BookingSG

BookingSG 2.0 Admin
Portal User Guide
(Facilities)

Updated on 30 Sept 2026




O 000 0 0 0 0 0 0 0

O 0. 00000000 00

Contents of guide

C 0000~ a0

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

00
.o

N e o

A L] ® & & & & o 0 0 0 0 0 0 o
S ° ® © o o o o o 0 0 0 o
- ® ® 0 0 0 ~ 0 o .
e o .~ o o
- .
N O
Yy e

Category

Topic

Overview

Admin portal overview

Resources

Concept of resource

Manage resources

Creating single resources
Creating combined resources

Category Topic
. Create recurring bookings
EeCl;I"rlng Reschedule recurring bookings
O0KINgs Cancel recurring bookings

Notifications

Concept of notification schemes
Creating a notification scheme
Setting personalisation tags
Setting booking reminders

Resource
Groups

Managing resource groups

Creating resource groups

Configuring resource groups

Configure your allowed users
Configure user booking form questions

Availabilities

Concept of availability
Managing availabilities
Creating availabilities

Bookings

Manage bookings
Rescheduling bookings
Transfer bookings
Cancelling bookings

Alerts Manage vour alerts as an admin
Reports Download a new report
P Example of a booking report
View use case information
Other Add agency logo for co-branding
Settings Option to add calendar invite
Creating new filters
Types of admins
Permissions Create admin account

Managing admin access

NN


#

Admin Portal Overview
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Admin Portal Quick Walkthrough T
BookingSG Meeting Rooms (Punggol Digital... c

Get insights on your use case’s booking history,
including utilisation of resource slots .

o (Covered in Reports section)

Hi, Cyrus Teo

Supes Admin

Thisis your admin workspace for Meeting Rooms (Punggol Digital....

Manage current bookings that have been made for
your use case, including creating bookings on behalf
of others

(Covered in Bookings section)

e This is your current selected use case.
-
- AR a a
® Manage the resources / facilities available in your Depending on the different cases your organization has with
organisation for users to book, |nc|ugi|ng setting the BookingSG and your admin access, you will be able to toggle
attributes of the resource (e.g. capacity), and setting between different use cases
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)

Privacy Statement  Terma of Use  Repon Vuinerability 14 © 2076 BookingSG, Government of Singapore
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Admin Portal Quick Walkthrough T
BookingSG Meeting Rooms (Punggol Digital... c

Hi, Cyrus Teo
Supes Admin
= Thisis your admin workspace for Meeting Rooms (Punggol Digital....
Bcokings
5]
Resources 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
Py 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

‘3‘ For example, a resource might be a single meeting room in the office. Users will
3.; 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.

e “i“ “i“ 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

Meeting rooms
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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.

R \\\\\\\\\\\



Manage resources
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Managing resources
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Dashboatd

&

Reports

8

Soakdngs

P A singapore Govemment Agency Wi

BookingSG

Resources

site. Beware of government impersonation scams. How ta identify

Create a single resource

View ormanage all resource listings in your use case.

Create combined resources

Meeting Rooms (Punggol Digital... v

88 Manage groups

5]

Resources

Create resource

Lista meating room, facility, equipment, or other resource for users to book

Create combined resource

Combine 2 or more existing resources o create a new bookable resource.

8

Avadability

=]

Booking

alerts

@

Settings

Q Searchresources

Notifications

Showing 1to 3 of 3results

Resource name

Big Room (Meeting Rooms 083X)

Combined |

AN

Resource groups

Meeting Rooms

Meeting Room 0831

Combined resources are tagged

ing Rooms

Meeting Room 0830

Meeting Rooms

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

Lastupdated +

12Jan2026

10:21an

10 Jan 2026

412pm

10Jan 2026

3:30pm

Actions

¢# Manage

4 Manage

£ Manage

2 E

10/page v
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Creating single resources
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Creating a new resource

P A singapore Govemment Agency Website. Beware of government impersonation scams. How to identify
.
BOOklngSG Meeting Rooms (Punggol Digital... v c
88
Dashboatd
@ Resources
Reports
View ormanage all resource listings in your use case. 88 Manage groups
(=]
Sookings
Create resource 5 Create combined resource >
5} Lista meating room, facility, equipment, or other resource for users to book Combine 2 or more existing resources o create a new bookable resource.
Resources
2
Avalability Q Searchresources
© 2
e Notifications Showing 1to 3 of 3results
.
.
- & Resource name Resource groups Lastupdated + Actions
Admins
-
Py a 12Jan 2026 9
Big Room (Meeting Rooms 083X) | Combined | Meeting Rooms T % Manage -]
O Booking 0:2lan
- alerts
- 10Jan 2026
@ Meeting Room 0831 Meeting Rooms 4 Z Manage g
. 4:12pm
Settings
L
10Jan 2026
Meeting Room 0830 Meeting Rooms - £ Manage a
3:30pm
< - > 10/page v
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Creating a new resource

BookingSG

Hetources | Create resource

Createresource

Tellun about the resaurce you're listing

Basic information

Name of rescurce

Mesting Rooms (Pungaol Digital

Resource groups

Provide a name to the single resource

1 Fesoutce grioup befare it can be booked. You can add 1l 104 Groun NOw Of atter c7eating the

Room capacity (If spplicable)

Photos (optional)

Uploadupto 4 photos

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

3. IPEC o PO

capacity (e.g. a meeting room, you may specify the
room capacity)

—

of Bop Thim hare

Description (optionsl

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

P Asingapore Gowermment Agency Website. Breware of govermment impessonation scams

BOOkingSG Meeting Rooms (Punggol Digital... v Cc

go
&o

Adding features and attributes to resources
will help users find resources with these

Dashboard

o] Features and attributes accompanying assets / attributes later when
Roports booking.

