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Admin Portal Overview
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Admin Portal Quick Walkthrough

This is your current selected use case. 

Depending on the different cases your organization has with 
BookingSG and your admin access, you will be able to toggle 
between different use cases

Get insights on your use case’s booking history, 
including utilisation of resource slots
(Covered in Reports section)

Manage current bookings that have been made for 
your use case, including creating bookings on behalf 
of others
(Covered in Bookings section)

Manage the resources / facilities available in your 
organisation for users to book, including setting the 
attributes of the resource (e.g. capacity), and setting 
up complex resources such as a combined resource
(Covered in Resources section)

Manage the availabilities of each resource for 
booking. A resource will only be made available for 
booking once an availability has been scheduled for 
it.
(Covered in Availability section)
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Admin Portal Quick Walkthrough

Set up the notifications which your users will get for 
various events triggered (e.g. rescheduled bookings) 
(Covered in Notifications section)

Manage the permissions and access of all admins for 
your use case
(Covered in Permissions section)

Set up the alerts which you will get based on various 
events triggered
(Covered in Alerts section)

Control other settings in your bookings use case, 
including co-branding with organisation logo)
(Covered in Settings section)
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Resources
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Concept of resource
How to define different resources and organize it for bookings
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A resource is a single bookable unit by users

For example, a resource might be a single meeting room in the office. Users will 
be able to book this discrete unit of resource for their use.

A resource can also consist of a combination of resources. Such resources are 
termed “Combined resource”. Users will be able to book a combined resource 
or its constituent resources individually.

An example of a combined resource is large meeting room that can be 
partitioned into smaller rooms. Each smaller room can be booked in isolation, 
but a user is also able to book the entire large meeting room for use in a single 
slot too. However, doing so means the constituent rooms are no longer 
available in that same slot.
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A resource is not bookable until it is in a resource group

A resource group is a collection of resources (which can 
consist of combined resources also).

Bookings for resources can be made only after you have 
created a resource group comprising of said resources. These 
resources must have availabilities as well. A resource can be in 
multiple resource groups. 

Examples of resource groups:
- Group of meeting rooms, which consists of normal and 
large rooms. 
- Group of rooms to be booked by specific users.

Meeting rooms
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Manage resources
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Managing resources

Create a single resource Create combined resources

All resources created will be displayed 
here. Admins can manage them, 
including editing, deleting and 
searching.

Resources can be deleted only if there 
are no upcoming bookings made for 
the resource

Combined resources are tagged
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Creating single resources
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Creating a new resource
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Creating a new resource

Provide a name to the single resource

You must add a resource to a resource group 
before it becomes bookable. 

You can create a resource group before creating a 
resource, so that you may add it here.

If your resource is a facility with a personnel 
capacity (e.g. a meeting room, you may specify the 
room capacity)

You may upload photos and additional descriptions of 
your resource for users to understand more about the 
resource
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Creating a new resource

Provide a name to the single resource

You must add a resource to a resource group before it 
becomes bookable. You can create a resource group 
before creating a resource, so that you may add it here.

If your resource is a facility with a personnel capacity (e.g. 
a meeting room, you may specify the room capacity)

You may upload photos and additional descriptions of 
your resource for users to understand more about the 
resource

Adding features and attributes to resources 
will help users find resources with these 
accompanying assets / attributes later when 
booking.

Users will be able to filter for these features 
and attributes when making resource 
bookings later.

Descriptor tags can be added as filters to your 
bookings. They need to first be created in the 
Settings tab

Only super admins are able to create these filters 
(Covered in Settings section)
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Creating combined resources
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Creating a new combined resource
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Creating a new combined resource

Creating a combined resource is similar to creating a 
single resource, except that there needs to be single 
resources already created so that it can be added.

At least 2 or more resources need to be selected to form 
a new combined resource
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Managing resource groups
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Manage resource groups

Managing resource groups
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Managing resource groups

Create a new resource group

View all created resource groups here

Edit or manage created resource groups, including 
deleting resource groups

Resource groups can be deleted only if there are no 
upcoming bookings made for resources which are 
part of the resource group
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Creating resource groups
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Creating a new resource group

Create a name that encompasses all 
constituent resources

All all constituent resources. You can 
choose to add this after the resource 
group is created later.
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Creating a new resource group

Configure how you would like users to login when 
making a booking.

However, note that this cannot be changed later 
once the resource group is created.

If Yes is selected, an admin would need to approve each booking made for the 
services added in the group before it is confirmed

If Yes is selected, admin and users will be able to see who made existing bookings in 
the resource and time selection table when creating a new booking.

If Yes is selected, admins and users can create recurring bookings for resources 
within the resource group.
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Creating a new resource group
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.

This specifies the longest continuous booking of a resource that a user can 
make even if there are available slots.

If left empty, a user can book a resource indefinitely if there are availabilities

Configure if you allow users to book available resource slots that have already 
begun

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

You can choose to allow users to edit the 
details of their bookings.

Creating a new resource group
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Creating a new resource group

Configure rescheduling policies for bookings, including 
the number of times and how many days in advance.

