
USER GUIDE

LSIC FACILITY BOOKING SYSTEM



Agenda

•

•

•

•



03 | User

• Login by predefined 
account

• Facility Booking

01 | Approver

• Make an approval 
for facility request

02 | Admin

• Configuration and 
approval 



01 | Approver

• Make an approval for facility 
request



01 | Approver

LSIC Admin Apps 
(User PC)

1.1| Facility request 
approval



Open Approval App (Link) Click “Approve” to review approval details and click 
“confirm” for approval. 

LSIC Admin Apps 
(User PC)

1.1| Facility request approval

* Reject operation flow should be similar. 

01 | Approver

https://apps.powerapps.com/play/e/9925c336-ec78-edcf-a560-49d5d8fe0897/a/f0a23bc6-b956-4ba9-8356-3bda416596eb?tenantId=ed9ca920-543e-4305-9a64-d6239716efbb&hint=49b239c5-dded-44cc-b473-6ae23d103791&sourcetime=1723101441218


LSIC Admin Apps 
(User PC)

1.2 | Review approval 
history

01 | Approver



Open Approval App (Link) Click “Approval History” and filter by “Date” , Catalog, 
Status …

LSIC Admin Apps 
(User PC)

1.2 | Review approval history 01 | Approver

https://apps.powerapps.com/play/e/9925c336-ec78-edcf-a560-49d5d8fe0897/a/f0a23bc6-b956-4ba9-8356-3bda416596eb?tenantId=ed9ca920-543e-4305-9a64-d6239716efbb&hint=49b239c5-dded-44cc-b473-6ae23d103791&sourcetime=1723101441218


Review approval history Click for review record in list view

LSIC Admin Apps 
(User PC)

1.2 | Review approval history 01 | Approver



Click “Edit” to edit appointment details 

LSIC Admin Apps 
(User PC)

1.2 | Review approval history 01 | Approver

Click to “Cancel” to delete the appointment



02 | Admin

• Configuration and approval 



LSIC Admin Apps 
(User PC)

2.1| Facility request 
approval

02 | Admin



Open Approval App (Link)

LSIC Admin Apps 
(User PC)

2.1| Facility request approval02 | Admin

Click “Approve” to review approval details and click 
“confirm” for approval. 

* Reject operation flow should be similar. 

** Review all approval requests

https://apps.powerapps.com/play/e/9925c336-ec78-edcf-a560-49d5d8fe0897/a/f0a23bc6-b956-4ba9-8356-3bda416596eb?tenantId=ed9ca920-543e-4305-9a64-d6239716efbb&hint=49b239c5-dded-44cc-b473-6ae23d103791&sourcetime=1723101441218


LSIC Admin Apps 
(User PC)

2.2 | Review approval 
history

02 | Admin



Open Approval App (Link) Click “Approval History” and filter by “Date” , Catalog, 
Status …

02 | Admin LSIC Admin Apps 
(User PC)

2.2 | Review approval history

** Review all approval requests

https://apps.powerapps.com/play/e/9925c336-ec78-edcf-a560-49d5d8fe0897/a/f0a23bc6-b956-4ba9-8356-3bda416596eb?tenantId=ed9ca920-543e-4305-9a64-d6239716efbb&hint=49b239c5-dded-44cc-b473-6ae23d103791&sourcetime=1723101441218


Review approval history

LSIC Admin Apps 
(User PC)

2.2 | Review approval history02 | Admin

Click for review record in list view



Click to “Edit” to edit the appointment

LSIC Admin Apps 
(User PC)

2.2 | Review approval history02 | Admin

Click “Cancel” to cancel the appointment



LSIC Admin Apps 
(User PC)

2.3 | Review equipment 
details

02 | Admin



Open Approval App (Link) Click “Equipment” to review equipment details and click 
“Details” for editing. 

LSIC Admin Apps 
(User PC)

2.3 | Review equipment details 

* Reject operation flow should be similar. 