(] Descriptor tags (if applicable) Users will be able to filter for these features
Baokings Select options that best d ibe this resource, based on standardized tags created by your Super Admin, These will be used as filters for users and attributes when making resource

i when they are Trying to search for 3 rezource 1o book bookings later.

Resources

Projectorinroom

@ A
Availability . .
Descriptor tags can be added as filters to your
‘ Customattributes (optional) bookings. They need to first be created in the
Notifications ) p ) i ] SetflngS tab
Add customattributes for this resource, such as address or nearest carpark. These will be shown on the bd
fo O Add attribute Only super admins are able to create these filters
Admins (Covered in Settings section)
)
Booking
alarts

@
Settings Cancel Create resource

Privacy Statement  Termaof Use  Report Vukerability (3 © 2026 BookingSG, Government of Snaanicre
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Creating a new combined resource

P A singapore Govemment Agency Wiebsite. Beware of government impersonation scams. How to identify
BOOklngSG Meeting Rooms (Punggol Digital... v c
oo
88
Dashboard
@ Resources
Reports
View ormanage all resource listings in your use case. 88 Manage groups
(=]
Boakings
Create resource 5 Create combined resource >
5} Lista meating room, facility, equipment, or other resource for users to book Combine 2 or more existing resources 1o create a new bookable resource
Resources
2
Avaliability Q Searchresources
© 2
e Notifications Showing 1to 3of 3results
-
-
- & Resource name Resource groups Lastupdated + Actions
Admins
-
Py a 12Jan 2026 9
Big Room (Meeting Rooms 083X) | Combined | Meeting Rooms T ¢# Manage 2]
) Booking ey
- alerts
- 10Jan 2026
@ Meeting Room 0831 Meeting Rooms 4 Z Manage g
. 4:12pm
Settings
-
10Jan 2026
Meeting Room 0830 Meeting Rooms 320 £ Manage a8
3:30pm
< - > 10/page v
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Creating a new combined resource

09
aa
Dashboard

Reports

Bookings

8

Resources

&

Ausitabiity

(=]

o

Adming

Q

Booking
slarts

&

Settings

Notifications

P Asingapors Govemment Agency Website. Beware of government impersanation scams. How to idenlty

BookingSG

Create combined resource

Combine 2 or more existing resources to create a new bookable resource. For example, 2rooms that can be combined into a larger space.

Basic information

Name of combined resource

Big Room (Meeting Rooms 084X)

Select resources to combine

1selected

© Select atleast 2resources tocombine

Resource group

Meeting Rooms

o To add this to multiple resource groups, you'll need to create a separate combined resource for each group

Room capacity (if applicable)

40

Photos (optional)

Meeting Rooms (Punggoel Digital... v

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

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

P A singapore Govemment Agency Website. Beware of government impersonation scams. How to identify
.
BookingSG Meeting RopmsaiBuasanl Sinisal
Manage resource groups
oo
88
Dashboard
@ Resources
Reports
View ormanage all resource listings in your use case. 88 Manage groups
(=]
Boakings
Create resource 5 Create combined resource >
List a meeting room, facility, equipment, or other resource for users to bool ombine 2 or more existing resources o create a new bookable resource
5} facil hi e book Combine 2 4 bookabls
Resources
2
Avalability Q Searchresources
© )
e Notifications Showing 1to 3 of 3results
-
-
- & Resource name Resource groups Lastupdated + Actions
Admins
-
Py a 12Jan 2026 9
Big Room (Meeting Rooms 083X) | Combined | Meeting Rooms T % Manage -]
O Booking 0:2lan
- alerts
- 10Jan 2026
@ Meeting Room 0831 Meeting Rooms 4 Z Manage g
o 4:12pm
Settings
-
10Jan 2026
Meeting Room 0830 Meeting Rooms - £ Manage a
3:30pm
< - > 10/page v
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anaging resource groups -
BOOklngSG Meeting Rooms (Punggol Digital... v Cc
88
Dashboard
o Resources > Resource groups
.‘\
e Create a new resource group
- Resource groups
Bookings . N g 2
& Resource groups organise resources, control who can book them, and define booking policies and notifications. Resources must bein at least 1 group before it can be booked.
=
Resources + Createresourcegroup ‘ <
a2
P Availability
L ]
- Q Searchresource groups
. ans View all created resource groups here
. -
o Showing 1of 1 results
L] e
- Admi
] Resource group Public access period Lastupdated ¥ Actions
.' a
‘ D
e i Meeting Rooms 10 Jan2026
e i 10 Jan 2026 - No end date ., ran # Manage
Mesting Rooms 4:12pm
@ >
Settings < Copy booking link
£ Create booking
< n > 18 Edit or manage created resource groups, including W Delate
deleting resource groups
Resource groups can be deleted only if there are no

Copyrighted by GovTech GDS - DCUBE - Citizen Collective - BookingSG. Reproduction prohibited without explicit consent.
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Creating a new resource group

0
oo
Dashboard

[}

Hepons

8

Bookings

fvallability

2

L] Notifications

&
Admins
Q

e

Booking
O sterts
-

@

Sattings

BookingSG

Resources > Resourcegroups > Createresource group

Create resource group

Organise your resources and set assign access to specific users.
Group details

Name of resource group

Display name {optional)
As shown on booking page, under resource group.

Description {(optional)

Add individual resources (optional)

Select v

<—— Create a name that encompasses all

constituent resources

%

1.000 charactars left

All all constituent resources. You can
choose to add this after the resource

group is created later.

