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Jump to a topic
Category Topic

Admin Types of admin access 
Add an admin 
Assign permissions to admins 
Delete admin

Service Set up services
View all of my services 
Configure who is able to make booking
Configure what information to be collected in my 
booking form 
Clone an existing service
Delete a service

Service Groups Group related services together (service group) 
Create a subgroup within a service group 
View all service groups
Configure a service group setting
Delete a service group

Availability Create bookable slots (availability) for my service 
View all availability schedules of my services 
Configure my availability schedule
Delete an availability schedule

Category Topic

Booking Create a booking on user’s behalf 
View all bookings of my services 
Reschedule booking 
Cancel booking 
Approve/Reject booking

Recurring bookings Create recurring bookings
Reschedule recurring bookings
Cancel recurring bookings

Reports Generate a report to track all booking statuses 
Generate a report to check booking activity 
Generate a report on slot utilisation 

Alert subscription Subscribe to email alerts on booking activities for 
my services
Remove an alert subscription 

Notifications Create a notification to be sent to users
Configure a notification scheme
Delete a notification scheme

Attendance Turn on attendance taking
Marking of attendance 
Unmark attendance for a booking
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Types of Admin Access
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Type Functions

Super admin ● Can create new admins and superadmins. 
● Can give permission to admins (see Manage Admin Access). 
● Can create and manage all services, service groups, availabilities and 

bookings, including approving bookings, within a use case
● Can have access across use cases (i.e. can be assigned to more than 1 BU)

Admin Can be given permission by super admins to:
● View/Manage service settings
● View/Manage service groups settings
● View/Manage availabilities
● View/Manage and Approve bookings for assigned services and service 

groups 

Admins and permissions

*Screen labels (e.g. Super Admin, Admin – Manage/View) indicate the level of access assigned by the Super Admin. 
  Super Admins have the highest level of access and can perform all actions.
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Admin Access - Service Permissions
Service Settings Availability Settings Bookings

Actions Super 
Admin

Admin 
(View)

Admin 
(Manage)

Admin
(View)

Admin
(Manage)

Admin 
(View)

Admin 
(Manage)

View Service Settings ✓ ✓ ✓ ✗ ✗ ✗ ✗

Manage Service Settings
Update service info, booking form

✓ ✗ ✓ ✗ ✗ ✗ ✗

Create/Delete Service ✓ ✗ ✗ ✗ ✗ ✗ ✗

View Availability Schedules ✓ ✗ ✗ ✓ ✓ ✗ ✗

Manage Availability Schedules
Update schedule setup and time slots

✓ ✗ ✗ ✗ ✓ ✗ ✗

Create/Delete Availability Schedules ✓ ✗ ✗ ✗ ✓ ✗ ✗

View Bookings ✓ ✗ ✗ ✗ ✗ ✓ ✓

Manage Bookings
Reschedule

✓ ✗ ✗ ✗ ✗ ✗ ✓

Create/Cancel/Approve Bookings ✓ ✗ ✗ ✗ ✗ ✗ ✓
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Admin Access - Service Group Permissions
Service Group Settings Bookings

Actions Super Admin Admin 
(View)

Admin 
(Manage)

Admin 
(View)

Admin 
(Manage)

View Service Group Settings ✓ ✓ ✓ ✗ ✗

Manage Service Group Settings
Update group info, form questions

✓ ✗ ✓ ✗ ✗

Create/Delete Service Group ✓ ✗ ✗ ✗ ✗

View Bookings ✓ ✗ ✗ ✓ ✓

Manage Bookings ✓ ✗ ✗ ✗ ✓

Create/Cancel/Approve Bookings ✓ ✗ ✗ ✗ ✓

Note: Availability schedules can only be edited on the Service level
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Services
For complex use cases like booking from a group of services or to book a common timeslot between services, 

consider using Service Groups
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Setup Services
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 Create Service

This page is under 
the ‘Services’ tab

You can toggle the 
view between ‘Services’ 
and ‘Service groups’

Click on ‘Create service’ for 
individual service creation 

Click on ‘Create services from 
XLSX file’ for bulk service creation

Click on the three dots for 
the following actions
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 Create Service - Basic Info
Role: Super Admin

Provide the name of the service 
with its purpose

[Optional] Provide additional 
information regarding the service

[Optional] Provide a location for 
the service



Copyrighted by GovTech GDS - DCUBE - Citizen Collective - BookingSG. Reproduction prohibited without explicit consent.

