
MANUAL
USER

LABORATORY & STUDIO APPLICATION SYSTEM 

EDITION
TECHNICIAN/ADMIN



CONTENTS

  HOW TO SIGN UP?                                                           1

  HOW TO LOG IN?                                                              5

  HOW TO CREATE LAB@STUDIO?                     8                 

i

  HOW TO APPROVE THE 
  STUDENT/LECTURER BOOKING 
  APPLICATION?                                                               14                

  HOW TO RESCHEDULE THE 
  STUDENT/LECTURER BOOKING 
  APPLICATION?                                                               21                

  HOW TO REJECT THE 
  STUDENT/LECTURER BOOKING 
  APPLICATION?                                                              32                



 HOW TO SIGN UP?

Please click the “Sign Up” button1.
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 HOW TO SIGN UP?

 Please fill all the details in Sign Up interface.1.

   2. Then please click button Sign Up after complete 
        all the details.
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 HOW TO SIGN UP?

Please “Choose Photo” for your profile picture.1.

   2. Then please click button “Create Profile”. 
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 HOW TO SIGN UP?

This is an example your profile interface will be
showing up.

1.

   2. Click button “Edit Profile” if you want to edit 
        your profile. 

   3. Click button “Log Out” if you want to log out. 

4



 HOW TO LOG IN?

Please click the “Log In” button1.
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 HOW TO LOG IN?

 Please fill all the details in Login interface.1.

   2. Please click button “Login”.

   3. Please click button “Forgot Password?” if you 
        forgot your password.
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 HOW TO LOG IN?

 Please enter your email to reset your password in   1.
        Forgot Password interface.

   2. Please follow the instruction in your email.
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 HOW TO CREATE LAB/STUDIO?

 After you login, you must click your role as  1.
        TECHNICIAN at Role As interface.
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 HOW TO CREATE LAB/STUDIO?

 Please click icon “Status” below to create
labs/studios.

1.
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 HOW TO CREATE LAB/STUDIO?

 Please click button “CREATE A LABS/STUDIOS” 1.
        to create labs/studios.
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 HOW TO CREATE LAB/STUDIO?

 Please fill the details and click button “CREATE  1.
        LABS/STUDIOS”.
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 HOW TO CREATE LAB/STUDIO?

 You can see your lab/studio that you already  1.
        created by click icon Status interface.
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    2. You also can edit your lab/studio later and check   
         your total student booking request by click 
         that red button.



 HOW TO CREATE LAB/STUDIO?

 All request will appear at New Request section.1.

   4. All rejected request will appear at Rejected 
        section.
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   2. All reschedule request will appear at Rescheduled  
       section.
   3. All approved request will appear at Booked  
       section.



 HOW TO APPROVE THE 
 STUDENT/LECTURER BOOKING 
 APPLICATION?  

Please click the red button in your lab/studio
section to see a new/an update request for your
lab/studio booking. 

1.

14



 HOW TO APPROVE THE 
 STUDENT/LECTURER BOOKING 
 APPLICATION?  

Please click the request at the New Request
section.

1.
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 HOW TO APPROVE THE 
 STUDENT/LECTURER BOOKING 
 APPLICATION?  

Please click button “APPROVED” .1.
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 HOW TO APPROVE THE 
 STUDENT/LECTURER BOOKING 
 APPLICATION?  

Detail request will appear for you to check the
booking can be approved or not .

1.
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 HOW TO APPROVE THE 
 STUDENT/LECTURER BOOKING 
 APPLICATION?  

Detail request will appear for you to check that
request booking can be approved or not .

1.
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   2. Click button “APPROVED” if you think that 
        request are suitable with the lab/studio 
        scheduled.



 HOW TO APPROVE THE 
 STUDENT/LECTURER BOOKING 
 APPLICATION?  

This notification will be appear after you click
button “APPROVED”.

1.
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   2. Please click button “GOT IT!” to see your request  
       approved updated status.



 HOW TO APPROVE THE 
 STUDENT/LECTURER BOOKING 
 APPLICATION?  

The request that you approved, will appear at
Booked section at “Status” interface.

1.
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 HOW TO RESCHEDULE THE 
 STUDENT/LECTURER BOOKING 
 APPLICATION?  

Please click the red button in your lab/studio
section to see a new/an update request for your
lab/studio booking. 

1.
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 HOW TO RESCHEDULE THE 
 STUDENT/LECTURER BOOKING 
 APPLICATION?  

Please click the request at the New Request
section.

1.
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 HOW TO RESCHEDULE THE 
 STUDENT/LECTURER BOOKING 
 APPLICATION?  

Please click button “RESCHEDULE” to adjust a
new booking request to propose to the
student/lecturer if the date and time requested  
clashed with other student/lecturer request.

1.
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 HOW TO RESCHEDULE THE 
 STUDENT/LECTURER BOOKING 
 APPLICATION?  

Please add reschedule comment and propose a
new booking date and time to student/lecturer.

1.
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   2. Click button “UPDATE REQUEST”.



 HOW TO RESCHEDULE THE 
 STUDENT/LECTURER BOOKING 
 APPLICATION?  

This notification will appear after you click button
“UPDATE REQUEST”.

1.
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   2. Please click button “GOT IT!” to see your  
       reschedule updated status.



 HOW TO RESCHEDULE THE 
 STUDENT/LECTURER BOOKING 
 APPLICATION?  

The request that you sent, will appear at
Rescheduled section at “Status” interface.

1.
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 HOW TO RESCHEDULE THE 
 STUDENT/LECTURER BOOKING 
 APPLICATION?  

If the student/lecturer did not agree with your
proposed request, they will sent another request
with new suggestion date/time request.

1.
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 HOW TO RESCHEDULE THE 
 STUDENT/LECTURER BOOKING 
 APPLICATION?  

You can click button “APPROVED” if the new
requested date/time is suitable with your
lab/studio schedule. 

1.
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 HOW TO RESCHEDULE THE 
 STUDENT/LECTURER BOOKING 
 APPLICATION?  

Please click the button “APPROVED” to proceed
with the request.

1.
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 HOW TO RESCHEDULE THE 
 STUDENT/LECTURER BOOKING 
 APPLICATION?  

This notification will appear after you click button
“APPROVED”. Click button “GOT IT!” to check your
approval status.

1.
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 HOW TO RESCHEDULE THE 
 STUDENT/LECTURER BOOKING 
 APPLICATION?  

The new update approval booked status will  
appear at Booked section.

1.
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 HOW TO REJECT THE 
 STUDENT/LECTURER BOOKING 
 APPLICATION?  

Please click the red button in your lab/studio
section to see a new/an update request for your
lab/studio booking.

1.
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 HOW TO REJECT THE 
 STUDENT/LECTURER BOOKING 
 APPLICATION?  

Please click the request at the New Request
section.

1.
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 HOW TO REJECT THE 
 STUDENT/LECTURER BOOKING 
 APPLICATION?  

Please click button “REJECT” if you want to reject
the request.

1.
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 HOW TO REJECT THE 
 STUDENT/LECTURER BOOKING 
 APPLICATION?  

Please enter a reject comment and click button
“UPDATE REJECT”.

1.
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 HOW TO REJECT THE 
 STUDENT/LECTURER BOOKING 
 APPLICATION?  

This notification will appear after you click button
“UPDATE REJECT”. Click button “GOT IT!” to
check your reject status.

1.

36



 HOW TO REJECT THE 
 STUDENT/LECTURER BOOKING 
 APPLICATION?  

The request that you reject, will appear at
Rejected section at “Status” interface.

1.
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YOU
THANK
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