
Step1

Step 2

Find out and add “Bookings” into your Microsoft apps



Step 3

Choose the date for your reservation



Step 4

Choose the time for your reservation;
If you want more hours, please repeat Step 4.



Step 5

Fill out your Name and Email address



Step 6

Step 7

Please fill out your service type: Uniassistant- or Assistant*-

*For Assistant service, users should notify the staff via Email and 

submit the sample information at least 5 working days in advance
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