmg
Menu AND TECHNOLOGY
CRF Booking System > Bookings

Su

06

13

20

01 02 03 04

07 08 09 10 11

14 17 18

21

Sa
05

12

19

= & THEHONG KONG

universiTy of science - CRF Booking
Menu AND TECHNOLOGY

CRF Booking System > Bookings

Booking Details

7328

Project: 000009-R9546

Start Time: 2025-04-26 10:30
End Time: 2025-04-26 11:30

S

7328 (Anesthesia Machine)
Project: 000009-R9546

Start Time: 2025-04-26 10:30
End Time: 2025-04-26 11:00

N

7203 (Anesthesia Machine Only)
Project: 000009-R9546

Start Time: 2025-04-25 13:30
End Time: 2025-04-25 14:30

N

7328

Project: 000009-R9546

Start Time: 2025-04-25 10:30
e

AN

»— _® THEHONG KONG g
—_ university of science - CRF Booking
Menu AND TECHNOLOGY

CRF Booking System > Bookings > Details

Booking Details
Project

Name
000009-R9546
Principal Investigator

CHOW King Lau King

Equipment

Room & Equipment

7328 (Anesthesia Machine)
Service Group

Room with Anesthesia Machine
Location

7328 Surgery Room

Timeslot 2 Edit

r= & THE HONG KONG <

— m\ university of science - CRF Booking

Menu AND TECHNOLOGY

CRF Booking System > Bookings > Create Booking

Booking Details

Project 2 Edit

Name
000009-R9546
Principal Investigator

CHOW King Lau King

Equipment

Select Equipment

Timeslot

Back without Save

£ ight © The Hang Kang Lini: ity of
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