 Create Service – Basic Info 
Role: Super Admin

[Optional] Filters can be configured 
in the Settings page. 
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 Create Service - Core Configuration (1/3)
Role: Super Admin

For custom integration, contact 
BookingSG team for more information.

Note: For SMS OTP option, additional 
charges apply. 
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 Create Service - Core Configuration (2/3)
Role: Super Admin

Enable to require admin approval for 
bookings.

Enable to allow booking of consecutive slots

Note: Enabling this option disables and 
hides the “Allow booking of multiple 
vacancies” toggle.
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 Create Service - Core Configuration (3/3)
Role: Super Admin

Enable to allow booking of multiple 
vacancies per slot.

Enable to display remaining vacancies 
for each slot. 

Enable to allow user to make recurring 
booking. 
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 Create Service - Booking Window
Role: Super Admin

Configure the period that you want to allow bookings to be made. 

E.g. If your public access period starts from 1 Jan 2026 onwards, any user 
accessing the booking link before this date will not see this resource group and 
its constituent resources to make bookings

E.g. If you allow bookings to be made 2 days in advance and 30 days into the 
future, and the present date is 1 Jan 2026:

Users accessing the booking link will only be able to see availabilities from 3 Jan 
2026 till 31 Jan 2026

E.g. If you allow bookings to be made at most 30 days in the future and the 
release time is 12:00 AM, bookings for 31 Jan become available at 12:00 AM on 1 
Jan.

You can set the maximum number of bookings a person can make per:
● Upcoming bookings
● Day
● Week
● Month
● Year

Configure if you allow users to book available resource slots that have already 
begun
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 Create Service - Booking details
Role: Super Admin

You can choose to allow users to edit the 
details of their bookings.
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 Create Service - Rescheduling
Role: Super Admin

You can choose to allow rescheduling 
for the created service
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 Create Service - Cancellations
Role: Super Admin

You can choose to allow cancellations 
for the service and include a customised 
cancellation page

Click on ‘Create service’ 
to complete
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View/Manage Service Settings
 



Copyrighted by GovTech GDS - DCUBE - Citizen Collective - BookingSG. Reproduction prohibited without explicit consent.

View Service Settings

This page is 
under the 
‘Services’ tab

You can toggle the 
view between ‘Services’ 
and ‘Service groups’

Click on the three dots 
for the following 
actions. Click on ‘View 
service settings’

Role: Admin - Service (View) 

As a Super Admin, you will see all the services in the use case

As an Admin, you will see the services that are assigned to you

Booking (View) 
permission required
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View Service Settings

You can toggle the view for ‘Service Info’, 
‘Allow list’, Availability’, ‘Form Questions’, 
‘Notification schemes’ and ‘Attendance’

Click on the three dots for 
the following actions

You are able to copy 
the booking link

Booking (View) 
permission required

Availability (View) 
permission required

Role: Admin - Service (View) 
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 Manage Service Settings

Click on the three dots 
for the following actions. 
Click on “Manage service 
settings’

Role: Admin - Service (Manage)

Booking (Manage) permission required

Booking (View) permission required
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 Manage Service Settings
Click on the three dots 
for the following actions

You can create booking 
for the service

Booking (Manage) 
permission required

You can edit the necessary 
information in each section

Role: Admin - Service (Manage)
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 Manage Service Settings - Configure Allow List

You can also configure an allow list to permit 
specific email addresses or domains.

For Email OTP and WOG AD verification method
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 Manage Service Settings - Configure Allow List

You can also configure an allow list to permit 
specific NRIC and/or FIN.

