HBKU Student Center Launching New Online Reservation System

We at Hamad bin Khalifa University Student Center are pleased to present
our new online reservation system going live on September 6% 2012.

To make a reservation:

Create an account at http://hbku-sc.qf.org.qa (manual attached)

e Wait for an activation email
e Look at live venue availability
e Send a request on the spot

For more information call the HBKU Student Center Reception on 44540288.

Bachar M. El Tabbah
Events Management Coordinator
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HBKU Student Center Events Scheduling Software Manual

Step 1:

Creating an account :

e Go to http://hbku-sc.qf.org.qa

e C(Click on My Account tab and then on Create an account
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To start using the system you need to create an account.

In order to browse events and facilities in the student center dick on browse.

To set the time zone please choose Kuwait,Riyadh time zone.
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Welcome to HBKU Student Center Events scheduling System.

To create an account Click on My Account to get your own Login-in name and password.

If you already have an account dlick on reservations to start making requests.

For more information and questions please call the student center administration office at 44540288.
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Fill out your name and contact details and insert the code in the box
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Click on save to submit the account request, a window saying that your account is pending will

appear.

Wait until you get an account confirmation within 2 business days.
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Step 2

Submitting a reservation request :

e Once you receive your account activation mail go to Go to http://qft00066/virtualems/

e C(Click on My Account and then on Log In, type in your user ID (email) and password and click on
log in.
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e C(Click on Reservations tab and then on request a venue.
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Event Coordination Meeting
For all large events, the requester must schedule a set-up meeting with Bachar Tabbah,
Student Center Event Management Coordinator (44540327, beltabbah@af orz.qa) to review
all logistical details at least 10 calendar days in advance of the event. Failure to complete
this meeting will result in cancellation of the reservation. In addition, catering site visits
and AV tests must be scheduled prier to the day of the event. ht is the responsibility of the
requester 1o provide all of the set-up requirements at the time of the reservation request. Last
minute requests may not be honored._

Facilities:
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Setup Information
Artendance:*
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Ticket Sales

Any organization/department/center selling tickets or renting booths for an event which
results in net revenue will be charged a room rental fee.

Setup Type:*

Availability Filters

Late Cancellation or No-Show Policy
Event space is in high demand in the Student Center. Reservations must be canceled at
least 2 business days in advance for meeting room spaces and 10 business days in advance
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e Enter your event details (date,time,number of attendees, setup type) then click on find
space. A list of available rooms according to your search will appear.
e C(Click on the green + sign to choose the venue that you want
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e C(Click on the Details tab to fill out a form with all your and the event’s details.

@ Virtual EMS - Room Request - Windows Internet Explorer =N =R |

GO =

% @ Convert v [)Select

//qft00066/ VirtualEms/RoomRequest aspxidata=ity3Dem3e2byaGFZTQuNIST 21 xAeUrT Uub v|‘,| x H Bing o -

i Favorites | i/ (=) Suggested Sites v 2] Upgrade Your Browser +
| i Virtual EMS - Room Request L i~ B v = d® v Pagew Safetyv Toosv @~

%m Virtual EMS
Evens Management Syviem.

Q W ity rvation: un in [elcome r Tl
Q, mrowse [ nercrvations 40 My Account (O Adm Wekeome Bochar Tabban

Request 5 Venve @

When and Where Event Details

Dats:* Event Type:*

&27/2012 Wea [ Recurrsnce =
Start Time:®  End Time: ™

B-00 AM (V) 1:30em ) Group Details

Facilities: Group:*

Student Canter [«] O, | Student Center Team =

ist Contact:*

Setup Infe ti
= Student Center Tzam =

Attendance: ®

(]

Phone:* Fax:

Setup Type:™
sop Ty [ —

(RSN v WEe 3 Student Org Advisor:

Room Type:
)

Other Information

Event Description :




Once you fill out all the details and have read all the terms and conditions click on Submit
Reservation. A reservation summary will be sent to your e-mail, this is not a confirmation,
wait until you receive a confirmation e-mail within 2 business days.
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