Meeting Rooms (Punggol Digital... v

Copyrighted by GovTech GDS - DCUBE - Citizen Collective - BookingSG. Reproduction prohibited without explicit consent.
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reating a new resource group Neks :
- Ve
Ne
Al
L]
BookingSG
et AL e UxFacilies CHIEMED v T
88
Dashboard
@ Core configurations Userlogintype
Reports | singpass A
8 Userlogin type .
v Singpass
Rockngs Singpass v ) <—— Configure how you would like users to login when
- Single sign-on(SSO) making a booking.
Resources Email OTP .
@ Singpass login will be required to make bookings. NRIC or FIN However, note that this cannot be changed later
SMSOTP once the resource group is created.
Avallability
® Do bookings require admin approval?
Nk v Yes X No }L If Yes is selected, an admin would need to approve each booking made for the
services added in the group before it is confirmed
S
Admins Allow users to see who made bookings?
a v Yes X No ]L If Yes is selected, admin and users will be able to see who made existing bookings in
HaoKny the resource and time selection table when creating a new booking.
alerts
& Allow users to make recurring bookings?
S . . . .
il o Vs X No If Yes is selected, admins and users can create recurring bookings for resources
within the resource group.

Booking window and limits

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



Creating a new resource group

9o
a5

Dshboard

- 0
L d L Booking
L]
o e ety
L]
e @
. Settings
‘
e
o
-
«
-
«
L]
L4
s
=

Booking window and limits

Booking URL active period

The bocking page will be inaccessible o users cutsids of this date

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

Start 06/ 08 /2026 12:00am

End DD /MM /YYYY Noend date
Bookings notice

At least days inadvance @ L

Bookings availability

Atmost daysinto the future @ L) Nora
Release new bookingdateat  12:00am daily ©

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.

Allow walk-ins?

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

Max booking duration

minutes
Max number of bookings per person

upcoming bookings

Narestrictions

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

Copyrighted by GovTech GDS - DCUBE - Citizen Collective - BookingSG. Reproduction prohibited without explicit consent.
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Creating a new resource group

‘:j:' Role: Super Admin

e o o o “~ e

BookingSG

POWERED BY GOVTECH

oo
oo
Dashboard

@

Reports

8
P Bookings
e’ (=}
Resources

Availability

B]

Notifications

Booking details

Allow users to edit their booking details?

Allow users to edit their booking details?

Atleast days before scheduled booking @

Only allow editing of booking details during booking URL active period @

UX Use Case v T

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

No restrictions

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



Creating a new resource group

BOOkingSG Meeting Rooms (Punggol Digital... v c

59
8

Rescheduling

Allow rescheduling of bookings?

Vv Yes X No

Configure rescheduling policies for bookings, including

<+ . .
the number of times and how many days in advance.
Reschedulingis allowed:
c3)
Avallasility Upto
N At least i3ys before sc ibooking @ o
© % B Only allow rescheduling lic access pe
ly allow rescheduling during public access period 0

- 7
- .

o
-
-
* @ Cancellations
.
L d
P Allow canceliation of bookings?
-

v Yes X No . . L. .

O~ Configure the cancellation policies for bookings,
-

including how many days in advance

Cancellations are allowed

Atleast days before scheduled booking @ Norastrictior

Only allow cancellations during public access period ©

Copyrighted by GovTech GDS - DCUBE - Citizen Collective - BookingSG. Reproduction prohibited without explicit consent.
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Configure your allowed users IERRSAR R

For Email OTP and WOG AD verification method

BookingSG Meeting Rooms (Punggol Digital,.. v <)
88
Hesoutces > Resoutcegroups > Meeting Rooms (No approval needed)
Meeting Rooms (No approval needed) | w s & Create booking
a8 3 hitpsi//www.stg.appointments bookingsg io/public/usecase/|Py3UAY /resource-groups/40A222A0
Baos
g upinto | Allowedusers | Resourcesingroup  Formquestior

s | Youcan configure the users who are allowed to book via
e this “Allowed users” tab.
iy Allow list

Userlogintype
Emall OTF v

© Emai OTP Iogin will be required 10 make bookings. Email address will be used as the identifier

a Who should be allowed to book?
i ) Allermail users For email OTP and WOG AD login types, you can restrict
Anyone with anemail can book this resource certain email addresses or email domains to login to
access the booking page
@ Specitic emall addresses or email domains / & pag

Yout ¢ salty ndd emall addresses. amad domsing, ot bulk upioad a

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



Configure your allowed users

For Email OTP and WOG AD verification method

BookingSG

- Allow list Edit

User login type

n Email OTP

O email 0P lagin will be required to ma

Who is sllowed to book?

<3 Specific amall adcresses or email domains

+ Addusersto allowlist ‘ \

Q Ssea

Showing 0 results out of 0 aflowed to book Meeting Rooms (No approval needed)

Value + Type Actions

Nousersinallow list

Add a user to your allow list 1

ho will have access to this resource group

Add email domain

Add email address

Meeting Rooms (Punggol Digita

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




Configure your allowed users

For Singpass verification method

L
Dunrboors
a Resources Rasource groups [Test] Resource Group
e [Test] Resource Group Resaurce group B Create booking
=} @ https://www.s19.appointments.bookingsg.io/public/usecase/BokeBByr/resource-groups/XjyYVOAa
Bocking
8 Groupinfo Allowedusers  Resourcesingroup Notifications Form questions Attendance
a
Ay Allow list
Userlogintype
2 i
° Adivina Singpass N
® n
- W © Singpassioginwill ba required to make bookings. NRIC or FIN will be used as the identifier
Boaking
- slerts
Py @ Who should be allowed to book?
- St O AllSingpass users
. o " e ; A . .
Anyone with a Singpass can book this resource group. For Singpass login type, you can restrict certain NRIC or
- . 5
FIN to login to access the booking page
O ® Selected Singpass users
e You can manisally add NRIC or FIN, or bulk upload slist ¢ /
-
-