For Singpass verification method
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 Manage Service Settings - Booking form

By default, all users have to fill in their contact details when 
making a booking.

The primary contact details are not editable. However, 
admins can request for additional information to be 
provided by users by clicking on “Add section”
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 Manage Service Settings - Booking form

Three section types can be added to the booking 
form. (See the next three pages for details) 
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 Manage Service Settings - Booking form
Standard section

The Standard section lets you add form fields 
to collect booking information from bookers.
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 Manage Service Settings - Booking form

The Repeatable section works like 
the Standard section, but lets 
bookers add the same set of fields 
multiple times. This is useful when 
collecting information on behalf of 
multiple people. 
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 Manage Service Settings - Booking form

The Booking Co-owners section lets admins set the 
co-owner limit per booking (up to a maximum of 10)

Note: Each co-owner will the require the same 
information as the contact details section. 
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 Create Service - Clone a Service
Role: Super Admin

You can also duplicate an existing service, including its 
booking form and notification settings.
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Delete a Created Service
Role: Super Admin
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Service Groups
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Setup Service Groups
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 Create Service Group
Role: Super Admin

2. Click on the toggle 
‘Service groups’ 3. Click on ‘Create 

service group’

1. Go to ‘Services’ tab

4. Click on the three dots 
for the following actions
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 Create Service Group - Basic Info
Role: Super Admin

Provide the name of the service with 
its purpose

[Optional] Provide additional 
information regarding the service

[Optional] Provide a location for 
the service
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 Create Service Group - Availability Type
Role: Super Admin

Select the availability type for the service 
group

You can add multiple services in the service group

You can add subgroups for existing services
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 Create Service Group - Subgroup
Role: Super Admin

Click on ‘Add subgroup’

Provide the name and availability type.

Add the services to be included in the 
subgroup from the dropdown.
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 Create Service Group - Core Configuration (1/2)
Role: Super Admin

For custom integration, contact 
BookingSG team for more information.

Note: For SMS OTP option, additional 
charges apply. 
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Role: Super Admin

Enable to require admin approval for 
bookings 

Enable to display remaining vacancies for 
each slot. 

 Create Service Group - Core Configuration (2/2)
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 Create Service Group - Booking window
Role: Super Admin

Configure the period that you want to allow bookings to be made. 

E.g. If your public access period starts from 1 Jan 2026 onwards, any user 
accessing the booking link before this date will not see this resource group and 
its constituent resources to make bookings

E.g. If you allow bookings to be made 2 days in advance and 30 days into the 
future, and the present date is 1 Jan 2026:

Users accessing the booking link will only be able to see availabilities from 3 Jan 
2026 till 31 Jan 2026

E.g. If you allow bookings to be made at most 30 days in the future and the 
release time is 12:00 AM, bookings for 31 Jan become available at 12:00 AM on 1 
Jan.

You can set the maximum number of bookings a person can make per:
● Upcoming bookings
● Day
● Week
● Month
● Year

Configure if you allow users to book available resource slots that have already 
begun
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 Create Service Group - Booking details
Role: Super Admin

You can choose to allow users to edit the 
details of their service group bookings.
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 Create Service Group - Rescheduling & cancellation
Role: Super Admin

You can choose to allow rescheduling for 
the service group

You can choose to allow cancellations for 
the service group

Click on ‘Create service group’ to 
complete
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View/Manage Service Group 
Settings
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View Service Group
This page is under 
the ‘Services’ tab

Click on the toggle 
‘Service groups’

Click on the three dots for 
the following actions. Click 
on ‘View service settings’

Role: Admin - Service Group (View) 
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 View Service Group

You can toggle the view for 
‘Group Info’, ‘Form Questions’, 
‘Attendance’ and ‘Notification 
schemes’

Click on the three dots for 
the following actions

You are able to copy 
the booking link

Role: Admin - Service Group (View) 
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 Manage Service Group
Role: Admin - Service Group (Manage)

Permission: Booking 
(Manage) required

Click on the three dots for the 
following actions. Click on “Manage 
service group’
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 Manage Service Group

