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The HKMU 

Online Booking System for Amenities 

(OBSA) USER GUIDE 
1. Sports Halls Module    ………p.2-5 

 (I) Online credit card payment  

(II) Cash 

 

2. Activity Rooms Module*   ……..p.6-9 

3. Communal Area Module* …….p.10-13 

4. Library Rooms Module …….p.14-18 

5. VR Sports Learning 

Laboratory Module 
…….p.19-22 

6. Activity Rooms (F0901, 

F0902) Module* 
…….p.23-27 

  

*for student societies only  
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1. Sports Halls Module 

A. Make Booking 
Step 1: Log in with MyHKMU account 

 

 

Step 2: Select “Sports Halls” module 

 

 

Step 3: Select “Campus” → “Sport Activity” → “Means of Payment” by order  
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Step 4: Click on desired timeslot(s). Then, click “Next” button 

 

Booking Tip: You may reserve BOTH sports halls by clicking “Book XXX Campus” under the booking 

calendar 

 

 

Step 5: Double check booking particulars. Read relevant regulations, check the box and click “Submit” button.  
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I. Online credit card payment 
Key in credit card information. Do not close the broswer before completion of transaction. Please ensure signal 

reception of mobile devices is satisfactory while online payment is underway. 

 
Once online payment is completed, the browser will be redirected back to system page. Booking is 

completed. A booking confirmation number will be generated for enquiry purpose. 

 

Please contact hall management at 3120 2413 if you are unsure whether your booking is successful. 

 

II. Cash  

Selected timeslot will be reserved temporarily. User should go to Shroff Office to settle payment before 

deadline.  
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Please provide your student/staff number and booking reference number to cashier. Upon cash payment, 

booking is completed. 

 

Upon Completion of Booking 
Email will be sent to HKMU email account with sign-in record (PDF format). 

 

Keep a copy (hard or soft copy) of the sign-in record and present it to guard/FFMU (FMO) staff for verification 

purpose.  

 

 

B. Cancel Booking (applicable to cash transaction only)*  

 
Locate “Booking Record” tab on menu bar. Retrieve relevant booking by date of use or booking reference 

number. Click on rubbish bin icon for cancellation.  

 

 

 

*Note: Confirmed (paid or free) bookings CANNOT be cancelled.  
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2. Activity Rooms Module (Student Societies Only) 

A. Make Booking 
Step 1: Log in with student society account (prior registration with FFMO (FMU) required)  

 

Please use your OBSA student society account and the initial password to log in. You will be requested to 

change the password upon log in. Please inform authorized office-bearers of your Society of the new 

password. 

 

Step 2: Choose “Activity Rooms” module  

 
 

 

 

 

 

 

 

 

 

 

 



7 
 

Step 3: Choose campus  

 

 

Step 4: Select desired week in drop-down bar 

 

 

Step 5: Click on desired timeslot(s) directly  

 
 

 

 

 



8 
 

Step 6: Fill in booking information  

 
 

 

Step 7: Double check booking particulars. Read relevant regulations, check the box and click “Submit” button.  

 

 

Step 8: A booking reference number will be generated for enquiry purpose.  

 

Please be reminded that the booking is not confirmed until approved by administrator. The booking status will 

be updated once handled.  
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B. Cancel Booking*  

 

Locate “Cancel Booking” tab on menu bar and retrieve relevant booking. Click on rubbish bin icon for 

cancellation.  

 

*Note: Approved bookings CANNOT be cancelled. 
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3. Communal Area Module (Student Societies Only) 

A. Make Booking 
Step 1: Log in with student society account (prior registration with FFMO (FMU) required)  

 

Please use your OBSA student society account and the initial password to log in. You will be requested to 

change the password upon log in. Please inform authorized office-bearers of your Society of the new 

password. 

 

Step 2: Choose “Communal Area” module  

 
 

Step 3: Choose campus 
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Step 4: Check availability of communal area by week   

 
 

Step 5: Define booking period in the calendar  

 

 

Step 6: Select by clicking on desired areas 
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Step 7: Fill in booking information  

 

Please upload PDF/JPEG file of promotional materials if applicable.  

 

Step 8: Double check booking particulars. Read relevant regulations, check the box and click “Submit” button.  

 
 

Step 9: A booking reference number will be generated for enquiry purpose. 

 
Please be reminded that the booking is not confirmed until approved by administrator. The booking status will 

be updated once handled.  

 

 

 

 



13 
 

 

B. Cancel Booking*  

 

Locate “Cancel Booking” tab on menu bar and retrieve relevant booking. Click on rubbish bin icon for 

cancellation.  

