
STEPS OR PROCEDURE TO BOOK A 

CONFERENCE OR A BOARD ROOM 

 

 
1. Go to the website and Look for a "Log In" 

1. If the website requires users to log in or create an account, you'll typically follow these 

steps: 
2. If you're logging in, you'll likely be prompted to enter your email address and password. 

3. Once your account is verified, you should be able to log in and access the features of the 

website, including the meeting hall booking section. 

 

 
 

 
2. After logged in scroll down to the bottom and search for meeting hall booking 

 

 
 

 

 



 1.After you clicked Hall Booking portal this page will be displayed 

2.Go to book Appoinment to proceed 

 

 
 

2.To book a meeting room or conference space for any duration, simply click on the desired duration. For 

instance, if you need it for 1 hour, a page will pop up on the screen to proceed with the booking. If you 

wish to schedule a meeting in any of the available spaces, just click on the corresponding option. 

 

 
 
3.Select the desired room you wish to book 



 
 

4.Select the date, time, and duration for your conference or boardroom booking, then click 'Confirm' to 

finalize your reservation. 

 

 
 
Please note: For advanced bookings, you can reserve the boardroom or conference space up to 14 days in 

advance. However, for immediate bookings, you can reserve the space just 1-2 hours before your desired 

time. 

 

 

 

 

 

 



6.After selecting your booking details, a contact dialogue box will appear for you to fill out. Once 

completed, simply submit the form to confirm your reservation. 

 

 
 
7.Then the following dialogue box will pop up 

 

 
 
You can click the pay later  

 

 



 
 
Your booking is complete! Thank you for confirming. 

 

 

 

8. To logout follow the procedure  

       1. Scroll down until you see a power button 

       2. Click on it and you’ll be logged out 

 

 
 

 

 

  



For Manager’s point of view 

 

 
1. Login 

You need to login first 

 

 
2. To complete your booking, please press the 'Bookster' icon located at the top of the page. 

 
 
3. After clicking on the first record icon, you'll have the option to either approve or cancel the booking. 

 



 
 

 
3. If the booking is approved, it will be displayed as 'Approved 

 

 
 
4. To cancel a booking, hover your cursor over the side end of the total, where you'll find the option 

to delete the booking. 

 

  

 

 

 