Booking (Manage) 
permission required

Role: Admin - Service Group (Manage)

You can edit the necessary 
information in each section

Note: Availability can only be 
edited on the Service level

Click on the three dots for the 
following actions

You can create booking for 
the service
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Delete a Service Group
Role: Super Admin
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Availability
i.e. Appointment time slots
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Your Availability Schedules

This page is under the 
‘Availability’ tab As a Super Admin, you will see all the availabilities tagged to all the services in the use case

As an Admin, you will see the availabilities tagged to the services that are assigned to you

Role: Admin - Availability (View) 

Availability (Manage) permission required

Click on ‘create availability schedule’ to 
create a new availability

Click on the three dots for 
the following actions
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Setup Availability 
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Create Availability Schedules - Setup
Role: Admin - Availability (Manage) 

Select the service to set up the schedule.

Set the period for this weekly recurring activity

This will be the duration of the appointment
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Create Availability Schedules - Availability
Role: Admin - Availability (Manage) 

Leave the slot empty to indicate the day to be 
‘Not available’

For recurring activity, admin can set the time 
range that repeats each week

Capacity is the no. of max bookings allowed for 
this timeslot
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Create Availability Schedules - Availability
Role: Admin - Availability (Manage) 

Click on ‘Copy to’ to duplicate the time 
range and capacity to other days
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Create Availability Schedules - Exception
Role: Admin - Availability (Manage) 

Admins can set exceptions for specific dates 
within the selected period. 
Note: Public holidays within the period are 
automatically added as exceptions by default.

For e.g., on 4 May 2026 10am - 11am, the 
agency is not open for appointments. These 
can then be set up under the Exceptions 
section. 



Copyrighted by GovTech GDS - DCUBE - Citizen Collective - BookingSG. Reproduction prohibited without explicit consent.

View/Manage Availability 
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View Availability Schedules
Role: Admin - Availability (View) 

This page is under the 
‘Availability schedules’ tab

Press ‘View’ button to view schedule

Click on the three dots to 
copy booking link
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View Availability Schedules

You can view schedule setup and 
availability 

Role: Admin - Availability (View) 
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Manage Availability Schedules
Role: Admin - Availability (Manage) 

Click on the three 
dots to for the 
following actions

Press ‘Manage’ button to 
manage schedule
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Manage Availability Schedules
Role: Admin - Availability (Manage) 

You can edit the schedule 
setup and availability

You can delete the schedule 
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Delete an Availability Schedule 
Role: Super Admin
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Create/Reschedule/Cancel 
bookings
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Create bookings on behalf

This page is under 
the ‘Bookings’’ tab

Admins can create a booking 
on behalf of an applicant

All bookings of the use case (depending on 
Admin permission) will be shown here 

Admins can search/ filter the 
bookings 

Role: Admin - Booking (Manage) 

Select to make a booking for 
either Services or Service 
groups
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Creating booking on behalf
Admins can create a booking on behalf of an applicant by clicking 
‘Create booking’ (see previous slide)

Admin to select the Service to create the booking for

Admin to select to book for Service or Service group

Role: Admin - Booking (Manage) 



Copyrighted by GovTech GDS - DCUBE - Citizen Collective - BookingSG. Reproduction prohibited without explicit consent.

Creating booking on behalf

Admin to select the date and time slot.
Click ‘continue’ to fill up the booking form.

Role: Admin - Booking (Manage) 
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Creating booking on behalf
Sample booking form

At the end of the form, there will be a section ‘For admin use’ 
that the admin can key in details of the booking. For e.g.,

Jing jing called at 3pm on 5 June to request for us to make a booking on 
behalf as she has no internet access. 

Click on ‘Continue’ to review and confirm 
the booking.

Role: Admin - Booking (Manage) 
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Rescheduling a booking
Note: booking can only be rescheduled to the same officer. If 
need to re-assign to another officer, try transferring the 
booking before or after rescheduling the booking.