Save and continue: Cancel |

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



Configure your allowed users
For Singpass verification method

Resources Resource groups [Test] Resource Group

[Test] Resource Group | s & Create booking

@ https)//www.stg.appointments.bookingsg.io/public/usecase/8okeBByr/resource-groups/XjyYV0Aa

Group Info Allowed users Resourcesin group tions Form questions Attendancea
]
Avaltobbry )
Allow list Edit
(5]
Notfications
!
. UYserlogintype Add NRIC and/or FIN
g Singpass Listoach NRIC or FIN ona nowline
Admins
fol 0 Singpass legin will be required to make bookings. NRIC or FIN will be used as the identifier.
Who is allowed to book?
@ Selected Singpass users
Settings

Cancel

+ Adduserstoallowlist
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N e

Configure what users must provide when making a booking:

e [Test] Resource Group ' recucesos | & Create booking
Reports
@ https://www.stg.appointments.bookingsg.io/public/usecase/8okeB8yr/resource-groups/XjyYVOAa
(=]
Bookings
Groupinfo Allowed users Resources in group Notifications Form questions |Attendance
|S]

Resources

This booking formis used to collect information when someone makes a booking
You can customise it by adding additional sections and form fields.

B
Notifications . -
Contact details ® Section cannot be

&o

Admins

Name (as in NRIC or passport)

Q

Booking

alerts
i

Settings NRIC number or FIN

Ensuret is correct as the user will log

Mobile number

+65 v

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

The primary contact details are not editable. However,

) g m_ admins can request for additional information to be
Addsection v ; PPy " S~
provided by users by clicking on “Add section

Copyrighted by GovTech GDS - DCUBE - Citizen Collective - BookingSG. Reproduction prohibited without explicit consent.
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e [Test] Resource Group fewusesen | & Grontabodilig
@ https://www.stg.appointments.bookingsg.io/public/usecase/8okeB8yr/resource-groups/XjyYVOAa
(=]
Bookings
Groupinfo Allowed users Resources in group Notifications Formquestions  Attendance
|S]
Resources
This booking formis used to collect information when someone makes a booking
Kaxlobn You can customise it by adding additional sections and form fields.
Avallability
B
i Contact details 6 Sectio
&o
Admins
Name (as in NRIC or passport)
fal
Booking
alerts
i
Settings NRIC number or FIN

Ensure that thisis correct as the user will log in with Singpass

Standard section

Repeatable section Three section types can be added to the booking form.

(See the next three pages for details)

Users can manually duplicate this section up to alimit

Booking co-owners section

tion, This section can only be added once,

Users can add co-owners in this

Addsection Vv

Copyrighted by GovTech GDS - DCUBE - Citizen Collective - BookingSG. Reproduction prohibited without explicit consent. \
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Configure what users must provide when making & booking

Avalabiity
®
Notification:
o
Admies
Q
- ~
Sookin
P oking
alens
-
3
- ®
Settiy
-« )
‘
L
-
.
«
-
«
-
L 4

This booking form is used to collect information when someone makes a booking
You can customise it by adding additional sections and form fields,

Contact details

Name (a5 In NRIC or passport)

NRIC number or FIN

ure thatt troctas i

Mobile number

+656 v

Emall address

Untitled custom section

Add formfield v @ _Delete section

"

*

53

Text

Number

NRIC or FIN

Phone number

Dropdown

Radio buttons

Checkboxes

Date

Attachment

Addsection v

The Standard section lets you add form fields
to collect booking information from bookers.

Pubfish
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Configure what users must provide when making 5 bookin

Bashboard
&l
! Mobile number
Recons
+65 v
a
Bookings
5 Emall address
2
Availabraty
a =
otincation =
Untitled custom section
&
Adwm
0 = Repeatable section
e e Sooking :
P L d - sem
L] Maximum repeats
L ] © P
. Settngs 1 times
‘
e Section description (optional)
o 13 tructions that will be shown above the repeated sact
L
«
L]
«
L
L4
Add form field v £-Del 1
Add section v

"

i

Text

Number

NRIC or FIN

Phone number

Dropdown

Radio buttons

Checkboxes

Date

Attachment

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.

Publish
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Configure what users must provide when making a booking

op
86

Contact details

Gashboard

Name (as In NRIC or passport)

(=]
Bookirgs
8
NRIC number or FIN
<]
Searlabiry
B
A Cicaions Mobile number
~ +65 v
Ad
o

Emall address

Booking co-owners

Max number of co-owners per booking

0

Whatusers will see
an"Add co-owner” buttan during t

hadded co-own 0g 2% the contact details sect

@ Delete section

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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Concept of availability

How to assign availability to resources
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Availability is the period which a resource is ' RS
bookable
Availabilities define the date and time which a resource is bookable by users,
3i& including the duration of each bookable timeslot.
1t
() Jan- Feb A resource can have multiple availabilities assigned, making the resource
-0 bookable within the various time periods. However, the periods of two
g Mar - Apr availabilities cannot overlap each other.
® s

333 | sds
A: | :A:

®
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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.
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Manage availabilities
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Managing availabilities

oo
0o
Dashboard

(0}

Reports

8

Bookings

8

Resources

Booking
alerts

@

Settings

BookingSG

Create an availabitliy for a resource (not

Avallablllty applicable for combined resources)

Decide when youwant to accept bookings for each resource.