Configure the cancellation policies for bookings, 
including how many days in advance
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Configuring resource groups
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Configure your allowed users

You can configure the users who are allowed to book via 
this “Allowed users” tab.

For email OTP and WOG AD login types, you can restrict 
certain email addresses or email domains to login to 
access the booking page

For Email OTP and WOG AD verification method
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Configure your allowed users
For Email OTP and WOG AD verification method
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Configure your allowed users

For Singpass login type, you can restrict certain NRIC or 
FIN to login to access the booking page

For Singpass verification method
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Configure your allowed users
For Singpass verification method
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Configure what users must provide when making a booking

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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Configure what users must provide when making a booking

Three section types can be added to the booking form. 
(See the next three pages for details) 
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Configure what users must provide when making a booking

The Standard section lets you add form fields 
to collect booking information from bookers.
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Configure what users must provide when making a booking

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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Configure what users must provide when making a booking

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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Availabilities
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Concept of availability
How to assign availability to resources
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Availability is the period which a resource is 
bookable

Availabilities define the date and time which a resource is bookable by users, 
including the duration of each bookable timeslot. 

A resource can have multiple availabilities assigned, making the resource 
bookable within the various time periods. However, the periods of two 
availabilities cannot overlap each other. 

An availability of a combined resource cannot be defined by admins. Instead, a 
combined resource will only be available if there are available slots for all its 
constituent resources at the same time. Booking a combined resource will then 
make all constituent resources unavailable during that time.

The duration of each bookable timeslot for a combined resource will be the 
longest slot duration out of all its constituent resources.

A B

Mar - Apr

May - Jun

B

Jan - Feb

Mar - Apr

Jan - Feb

Mar - Apr

A
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Manage availabilities
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Managing availabilities

Create an availabitliy for a resource (not 
applicable for combined resources)

All availabitlies created will be displayed 
here. Admins can manage them, including 
editing, deleting and searching.

If the present date falls within an availability’s 
effective date range, it becomes Active

Multiple availabilities can be created for 
the same resource, only if the period does 
not overlap
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Creating availabilities
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Creating a new availability

Select the resource which you 
want to create an availability for

Provide the effective period that 
this resource will be available for. 

How long is each bookable slot?
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Creating a new availability

For a given week in the effective date range, 
specify the available hours which the resource 
can be booked. 

The duration must be divisible by the length 
of your slot duration 

To clone the available hours to other days of 
the week, use the Copy to function and select 
which other day of the week will have the 
same available hours
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Creating a new availability

Any exceptions to the effective date range are 
configured here. 

By default all public holidays in Singapore will 
be added to the exception list. These will be 
marked out by a Public Holiday tag. However, 
these can be removed if desired.

Add any other exceptions
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Bookings
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Manage bookings
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Managing bookings

Admins can book a resource on behalf of a user. 
Bookings that are made by admins with 
permissions will not require additional approval. 
Admins also can bypass a number of booking 
policies or restrictions which a user would normally 
face

All bookings made by users and admins will be 
displayed here. 

Admins can manage them, including 
approving, editing booking details, 
rescheduling and searching bookings.

Bookings made by users that require admin 
approval can be approved/rejected here

Bookings which require approval can be 
configured in Resource groups

Clicking on View allows admin to see 
booking details and edit if necessary
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Managing a booking that is pending approval

Reschedule a booking

Approve or reject a booking

View the details of the booking and the 
user. Editing of some user’s details are 
also allowed for admins
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Managing a booking that is confirmed

Bookings can be rescheduled or cancelled

See section on rescheduling / cancelling 
bookings as an admin
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Rescheduling bookings
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Rescheduling bookings which are pending or confirmed

After clicking on Reschedule, admins 
will see this page to allow them to 
change the time of the booking
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Rescheduling bookings which are pending or confirmed

Choose another timeslot which is available
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Transfer bookings
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Transfer bookings which are pending or confirmed

Click 3-dots menu for a booking then 
select Transfer booking.
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Transfer bookings which are pending or confirmed

After clicking on “Transfer booking” on the bookings 
table, admins will see this page. 

Note: Existing co-owners (if any) and booking details 
will be transferred to the new owner. Make any required 
changes before transferring the booking.

Enter the details of the person you’re transferring the 
booking to.

Once you’ve entered the required details, select 
“Transfer booking” to complete the transfer.



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

Cancelling bookings
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Cancel bookings which are pending or confirmed

Cancellation of bookings can be done 
on the Bookings tab landing page
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Cancel bookings which are pending or confirmed

Provide a reason for cancellation before confirming
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Create recurring bookings
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Enable recurring bookings

Enable this setting in the resource group's 
core configuration to allow users to create 
recurring bookings.
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Create recurring bookings

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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Create recurring bookings

Select an end date.

In the Repeat dropdown, you can choose one of the following recurrence options:
● Every day
● Every week
● Every month

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

Continue with completing the booking.
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Create recurring bookings

Once recurring bookings are created, each booking in the series is identified by a 🔄symbol.
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Reschedule recurring bookings
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Reschedule recurring bookings

Click 3-dots menu for a booking in a recurring 
series, then select Reschedule.
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Reschedule recurring bookings

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

When rescheduling bookings in a recurring series, you 
can preview the dates in the series. 
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Reschedule recurring bookings

Select the new date and time to reschedule. 