Role: Admin - Booking (Manage) 

Go to ‘Bookings’ page

Search for the booking For the selected booking, click on the 3 dots 
beside ‘View’ and select Reschedule booking
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Rescheduling a booking

Check details of the 
booking to be rescheduled

Select the new date and time of 
appointment

Click on Reschedule 
once done

Role: Admin - Booking (Manage) 
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Cancelling a booking
Go to ‘Bookings’ page

Search for the booking For the selected booking, click on the 3 dots 
beside ‘View’ and select Cancel booking

Role: Admin - Booking (Manage) 
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Approve or Reject a Booking
Role: Admin - Booking (Manage) 
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Recurring bookings
Create/Reschedule/Cancel
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Enable recurring bookings
Role: Admin - Booking (Manage) 

Allow users to make recurring bookings by enabling the setting in the 
core configuration of each service.

Note: This feature is currently not available for service groups.
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Creating recurring bookings on behalf of users
Role: Admin - Booking (Manage) 

When making a booking on behalf of a user, you will see a Booking 
recurrence dropdown. Select Set a recurring pattern to create a 
recurring booking.
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Creating recurring bookings on behalf of users
Role: Admin - Booking (Manage) 

In the Repeat dropdown, you can choose one of the 
following recurrence options:

● Every day
● Every week
● Every month

Select an end date.

Once Set a recurring pattern is selected, the following 
fields are displayed.

Continue with completing the booking.
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Creating recurring bookings on behalf of users

Role: Admin - Booking (Manage) 

Once recurring bookings are created, each booking in the 
series is identified by a 🔄symbol.
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Reschedule recurring bookings
Role: Admin - Booking (Manage) 

Click 3-dots menu for a booking in a 
recurring series, then select Reschedule.
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Reschedule recurring bookings
Role: Admin - Booking (Manage) 

Click this option to reschedule only the 
selected booking.

Note: Rescheduling this booking 
removes it from the recurring series.

Click this option to reschedule 
bookings in the recurring series from 
the selected booking date onward.

A Reschedule modal will be displayed
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Reschedule recurring bookings
Role: Admin - Booking (Manage) 

When rescheduling bookings in a recurring series, you can 
preview the dates in the series. 
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Reschedule recurring bookings
Role: Admin - Booking (Manage) 

Select the new date and time to 
reschedule. 

Click on Reschedule once done
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Cancel recurring bookings
Role: Admin - Booking (Manage) 

Click 3-dots menu for a booking in a 
recurring series, then select Cancel booking.
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Cancel recurring bookings
Role: Admin - Booking (Manage) 

Click this option to cancel only the 
selected booking.

Click this option to cancel bookings in 
the recurring series from the selected 
booking date onward.

A Cancel modal will be displayed
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Cancel recurring bookings
Role: Admin - Booking (Manage) 

Enter reason for cancellation before 
confirming. 
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Reports
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Generate reports - Booking

This page is under 
the ‘Reports’’ tab

Select the service to generate the report for 

Admins can search/ filter 
the bookings by date, 
status

Select the report type

Click on Download report to complete

Booking reports capture 
attendance status, including 
check-in and check-out time 
for each booking.



Copyrighted by GovTech GDS - DCUBE - Citizen Collective - BookingSG. Reproduction prohibited without explicit consent.

Select the service to generate the report for 

Select the report type

Generate reports - Slot Utilisation

Select the slot date range

This page is under 
the ‘Reports’’ tab
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Others
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Manage Admin Access
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Super admin creating a new super admin/ admin
Role: Super Admin

Click here to create a new admin account

This page is under the 
‘Admins’ tab
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Super admin creating a new super admin/ admin 
Role: Super Admin

Role can be super admin or admin

Login method can be <WOG AD> or <Email and OTP>.

Admins with gov.sg emails can be given <WOG AD> log in.
Admins with non-gov.sg emails can use <Email and OTP>.

http://gov.sg
http://non-gov.sg
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Super admin creating a new super admin/ admin 
Role: Super Admin

WOGAD Login method is selected

Enter the WOG email address of the intended 
Admin or Super Admin.