Create availability schedule

Meeting Rooms (Punggol Digital... v Cc

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

=5
Set up regular hours so bookable slots can be created for your resource.
Q Searchresource ordate
If the present date falls within an availability's

Showing 1to 4 of 4 results effective date range, it becomes Active

Effective date range Available days

10 Jan 2026 - 24 Jan 2026 | Active: ) Mon, Tue, Wed, Thu, Fri

10 Jan2026 - 31Jan 2026 | Activei‘ Mon, Wed, Fri

8Feb2026-13 Feb 2026 Mon, Tue, Wed, Thu, Fri, Sun

8Feb2026-13 Feb 2026 Mon, Tue, Wed, Thu, Fri, Sun

Resource Actions
Meeting Room 0830 7' Manage
Meeting Room 0831 7' Manage

e o [ ]
® & 0o 0 ~ 9 0 0 o
(] “ o o

e o

Multiple availabilities can be created for
MeetingRoom 0830  «—{ the same resource, only if the period does
not overlap

Meeting Room 0831 7' Manage
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L] L]
T e e e o o o o o
a0 & - -

L] L
® & o o o o 0 o |
® & 0 & A~ 0 0 o o
(] “ o o

o o L] o
Creating a new availability : |
BOOk"‘QSG Meeting Rooms (Punggol Digital... v [
83 Availability > Create availability schedule
Dashboard
- Create availability schedule
Reports Setup regular hours so bookable slots can be created foryourresource.
] Resource
Bookings Schedule setup Select A Select the resource which you
want to create an availability for
5]
Resources
- Resource Meeting Room 0830
.
- L4 Meeting Room 0B3]
° Availability Select
-
. 2
‘ Notifications Effective date range % W W W W Provide the effective period that
i . . this resource will be available for.
o When will your resource be available?
- Lo “
S From = To >
. Admins
-
L4 Qa
Booking Slot duration | fh ey
alerts If 30 mins, users can book in slots of 30 mins up to the maximum booking duration
& How long is each bookable slot?
minutes
Settings
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Creating a new availability

L]
L]
L]
L]
Al

BOOkil’\gSG Meeting Rooms (Punggol Digital... v C
28

Dashboard Availability
@ For a given week in the effective date range,

Baports Add the hours this resource will be available for booking. Bookable slots will be created for these hours based on the specify the available hours which the resource

slot duration. can be booked.

8

Bookings The duration must be divisible by the length
g 16 Feb 2026, Mon of your slot duration

Resources

Available hours

Availability 8:00am > 1:00pm X o ®
B
Notifications
o
Copy to and replace:
Admins . — To clone the available hours to other days of
a Select A < Mk the week, use the Copy to function and select
Booking ) - which other day of the week will have the
alerts Timer Selectall same available hours
& Tuesday
Settings
Wednesday
18 Fet Thursday

Timer Friday

Not available ®
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Creating a new availability BRSNS
BookingSG Meeting Rooms (Punggol Digital... v c

oo
o6
Dashboard

@

Reports

8

Bookings

Resources
Availability

B

Notifications

Settings

Exceptions

Add dates between 16 Feb 2026 and 20 Feb 2026 (inclusive) where the available times are different. You'llbe able to
customise the availability forthese dates. Any public holidays will automatically be added here as exceptions.

Any exceptions to the effective date range are
configured here.

17Feb 2026, Tue | Publicholiday: Chinese New Year | @ Remove date <+——

Timerange

Not available ®
18 Feb 2026, Wed I Public holiday: Chinese New Year @ Remove date
Time range

Not available ®

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 date exception I

Add any other exceptions
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Managing bookings

oo
oo
Dashboard

@

Reports

a8

Bookings

8

Resources

Availability

- B

o Notifications

S

Admins

e Q
- Booking
° alerts

@&

Settings

BookingSG

Bookings

View, reschedule, or cancel bookings for resources you manage.

Rooms (Punggol Digital... v
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
Create single booking
Make a booking on behalf of someone else. You'll need their personal and contact details. I
Q  Searchby resource, exact NRIC/FIN, or exact booking ID All bookings made by users and admins will be
displayed here.
Resource groups Vv Resources Vv Date of booking Vv Status Vv Admins can manage them including
approving, editing booking details,
Showing 1to 5 of 5 results rescheduling and searching bookings.
Date Time Resource and group Booking owner Status Actions
16Feb2026  5:30pm Meeting Room 0832 Bookings made by users that require admin >
p e oo . ((Pending approval ) l v Approve
Monday t0 5:45pm Meeting rooms in PDD approval can be approved/rejected here =
14Jan2026 10:00am Big Room (Meeting Rooms 083X) | Combined Bookings which require approval can be e & Viaw
Wednesday to1:00am Meeting Rooms configured in Resource groups —
14 Jan 2026 1:00pm Big Room (Meeting Rooms 083X)| Combined Cyrus (Cancened) ®V
Wednesday ~ 102:00pm  MeetingRooms CYRUSTEOOOI@GMAIL.COM e 2%
14 Jan 2026 1:00pm Meeting Room 0831 s T Confirmea ) © View
Wednesday to 3:00pm Meeting Rooms CYRUS.TEOCKGOVTECH@GMAIL.COM REEEES 4
16Feb2026  12:15pm Meeting Room 0832 Cyrus | Confirmed ) @ View
Monday to 2:00pm Meeting rooms in PDD $9720132C 4

Clicking on View allows admin to see

Copyrighted by GovTech GDS - DCUBE - Citizen Collective - BookingSG. Reproduction prohibited without explicit consent.
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Managing a booking that is pending approval

oo
o6
Dashboard

(]