Click on Reschedule once done
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Cancel recurring bookings
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Cancel recurring bookings

Click 3-dots menu for a booking in a recurring 
series, then select Cancel bookings.
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Cancel recurring bookings

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

Enter reason for cancellation before confirming. 
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User notifications
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Concept of notification scheme
Applying notification schemes to resource groups
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A notification scheme sets a specific event which 
triggers a specific notification type to users

Notification schemes are applied at the resource group level, 
so the same event triggered on any of its constituent resources 
or combined resources will apply.

A notification scheme defines a single event that will trigger a 
specific notification type to the user.

As such, multiple different notification schemes can be applied 
to a resource group to cover various events and notification 
types.

Meeting rooms

Booking 
confirmed

Booking 
cancelled

Booking 
reminder
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Creating a notification scheme
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Creating a notification scheme

Create a new notifcation scheme here

View all created notification schemes 
here, including managing them to edit 
or delete them.
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Creating a notification scheme

Choose the resource group that 
this notif scheme will apply to

Select the event which will trigger the notification

Only for the event “Booking reminder”, admins will 
be able to set a specific time before the booking to 
trigger a reminder to uses.
(See section on setting booking reminder)

Choose whether the notification 
should be sent via email and/or sms
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Setting personalisation tags

In your notifications, you can include 
personalisation tags, which will populate 
details of the booking in the message 
which are useful to the user.

These tags will be inserted in your template 
below
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Setting a specific time-triggered booking reminder

Send up to 5 reminders for one resource group by 
clicking on the “+” button.

You can specify the reminder down to 
days/hours/minutes before the booking start time
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Admin alerts
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Manage your alerts as an admin



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

Managing booking alerts

Alerts works on a subscription basis, 
and will be alerted to the admin 
account which is subscribed to it.

Alerts can be subscribed to specific resources 
or to the resource group as a whole

You can also choose to 
unsubscribe to alerts if you wish

Any alerts already subscribed to will 
not appear in the dropdown.

By default, admin alerts for a service 
will be subscribed to for the admin 
who created the service
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Reports
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Download a new report
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Downloading a new report

These three report types can be downloaded as CSV files

1. Booking report shows you all the bookings made for 
specified resources within a specified time period and for 
specified statuses.

2. Booking activity shows you all actions triggered on 
specified bookings within a specified time period. (e.g. 
create booking, cancel booking, confirm booking etc.)

3. Slot utilisation shows you the vacancy status for every 
possible slot duration for a specified resource across a 
specified time period. (e.g. for resource A at slot duration 
B, how many confirmed bookings were made, how many 
available capacities unused etc.)
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Example of a booking report



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

Other settings
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View use case information
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View use case information

Obtain your use case’s booking link here. 

This is the link which you will share to your users 
for them to access all resource groups under this 
use case and proceed with booking
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Add agency logo for co-branding
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Adding an agency logo for co-branding on booking page

Upload an image file of your agency logo. 
This would appear next to BookingSG’s 
logo on your use case booking page.
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Option to add a calendar invite file
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Adding a calendar invite file

Edit this option to allow or disallow 
users to a calendar invite (.ics) on their 
calendar apps
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Creating new filters
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Creating new filters

See existing filters created here

Filters need to have a name, and the 
different filter labels that users can 
use to filter for specific resources

Add a new filter
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Permissions
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Types of admins
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Admins and their various permissions

Super Admin Functions

Super Admin • Can create and manage all resources, combined resources, resource 
groups, availabilities, notifications and bookings in a use case

• Can create new admins and super admins
• Can manage permissions for admins who have been added
• Can have access across various use cases (i.e. can be assigned to 

more than one BU)

Admin Can be given permission by super admins to:
• View/manage resource settings
• View/manage availability settings
• View/manage/approve bookings for assigned resources
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Creating admin account
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Create admin account

Create new super admins or 
admins who can co-manage 
your use case
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Create admin account - Select a role

Step 1: Select a role to assign: Admin or Super Admin.

Refer here to learn more about the differences between 
these roles.`

Step 2. Select a a login method: WOG AD or Email and OTP

This is the login method the new Admin or Super Admin will 
use.
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Create admin account - WOG AD login method

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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Create admin account - Email and OTP login method

“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 fields accordingly.

Click “Create” when done. 
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Managing admin access
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Managing admins

View list of added admins here
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Admins and their various permissions

The first super admin added to 
a use case cannot be deleted. 
Subsequent super admins 
added can be deleted

You can manage a normal 
admin’s permissions here
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Managing admin permissions on resource groups

You can manage permissions at both resource and resource 
group level.

Note that for resource groups, you can assign admins to view / 
manage resource groups settings or bookings only because 
availabilities are only applied at the resource level



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

Managing admin permissions on resources

Whereas for resources, you can assign admins to view/manage 
resource group settings or availability settings only because 
booking policies are applied at the resource group level only


