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• This system is 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

1. CRF Booking System – Service for LAF 
Booking Types

Rooms Room Only

Room with 

Anesthesia 

Machine

Anesthesia 

Machine Only
BSCII Only

7149-A Surgery Room Y Y
7149-B Procedure Room Y

7149-D Behavior Room Y

7149-E Behavior Room Y

7149-F Behavior Room Y

7203 Procedure Room Y Y Y Y

7204 Procedure Room Y

7207 Behavior Room Y

7207A Behavior Room Y

7209 Behavior Room Y

7209A Behavior Room Y

7210 Rabbit Preparation Room Y
7212A Rabbit Surgery Room Y
7322 Procedure Room Y
7326 Behavior Room Y

7328 Surgery Room Y Y
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• 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 (PI) 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) 

2. Prerequisite for using CRF Booking System



3. How to login CRF Booking System 
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Entry points of CRF Booking System
• Website of Laboratory Animal Facility (CWB) 



7

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

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

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

4. Default land to “My Bookings” Page after 
successful login

HKUST current students / staff

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

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

3. Log in with your registered email address and 
password.

4. Default land to “My Bookings” Page after 
successful login

External users

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


4. What are on the side bar
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• 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

What are on the side bar
Booker Panel
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• Booker Panel: Entry point to the Booker Panel

• Today’s Bookings:
• View all bookings of today
• Check in bookings

• Check Out Bookings:
• Check out bookings of today

What are on the side bar
Booker Kiosk Panel



5. How to make booking
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• Each booking allows the selection of 1 room and/or 1 equipment in the same 
room

• 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 a timeslot has started, booking of that timeslot is not allowed
• E.g., To book a timeslot of 0900 – 0930, you should make the booking on or before 0859

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

Conditions and Restrictions
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Entry points 
• Click ‘New Booking’ on the sidebar 

• Click ‘New’ on ‘My Bookings’ Page 
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• A project in CRF is configured by 
admin.
• Identify the PI in charge and billing 

information

• For most users, it is expected that 
you are under 1 project only, the 
project will be auto selected.

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

• Then select the correct project

Select Project 
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• After a project is selected, the 
button “Select Equipment” will be 
shown under “Equipment” section

• Click the button to open a pop-up

Select Room / Equipment 

• A reminder text is shown to ensure 
the appropriate room is selected.

• Click ‘Next’ to proceed
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• 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

Select Room / Equipment 
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• 3 types of booking:
o Room booking only
o Room with equipment booking
o Equipment booking only

Select Room / Equipment 
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• Select a day on the calendar, all 
timeslots of that day will be shown

• Booked timeslots will be disabled 
for selection, and displaying the 
booked user

Select Timeslot
Case 1: Room booking only / Equipment booking only
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• Select your timeslots and then click 
‘Confirm’ to close the pop-up

• The selected timeslot is displayed in 
the ‘Timeslot’ section

Select Timeslot
Case 1: Room booking only / Equipment booking only
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• 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’

Select Timeslot
Case 2: Room with Equipment 
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• Then you can choose timeslots for 
equipment based on the timeslots 
you selected for the room on the 
last step.

Select Timeslot
Case 2: Room with Equipment
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• Click ‘Edit’ in the ‘Timeslot’ section 
to open the pop-up and make 
changes

Edit selected timeslot 



25

• All room/equipment would require 
the input of additional information

Additional Information 
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• If there are invalid inputs, a red ‘Error’ 
message will be shown in the bottom right 
of the screen

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



6. How to view my booking
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• 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

Calendar View

Click to switch to List 
view
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• Each row represents a booked room / equipment timeslot under a booking form

• E.g. For a 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

List View
Click to switch to 
Calendar view
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How to search bookings

• Click the ‘+ Search’ button

• It will expand and shown searching fields

• Input / select the fields that fit your needs

• Click     tto get the search results



7. How to update/cancel my booking
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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
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• Enter the booking details page

• Click ‘Edit’ in timeslot section to 
open the pop-up and make changes

• Update form fields in additional 
information section

• Click ‘Edit and Save’ to submit you 
changes

• Click ‘Back without Save’ to leave 
and discard your changes

Update Booking
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• Enter the booking details page

• Click ‘Cancel Booking’

• Then click ‘OK’ in the confirmation 
pop-up

Cancel Booking
• The status of the timeslots are 

updated to ‘Inactive’

• No further action is allowed



8. How to create recurring bookings
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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
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• Select the project, room /equipment 
and timeslot for 1 day. These will be 
the template for copying.

• After submission, review the booking 
details

• Click ‘Copy Booking’ at the bottom of 
the page

Preliminary work: Create a booking
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• A pop-up is opened, only the ‘Date’ 
section is allow for edit and 
selection

• Select the dates by clicking on the 
calendar

• Click ‘Submit’ to proceed

• Error message if the timeslot is not 
available on selected date(s) :

Copy Booking
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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)



9. How to check in/check out my booking
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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:
• Check in /check out equipment 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

• Enter the booker kiosk panel by:
• URL: https://w5.ab.ust.hk/njcrf/kiosk/booker/booked-equipments
• Sidebar of booker panel: 

Example: Room with equipment booking

https://w5.ab.ust.hk/njcrf/kiosk/booker/booked-equipments
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• Go to 'Today's Bookings' page
o List all bookings of current day
o Each row represents 1 room / equipment booked timeslot under 1 booking form

• Click ‘Check In’ of the room row first

How to check in my booking
Example: Room with equipment booking
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• A pop-up with more details is opened for you to confirm correct room / equipment is selected

• Press ‘Check In’, and then ‘Confirm’ in the confirmation pop-up

• A success message is shown after checked in

How to check in my booking
Example: Room with equipment booking
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• 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 checking in room

How to check in my booking
Case: Room with equipment booking
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• Both room and equipment are now successfully checked in

How to check in my booking
Case: Room with equipment booking
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How to check out my booking

• Enter the booker kiosk panel by:
• URL: https://w5.ab.ust.hk/njcrf/kiosk/booker/checked-in-equipments
• Sidebar of booker panel: 

Example: Room with equipment booking

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


48

• Go to ‘Check Out Bookings’ Page:
o List all checked in bookings of current day
o Each row represents 1 room / equipment booked timeslot under 1 booking form

• Click ‘Check Out’ of the equipment row first

How to check out my booking
Example: Room with equipment booking
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• A pop-up with more details is opened for you to confirm correct room / equipment is selected

• Press ‘Check Out’, and then ‘Confirm’ in the confirmation pop-up

• A success message is shown after checked out

How to check out my booking
Example: Room with equipment booking
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• After checked out, the equipment row is no longer shown on ‘Check Out Bookings’ page

• Proceed to check out room by clicking ‘Check Out’ of the room row

• Remaining steps are the same as checking out equipment

How to check out my booking
Case: Room with equipment booking
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• Both room and equipment are now successfully checked out

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

How to check out my booking
Case: Room with equipment booking



10. FAQ



53What 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
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Why check in action is unavailable/failed
• Attempt to check in too early (more than 30 minutes before booking start)

• For a Room with equipment booking, attempt to check in equipment before 
check in room

• Attempt to check in after booking end time



11. Mobile version
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Mobile version
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