Reports

a8

Bookings

8
Resources

Availability

B

Notifications

-
® o

Py So
-
Admins
]
« Q
Booking

alerts

ted

L
-
.
. Settings
-
L 4

BookingSG

Meeting Room 0832

Booking ID: 2e7e606b-3cf7-408c-99c6-4fc978d1afb8

Mr SG Father with only normal children

B Thursday, 19 February 2026
4:15pm - 4:30pm

]

( Pending approval )

Meeting Rooms (Punggol Digital... v

v Approve X Reject |

£2 Reschedule

Details

Contact details

Name (as in NRIC or passport)

Mr SG Father with only normal children

NRIC number or FIN

$4952126Z

Mobile number

+6598336913

Email address

cyrus_teo@tech.gov.sg

Approve or reject a booking

Edit A

View the details of the booking and the
user. Editing of some user’s details are
also allowed for admins

Reschedule a booking
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Managing a booking that is confirmed

L
L]
Ne e
~

L]
L
L]
T e e
-

oo
oo
Dashboard

(0]

Reports

B8

Bookings

8
Resources
Availability

B

Notifications

So

Admins

Q
Booking
alerts

@

Settings

BookingSG

Bookings > 9759475c-1bda-4e79-9fe3-fl2a5fb2c3a2

Meeting Room 0831

Booking ID: 9759475¢-1bda-4e79-9fe3-f12a5fb2c3a2

Cyrus ((confirmed))
B8 Wednesday, 14 January 2026
1:00pm - 3:00pm

£ Beschedile l ‘ i ancel beoking ] Bookings can be rescheduled or cancelled

) See section on rescheduling / cancelling
Lol bookings as an admin

Contact details Edit A

Name

Cyrus

Email address

CYRUS.TEOCKGOVTECH@GMAIL.COM

Mobile number

+6598336913

Meeting Rooms (Punggol Digital... v
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Rescheduling bookings which are pending or confirmed:

N e
Al
*
L
!
BOOkII‘IgSG Meeting Rooms (Punggol Digital... v &
& Bookings > b2dc3aa3-0a38-4ffc-a9cl-5c82e0af49d2 > Reschedule After clicking on Reschedule, admins
Dashboard will see this page to allow them to
. h the ti f the booki
@ Reschedule booking cranee fhe fime oThe booking
Reports
Change the date and time of this booking.
8
Reokngs b2dc3aa3-0a38-4ffc-adcl-5c82e0af49d2 (Confirmed )
8 Cyrus
Eosouess Meeting Room 0832
e® ) Monday, 16 February 2026
e ®| Availabiity 12:15pm - 2:00pm
-
. B 2 $9720132C
: Hottictons £ Rescheduled O times by booking owner
© Lo
L d
o Admins
‘
-
- Q Meeting rooms in PDD
Rooking Meeting Room 0832
alerts
&
Settings Feb v 2026 v < >
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Rescheduling bookings which are pending or confirmed:

Meeting Rooms (Punggol Digital... v (53

BookingSG

oo
oo

Dashboard
Feb v 2026 v
o]

Regoria Sun Mon Tue Wed Thu Fri

(]

Bookings

B 16 |EJ 20

Resources

Availability

B

Notifications

Tlam 12pm 7om

9am 10am

3pm \ 8pm \ 9pm
Admins ‘ ’

4

Tpm ’ ‘me ‘

Q

Booking

alerts

@

Settings

Booking time

5:30pm > 5:45pm X

You're changing their booking to
Thursday 19 February 2026, 5:30pmto 5:45pm

Cancel

Reschedule

Choose another timeslot which is available
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Transfer bookings
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..................4

... ® © & & & & o & o 0 0 0 0
.0..............1
o o ® & 0 & o 0 0o 0 0 o o
ST e e .............1
- ® & o & o 0 &~ 9 0 0 o
Transfer bookings which are pending or confirmet L
- e o
N e
Yy e
®
[ L]
5 Bookings |
oo
Dashbonrc View, reschedule, or cancel bookings forresources you manage.
@
Reports
Create single booking
B8 T Make a booking on behalf of someone else. You'll need their personal and contact &Y
details.
Bookings
8
fesomces Q' Searchbyresource, owner name, exact Booking ID, or exact owner details (NRIC/FIN, mobile number, or email). e
Availability
Resource groups Vv Resources Vv Date of booking Vv Status Vv
B2
- L4 - Notifications
e Showing 1to 10 of 52 results Click 3-dots menu for a booking then
. select Transfer booking.
hd &
‘ Admins Date Time Resource and group Booking owner tatus Actions
L}
« Q
. Boolkm 30Sep 2026 8:00am 0801Achieve Timothy WB LOH (GOVTECH) (o) & Vi
., ik Wednesday t0 8:30am PDD Rooms TIMOTHY_WB_LOH@TECH.GOV.SG / -
-
oY & & Mark attendance
. 18 Sep 2026 12:00pm 0813 Innovate Timothy WB LOH (GOVTECH) e
( I
Netngs Friday t012:30pm PDD Rooms TIMOTHY_WB_LOH@TECH.GOV.SG ) B Reschedule
- Transfer booking
18 Sep 2026 12:00pm Test Mr SG Father with only normal children i
Friday t02:00pm Test group $59941548 \Lonfirmed ) 4 Edit booking details
@ Cancelbooking
11Sep 2026 5:00pm 0801Achieve Timothy WB LOH (GOVTECH) ——— i
Leind + 220, DNOND, TIMAOTLL D IALIaTECLL N kconf"mEd‘ @ V|eW
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Transfer bookings which are pending or confirmed

Bookings 6t3113al-Tod?-4903-acdt-ddc2041658b3 Transter

Transfer Booking

=} Change the awner of thisbooking

A Please note 1hat existing co-owners (i any) and booking details will iranster o the new owner