02 | Admin

https://apps.powerapps.com/play/e/9925c336-ec78-edcf-a560-49d5d8fe0897/a/f0a23bc6-b956-4ba9-8356-3bda416596eb?tenantId=ed9ca920-543e-4305-9a64-d6239716efbb&hint=49b239c5-dded-44cc-b473-6ae23d103791&sourcetime=1723101441218


Review and edit for equipment details.

02 | Admin LSIC Admin Apps 
(User PC)

2.3 | Review equipment details 

Details Function list 
1. Set Equipment Name 
2. Set Equipment Description 
3. Set Equipment Image
4. Set Catalog 
5. Set available time 
6. Enable / Disable 
7. Review Upcoming Booking and Booking Record



LSIC Admin Apps 
(User PC)

2.4 | Booking Review

02 | Admin



Open Approval App (Link) Click “Booking Review” to review Booking details

LSIC Admin Apps 
(User PC)

2.4 | Booking Review02 | Admin

https://apps.powerapps.com/play/e/9925c336-ec78-edcf-a560-49d5d8fe0897/a/f0a23bc6-b956-4ba9-8356-3bda416596eb?tenantId=ed9ca920-543e-4305-9a64-d6239716efbb&hint=49b239c5-dded-44cc-b473-6ae23d103791&sourcetime=1723101441218


Filter by Date Click “Print” to print the report

LSIC Admin Apps 
(User PC)

2.4 | Booking Review02 | Admin



Report will print

LSIC Admin Apps 
(User PC)

2.4 | Booking Review02 | Admin



LSIC Admin Apps 
(User PC)

2.5 | Approval Group

02 | Admin



02 | Admin

Approve booking requests

Approvers

Admin Admin

Approval 
Group A

Equipment 
1

Equipment 
2

Approval 
Group B

Equipment 
3

Equipment 
4

Equipment 
5

LSIC Admin Apps 
(User PC)

2.5 | Approval Group 

Managing Approval Group



Open Approval App (Link) Click “Approval Group”

LSIC Admin Apps 
(User PC)

2.5 | Approval Group 02 | Admin

https://apps.powerapps.com/play/e/9925c336-ec78-edcf-a560-49d5d8fe0897/a/f0a23bc6-b956-4ba9-8356-3bda416596eb?tenantId=ed9ca920-543e-4305-9a64-d6239716efbb&hint=49b239c5-dded-44cc-b473-6ae23d103791&sourcetime=1723101441218


Click target record, edit content and click ”Update” 
to update Approval Group details Click “Add Approver” to Add approver

LSIC Admin Apps 
(User PC)

2.5 | Approval Group 02 | Admin



Create new approver and select the approval group Click “Delete Approver” to Delete approver

LSIC Admin Apps 
(User PC)

2.5 | Approval Group 02 | Admin

** if admin added into approver, it will not be admin anymore



Remove Approver

LSIC Admin Apps 
(User PC)

2.5 | Approval Group 02 | Admin



LSIC Admin Apps 
(User PC)

2.5.1 | Add or Delete User 
Group

02 | Admin



02 | Admin

Make booking requests

Users

Admin Admin

User 
Group A

Equipment 
1

Equipment 
2

Equipment 
(MRI)

Max. Hour 
of booking

User 
Group B

Equipment 
3

Equipment 
(MRI)

Max. Hour 
of booking

Managing User Group

LSIC Admin Apps 
(User PC)

2.5.1 | User Group – Add or Remove User Group



Open Approval App (Link) Click “user Group” to review User group Setting

LSIC Admin Apps 
(User PC)

2.5.1 | User Group – Add or Remove User Group02 | Admin

https://apps.powerapps.com/play/e/9925c336-ec78-edcf-a560-49d5d8fe0897/a/f0a23bc6-b956-4ba9-8356-3bda416596eb?tenantId=ed9ca920-543e-4305-9a64-d6239716efbb&hint=49b239c5-dded-44cc-b473-6ae23d103791&sourcetime=1723101441218