Click “Create” when done. 
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Super admin creating a new super admin/ admin 
Role: Super Admin

“Email and OTP” Login method is selected

Select the method of which the one-time 
passcode (OTP) will be sent. Email or SMS.

Fill up the rest of the field accordingly.

Click “Create” when done. 
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Super admin granting permission to new admin

Click here to grant permissions to new admin 
(or to edit any permission for existing admins)

Role: Super Admin
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Superadmins can check the boxes where relevant

Super admin granting permission to new admin

Dropdown includes all the 
Services in the use case

Once completed, admins can click ‘Save 
changes’ and a success will be shown.

Role: Super Admin
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Super admin deleting an admin
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Booking Alerts
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Admins can select the service(s) they would like to subscribe 
to and click “Subscribe” to receive email alerts when 
bookings are created, rescheduled, updated, or cancelled.

Subscribe to email alerts for booking updates

You can subscribe to alerts for 
Services and/or Service Groups.

Admins can also unsubscribe from selected 
services via the Unsubscribe button.
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Notifications
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Create notifications
Role: Admin - Service (Manage)

Click here to create notification scheme for 
the various services

This page is under the ‘Notification 
schemes’’ tab
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Create notifications
Role: Admin - Service (Manage)

Select the Service for notification. 
Notification schemes will be cloned if 
service is cloned.

Different email templates can be triggered 
at different actions.
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Create notifications
Role: Admin - Service (Manage)

Can select email, SMS or both

Admin can choose subject and also 
customise template
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Delete a Notification Scheme
Role: Super Admin
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Attendance taking
(Manual)
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Turn on attendance 
Role: Admin - Service (Manage)

1. To turn on ‘Attendance’, go to ‘Services’, 
select the Service you would like to turn on 
attendance configuration. 
Select ‘Manage service settings’ to reach this 
page. 

3. Click to enable attendance 
tracking

When attendance is enabled

2. Click on the “Attendance” tab
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Two Ways to Take Attendance
Role: Admin - Service (Manage)

To take attendance, click on ‘Mark attendance’ under Actions.

Go to ‘Bookings’’, filter the Service you would like to take attendance 
for to see all the bookings under the Service. 

1. Mark Attendance Via the Bookings Page

To unmark the 
attendance, click on 
‘Clear attendance’. 

Once attendance is marked, status will be ‘Attended’.
Once checked 
in, a booking 
can also be 
manually 
checked out.
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Two Ways to Take Attendance
Role: Admin - Service (Manage)

Attendees can scan the 
service QR code to self 
check-in and check-out - 
This option can be 
configured in Manage 
Service Settings under 
Attendances 

2. Allow Attendees to Self Check-in & Check-out

1. Attendees check in within the 
configured time window

2. Check in remotely or near the 
venue (based on settings)

3. Be required to enter a PIN if 
approval is enabled
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Two Ways to Take Attendance
Role: Admin - Service (Manage)

Attendees can scan the 
service QR code to self 
check-in and check-out - 
This option can be 
configured in Manage 
Service Settings under 
Attendance

2. Allow Attendees to Self Check-in & Check-out

1. Attendees check in within the 
configured time window

2. Check in remotely or near the 
venue (based on settings)

3. Be required to enter a PIN if 
approval is enabled

Attendees can also 
check in via booking 
link  
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Two Ways to Take Attendance
Role: Admin - Service (Manage)

Self check-out settings can also be configured - 
Attendees will need to scan the QR code to self check-out

2. Allow Attendees to Self Check-in & Check-out

1. Attendees can check out remotely or 
near the venue (based on settings)

2. Be required to enter a PIN if approval 
is enabled

Attendees can also 
check out via 
booking link  
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Thank you!
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View bookings - How to spot a recurring booking
Role: Admin - Booking (Manage) 

S2080455B

S2080455B

S2080455B

S2080455B

S2080455B
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View bookings - How to spot a recurring booking
Role: Admin - Booking (Manage) 

S2080455B

S2080455B

S2080455B
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