L
L]
Ne
~

T e o0 0 o o

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.

fluscw Please amend If required before transfel
=]
613113a}-700%9-4903-acat-ddc2041658D. ";5"',"",“'
B
e Current booking owner
Timothy WB LOH (GOVTECH)
X TIMOTHY_WB_LOH@TECH.GOV.SG
Admin Resource
0801 Achieve
Booking
Wednesday, 30 September 2026
) 8:00am - 8:30am
g
New booking owner

Enter the detalls of the person you're transferring this booking to

Name

WOG AD email address

Mohile number (optional)

4465 Vv Entarcontact numbes

© Boththe oniginal and new booking owner will b notified by email or SMS ance the booking is

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

Cancel Transfer booking

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

R \\\\\\

® o o o o

“ o o

N

. o

N



Cancelling bookings
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Cancel bookings which are pending or confirmed

00
ao
Dashboard

)

Reports

8

Bookings

3

Resources

BookingSG

Bookings

View, reschedule, or cancel bookings for resources youmanage.

Create single booking

Make a booking on behalf of someone else. You'll need their personal and contact details.

Q Searchbyresource, exact NRIC/FIN, or exact booking ID

Meeting Rooms (Punggol Digital... v

Availabili
b Resource groups Vv Resources Vv Date of booking Vv Status v
B
Notifications g : q
otification Showing 1t 8 of 8 results Cancellatlon' of booklngs' can be done
hd on the Bookings tab landing page
- o,
o
P N Date Time Resource and group Booking owner STats Actions
Admins
.
Py Q 19 Feb 2026 12:00pm Meeting Room 0832 Mr SG Father with only normal children —
> ("Pending approval ) v Approve
- Booking Thursday to12:15pm Meeting rooms in PDD 59654132 ———
alerts
-
- 8 19 Feb 2026 4:15pm Meeting Room 0832 Mr SG Father with only normal children T —— |
( Pending approval ) v Approve
° Settings Thursday t04:30pm Meeting rooms in PDD. 849521262 S
£ Reschedule
o —_—
e 14 Jan 2026 10:00am Big Room (Meeting Rooms 083X) | Combined Cyrus o 2 Editbooking details
(cancelled )
Wednesday to1:00am Meeting Rooms CYRUS.TEOCKG! IL.COM
* % : i : 2z @ Cancel booking
14 Jan 2026 1:00pm Meeting Room 0831 Cyrus — 3
(_Confirmed ) @ View
Wednesday to 3:00pm Meeting Rooms CYRUS.TEOCKGOVTECH@GMAIL.COM - =
BigR Meeting R« 083X)| Combined (o S
14 Jan 2026 1:00pm ig Room (Meeting Rooms )| Combine yrus (‘cancelled ) @ View
o sa2.00 o cvpleTEANMIAGMAL ~ON
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Cancel bookings which are pending or confirmed

Cancel booking?

Booking owner
Cyrus
CYRUS.TEOCKGOVTECH@GMAIL.COM

Appointment
Meeting Room 0831
14 Jan 2026, Wednesday, 1:00pm - 3:00pm

Reason for cancellation
Th

s will appear in the booking deta e included in the cancellation notification, if

{reason for cancellation}is included otification scheme

The meeting room will be under maintenance] Provide a reason for cancellation before confirming

158 characters left

)
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Create recurring bookings




Enable recurring bookings

BookingSG

POWERED BY GOVTECH

ao
ao
Dashboard

@ Core configurations

Reports

B8 Userlogin type
Bookings

8

Resources

Singpass v

€ Singpassloginwill be required to make bookings. NRIC or FIN will be used as the identifier.

Avallability
2 Do bookings require admin approval?
-
L4 - L d Notifications »
PR Yes
-
-
S
L
« Admins Allow users to see who made bookings?
al
v Yes X No
Booking
alerts
@ Allow users to make recurring bookings?

zZ

Settings Enable this setting in the resource group's
< v Yes < core configuration to allow users to create
recurring bookings.

Booking window and limits

UX Facilities v
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® & ¢ & o & & O & O 0 0 0
N e e o o 0 0 0 0 0 0 0 0 o o
YN e 0 6 0 0 & 0 6 0 0 0 0 0
° ° T e e e e o o o o o o 0o 0 o
c “a e e - - 0 0 0 0 0 0 -
reate recurring bookings
BookingSG
st oo UxFacilties y @
12 13 14 15 16 7 18
88
Dashboard 19 20 21 22 23 24 25
@ 26 27 28 29 30 3
Reports
B8
Bookings
8am 9am 10am Tam 12pm Tpm 2pm 3pm 4pm 5pm 6pm 7pm 8pm ‘ 9pm
Resources | |
Booking time
Avallability
6:30pm > 7:00pm >3
B
- Notifications
-
- Booking recurrence
Y
hd = Do not repeat A
e Admins
‘ Qa
- s v Donotrepeat ) ) .
- pohii fouremakingabookingf - \when making a booking on behalf of a user, you will see a
- Setarecurring pattern 10July 2026, 6:30pmto]  Booking recurrence dropdown. Select Set a recurring
-’ o pattern to create a recurring booking.
.' Settings
L 4
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Create recurring bookings

e o
L]
Ne e
~

T e e o

oo
oo
Dashboard

=

Reports

]

Bookings

Resources
Availability

B

Notifications

Booking
< alerts

@&

Settings

®

8am 9am 10am

Booking time

6:30pm

Booking recurrence

Setarecurring pattern

Start date
10 July 2026, Friday

Repeat

Every day

Ends

15 / 07 /2026

Back

12pm

Tpm 2pm 3pm 4pm

Spm

6pm 7pm 8pm L 9pm

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

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

Every day
Every week
Every month

Select an end date.