Click “+User Group” to add User Group

LSIC Admin Apps 
(User PC)

02 | Admin

Enter User Group name and click “Submit”

2.5.1 | User Group – Add or Remove User Group



LSIC Admin Apps 
(User PC)

02 | Admin

Or Click target record. Click "Delete Group" to delete user group

* Only available to group with no user

2.5.1 | User Group – Add or Remove User Group



LSIC Admin Apps 
(User PC)

2.5.2 | User Group – Edit 
User Group Content

02 | Admin



Open Approval App (Link) Click “user Group” to review User group Setting

LSIC Admin Apps 
(User PC)

2.5.2 | User Group – Edit User Group Content02 | Admin

https://apps.powerapps.com/play/e/9925c336-ec78-edcf-a560-49d5d8fe0897/a/f0a23bc6-b956-4ba9-8356-3bda416596eb?tenantId=ed9ca920-543e-4305-9a64-d6239716efbb&hint=49b239c5-dded-44cc-b473-6ae23d103791&sourcetime=1723101441218


Click target record, edit content such as User Group 
Name, Equipment, Max hours (MRI). Click "Update"

LSIC Admin Apps 
(User PC)

02 | Admin 2.5.2 | User Group – Edit User Group Content



LSIC Admin Apps 
(User PC)

2.5.3 | User Group – Add 
or Remove User

02 | Admin



Open Approval App (Link) Click “user Group” to review User group Setting

LSIC Admin Apps 
(User PC)

2.5.3 | User Group – Add or Remove User02 | Admin

https://apps.powerapps.com/play/e/9925c336-ec78-edcf-a560-49d5d8fe0897/a/f0a23bc6-b956-4ba9-8356-3bda416596eb?tenantId=ed9ca920-543e-4305-9a64-d6239716efbb&hint=49b239c5-dded-44cc-b473-6ae23d103791&sourcetime=1723101441218


Click target record. Click "+ User" to add user

LSIC Admin Apps 
(User PC)

02 | Admin 2.5.3 | User Group – Add or Remove User



Create new User and select the target equipment that 
allow user to book in that Group. For MRI, also can select 
the deadline for booking. After that click "Confirm"

LSIC Admin Apps 
(User PC)

02 | Admin

**Only available to delete the user if no pending and further booking

2.5.3 | User Group – Add or Remove User

Or Click "X" to Delete user



Click "Update" for saving the change

LSIC Admin Apps 
(User PC)

2.5 | User Group 02 | Admin



Power Page 
Admin Page
(User PC)

2.6 | Create New User

02 | Admin



Go to Power Page Management Page (Link) Click “Contacts” Tab

LSIC Admin Apps 
(User PC)

2.6 | Create New User 02 | Admin

https://org6eddf361.crm5.dynamics.com/main.aspx?appid=cee3cfaf-9f40-ef11-a317-6045bd1d8b49&pagetype=entitylist&etn=contact&viewid=00000000-0000-0000-00aa-000010001003&viewType=1039


Create new User and select the equipment In the New Contact, fill in the new user’s information, 
then click “Save”. 

LSIC Admin Apps 
(User PC)

2.6 | Create New User 02 | Admin

* Required: 
First Name, Last Name, Business Phone,  Email, Street in Address

**Required: 
First Name, Last Name, Business Phone, Email, Street in Address



Scroll down to this tab in Contact, click “Add 
existing web role” Enter “Authorised User” and click Add

LSIC Admin Apps 
(User PC)

2.6 | Create New User 02 | Admin



.