 

*Note: Approved bookings CANNOT be cancelled. 
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4. Library Rooms Module 
 

A total of 6 Group Study Rooms and 1 DIY Studio in the Stanley Ho Library (MC) and Ho Sik Yee Library 

(JCC) are available for booking in Library Rooms Module.  While Group Study Rooms are for groups of 3 to 

10 users, DIY Studio is for 1 to 4 users.  With a valid student ID card, HKMU active students or LiPACE 

students of eligible programmes who have campus library access privilege are eligible to book library rooms. 

 

A. Make Bookings 
Step 1: Log in with MyHKMU account.  

 

 
Step 2: Select “Library Rooms” Module. 

 
 

Step 3: Select date, library, timeslot and room.  
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Step 4: Fill in booking information.  

To book a Group Study Room, the applicant is only required to provide the student ID of 2 group members regardless 

of the group size.  If there are any changes to group members, please update your reservation before claiming rooms.  

For booking of DIY Studio in the Ho Sik Yee Library (JCC), it is no need to provide student ID of group member(s), if 

any.  When claiming rooms at the Service Counter, all members in the group must present their student ID cards.  

 

 

 

Step 5: Preview selection.

 

 

Step 6: Read the policy of use and check the box to acknowledge agreement.  Then click “Submit” button.  
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Step 7: An acknowledgement message with booking details will be shown.  A Booking Number is generated 

for enquiry purpose.  Email confirmation will be sent to all members in the group. 

 

 

B. View My Bookings 
Step 1: Click “Booking Record (As Applicant)” on the booking menu to view your bookings.  

 

 

Step 2: If you are a member of a group, click “Booking Record (As Member)” on the booking menu to view 

your bookings. 
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C. Modify Bookings 
Step 1: Only the applicant can modify bookings.  Go to “Booking Record (As Applicant)” page and click on 

modify icon. 

 

 

Step 2: You may modify the list of group members and equipment, if needed.  To modify date, library, room 

and timeslots, you have to cancel the original booking and submit a new booking. 

 

 

Step 3: Updated booking record is displayed and email notification will be sent to all members in the group. 
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D. Cancel Bookings 
Step 1: Only the applicant can cancel bookings.  Go to “Booking Record (As Applicant)” page and click on 

cancel icon. 

 

 

Step 2: Select the reason for cancellation of booking and click “Yes” button to confirm. 

 

 

Step 3: Updated booking record is displayed and email notification will be sent to all members in the group. 
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5. VR Sports Learning Laboratory Module 

A. Make Bookings 
Step 1: Log in with MyHKMU account.  

 

 
Step 2: Select “VR Sports Learning Laboratory” module. 
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Step 3: Select date, timeslot, and facility.  

 

 

Step 4: Fill in booking information.  

Please submit your student ID card and present your booking confirmation email at the Information Centre (F0917) 

for registration. 
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Step 5: Read the policy of use and check the box to acknowledge agreement. Then click “Submit” button.  

 

 

Step 7: An acknowledgement message with booking details will be shown. A Booking No. is generated for 

enquiry purpose. Email confirmation will be sent to your University email account. 
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B. View My Bookings 
Click “Booking Record (As Applicant)” on the booking menu to view your bookings.  

 

 

C. Cancel Bookings 
Step 1: Only the applicant can cancel bookings.  Go to “Booking Record (As Applicant)” page and click on 

cancel icon. 

 

 

Step 2: Click “Yes” button to confirm. 

 
 

Step 3: Updated booking record is displayed and email notification will be sent to you University email. 
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6. Activity Rooms (F0901, F0902) Module (Student Societies Only) 

A. Make Bookings 
Step 1: Log in with student society account (prior registration with FFMO (FMU) required)  

 

Please use your OBSA student society account and the initial password to log in. You will be requested to 

change the password upon log in. Please inform authorized office-bearers of your Society of the new 

password. 

 

Step 2: Choose “Activity Rooms” module  
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Step 3: Choose room  

 

 

Step 4: Select desired week in drop-down bar 
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Step 5: Click on desired timeslot(s) directly  

 

 

Step 6: Fill in booking information  
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Step 7: Double check booking particulars. Read relevant regulations, check the box and click “Submit” button.  

 

 

Step 8: A booking reference number will be generated for enquiry purpose.  

 

Please be reminded that the booking is not confirmed until approved by administrator. The booking status 

will be updated once handled. Please present your student ID card together with your booking confirmation 

email and check in at the Information Centre (F0917). 
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B. Cancel Booking*  

 

Locate “Cancel Booking” tab on menu bar and retrieve relevant booking. Click on rubbish bin icon for 

cancellation.  

 

*Note: Approved bookings CANNOT be cancelled. 

 

- END  - 

 


