
Library Rooms/Facilities 
Booking System

User Manual



• Go to Library website https://www.library.ln.edu.hk/
• Select ‘Room Booking’STEP

https://www.library.ln.edu.hk/


• Access ‘Room Booking System’STEP



• Log in with Lingnan Login ID and Password

Lingnan Login ID
Password

STEP



• Read Library’s Disclaimer
• Click ‘I agree’STEP



• Select the period for View and Facility TypeSTEP



1-Day view shows the availability of different Rooms of the same Type



1-Week/1-Month shows the availability of a particular Facility



Choose the available time slots, click ‘Add Selected Booking’STEP



Quota

Individual Study Room
•2 sessions per day
(maximum 2 hours per session)
•4 sessions per week

Group Study Room
•2 sessions per week
(maximum 2 hours per session)

An error message will appear if selected time slots exceed quota



• To confirm booking, click ‘Submit’ and ‘Close’ 
• You will receive a notification email if the booking is confirmedSTEP



• Claim your booking by tapping your own LU Card to the card reader 
outside the room

• Claim your booking 5 mins in advance if the room is idle
• Booking not claimed within 15 mins will be released
• Tap your card(s) to claim every (consecutive) booking
• Cancel your booking if you don’t need the Room
• No-show will count against your quota limit

STEP



One of the other Room users

The user who made the booking

• Both users’ booking quota will be counted

• Only the Requester can re-enter the room 
with his/her card

When claiming Group Study Rooms, follow the on-screen instructions below



To view or cancel bookings, click ‘View/Cancel My Bookings’STEP



• Press ‘Search’STEP



• Press ‘Cancel’ for the selected booking
• Press ‘Yes’ to confirm the cancellation

STEP



STEP • The status has been updated to ‘Cancelled’
• You will receive a notification email if the booking is cancelled
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