The Web Role is added

LSIC Admin Apps 
(User PC)

2.6 | Create New User 02 | Admin

Click on the " ⋮ " icon on top of the contact form, then 
click on "Flow"



Click "Run Flow"Click “Send Portal Invitation to Contact” Flow

LSIC Admin Apps 
(User PC)

2.6 | Create New User 02 | Admin



Click "Done"

LSIC Admin Apps 
(User PC)

2.6 | Create New User 02 | Admin

Go to Admin App, Add user into User Group on Admin Apps

** Please refer to procedure provided before on Admin apps session



User click on the button or the link on the Email will take 
them to the first time login screen

Invited user will receive an invitation Email 
with invitation link

LSIC Admin Apps 
(User PC)

2.6 | Create New User 02 | Admin



USER GUIDE

LSIC FACILITY BOOKING SYSTEM



03 | User

• Login by predefined account
• Facility Booking



03 | User

LSIC frontend web
(User PC)

3.0 | First time login



03 |  User

Click on the button or use the link in the invitation Email 
send from LSIC Administrator

LSIC frontend web
(User PC)

3.0 | First Time login

Fill in username and password to complete the 
sign up



03 | User

Set Username and password, after that 
click "Register"

LSIC frontend web
(User PC)

3.0 | First Time login



03 | User

LSIC frontend web
(User PC)

3.1 | Create booking 
request



03 | User

Open LSIC Frontend apps and Login with 
predefined account 

LSIC frontend web
(User PC)

3.1 | Create booking request

Booking Page will show



03 | User

Enter Keyword, Equipment type, Reservation Date, 
Start/End Time to check availability

LSIC frontend web
(User PC)

3.1 | Create booking request

There are 3 possible labels to indicate the equipment status 

Available for booking

Unavailable for booking

Operation Limit Exceeded
(** For MRI only)



03 |  User LSIC frontend web
(User PC)

3.1 | Create booking request

Click ‘Book’ and enter 
booking details. (The user 
interface will differ based 
on different sign-in roles)

Role

HKBU Staff 
or Student 

External User



03 | User LSIC frontend web
(User PC)

3.1 | Create booking request

Cost Code (for 1. internal users and 2. collaborative project using HKBU 
funding only): 
• The grant code that you use on oracle FIS system for reimbursement and 

payment.
• If you are not sure about your cost code, please refer to 

https://fohome.hkbu.edu.hk/for-staff/faq/oracle-fis.html ->New Chart 
of Accounts mapping-> List of Commonly Used 24 Account 
Combinations for HKBU to search for your cost code

• For details on the method of searching your FIS code, please make 
enquiry to fosys@hkbu.edu.hk or contact the responsible FO staff as 
listed in accounting and budgeting section.

https://fohome.hkbu.edu.hk/for-staff/faq/oracle-fis.html
mailto:fosys@hkbu.edu.hk


03 | User LSIC frontend web
(User PC)

3.1 | Create booking request

Project code (for all users): 
• Please quote the project reference number as listed in the project’s 

ethics approval.



Check the booking details 
before submission

Redirect to Booking History Page 
and operation success 

3.1 | VMS Create New Appointment VMS Appointment 
(Client Desktop)

VMS guest invitation03 |  User



03 | User

LSIC frontend web
(User PC)

3.2 | Check booking 
request Status



03 | User

Open LSIC Frontend apps and Login with 
predefined account 

LSIC frontend web
(User PC)

3.2 | Check booking request Status

Booking Page will show



03 | User

Click “Booking History” and the booking 
History will be show with status Filter by Catalog, Status, Keyword and Datetime

LSIC frontend web
(User PC)

3.2 | Check booking request Status



03 |  User

LSIC frontend web
(User PC)

3.3| Review Personal 
information



03 | User

Open LSIC Frontend apps and Login with 
predefined account 

LSIC frontend web
(User PC)

3.3 | Review Personal information

Booking Page will show



03 | User

Click “Username” at Right corner, Click 
”Personal Information” 

The personal information is shown. Please contact the 
LSIC booking system administrator if any data is 
incorrect.

LSIC frontend web
(User PC)

3.3 | Review Personal information