You're making a booking for
6:30pmto 7:00pm, every day, until 15 Jul 2026.

Continue

Continue with completing the booking.
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Create recurring bookings

® A singapore Government Agency Website. Beware of government impersonation scams. How to identity
BookingSG
POWERED BY GOVTECH
00 )
i Showing 1to 10 of 13 results
Dashboard
= Date Time Resource and group Booking owner
Reports
DR G Aiaasiig Apollo 0810 Timothy
8 Thisis arecurring booking ~ ©M [Te Up 520804558
Bookings . . R P .
Once recurring bookings are created, each booking in the series is identified by a
= Ul 2026 ¢5 < SSEp Esymbol
Saturday to 7:00pm W .
Resources
L4 =
-.° 12 Jul 2026 ¢3 6:30pm Apolio 0810 Timothy
L4 - - Avallabllity Sunday to7:00pm [Test > 520804558
-
« B
. Notifications 13Jul2026 ¢5 6:30pm Apollo 0810 Timothy
Monday t07:00pm [Te ource $20804558B
Lo
A 14 Jul2026 ¢3 6:30pm Apollo 0810 Timothy
Tuesday to7:00pm [Test] srce Grour $20804558
O Q
- B:‘:;g 15 Jul 2026 ¢5 6:30pm Apollo 0810 Timothy
Wednesday 107:00pm [Test] Resc 5 $20804558B
@8
Settings 4Jun2026 4:30pm Apollo 0810 Timothy
Thursday t0 5:00pm ource ( 520804558

UX Facilities €l v

Status

( Confirmed

Confirmed

( Confirmed

Confirmed

Confirmed

Confirmed

Confirmed

Actions

@ View

@ View

@ View

@ View

@ View

® View

@ View
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Reschedule recurring bookings
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Reschedule recurring bookings

BookingSG Jiti
sesin iR UxFaciities CIIEGED v T
00
= Resource groups Vv Resources v Date of booking Vv Status Vv
Dashboard
@ :
Showing 1to 10 of 13 results
Reports
8 Date Time Resource and group Booking owner Status Actions
Bookings
10 Jul 2026 ¢5 6:30pm Apollo 0810 Timothy P & View
( in >
8 Friday to 7:.00pm [Test] Resource Group
P Click 3-dots menu for a booking in a recurring 1{ o Reschedile '
N — &
11Jul 2026 ¢ 6:30pm Apolio 0810 series, then select Reschedule. e N B L
Saturday to7:00pm [Test] Resource Group (Eentmed| 2 Edit booking details
Avallability
@ Cancelbooking
e 12 Jul 2026 ¢3 6:30pm Apollo 0810 Timothy e Vi
Notifications Sunday t07:00pm [Test] Resource Group 520804558 ki
& 13 Jul 2026 ¢5 6:30 Apollo 0810 Timoth;
2 Iy P Y ( confirmed ) @ View
Admins Monday to 7:00pm [ > ( $2080455B
s}
Booking 14 Jul 2026 ¢5 6:30pm Apolio 0810 Timothy e ‘ o i
slerts Tuesday t07:00pm [Test] Resource Group 520804558 il View
@ "
Sattinge 15 Jul 2026 ¢35 6:30pm Apollo 0810 Timothy e & View
Wednesday to 7:00pm [Test]Re $2080455B
4)Jun2026 4:30pm Apollo 0810 Timothy o
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Reschedule recurring bookings

A Reschedule modal will be displayed

Reschedule Click this option to reschedule only the selected
booking.
(O Only this booking: 10 Jul 2026, Friday, 6:30pm - 7:00pm Note: Rescheduling this booking removes it from

Otherbookings will not be affected. the recurring series

- : :

Allbookings in this recurring group from 10 Jul 2026 onwards f i 0 i H
°.* ( ® Click th.IS option to reschedule bookings in the
°.° s ' recurring series from the selected booking date
- onward.

L
‘ .
|
L
-
-
.
-
«
-
L4
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Reschedule recurring bookings

e o
L]
Ne e
~

T e e o e o o o

oo
oo
Dashboard

(7]

Repors

B8

Bookings

8
Resources
Availability

]

Notifications

- Lo
Admins

Q

Booking

alerts

@

Settings

Bookings 02f8f9a5-d498-4ce5-9b6f-c72bd1982b2c Reschedule

Reschedule booking

Change the date and time of this booking.

02f8f9a5-d498
Timothy
Apollo 0810

Confirmed

© 6:30pm-7:00pm

B 10 Jul2026, Friday +—

11Jul 2026, Saturday

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

12 Jul 2026, Sunday

13 Jul2026, Monday

14 Jul 2026, Tuesday

15 Jul 2026, Wednesday

& 52080455B

£ Rescheduled O times by booking owner

Apollo 0810

Apollo 0810 is one half of the combined resource Archer Combined Room.

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

.~ e

N

. o

!



Reschedule recurring bookings

e o
L]
e o o
~

T e e o

]

Reports

B8

Bookings

Resources
Availability

()]

Notifications

Booking
alerts

@

Settings

Jul v 2026 v <
Sun Mon Tue Wed Thu Fri Sat
o=
1 1
}(10) fe—
_____ 1
12 13 14 15 16 17 18
19 20 21 22 23 24 25
26 27 28 29 30 31
< Friday 10July © 30mins
Each slotis 30 mins long. You can select up to 1slot to book a 30 min session.
F- T T I
i I
1
6:30pm ‘I ‘ 7:00pm : 7-30pm 8:00pm
I 1
| 1
8:30pm 9:00pm 9:30pm

You're changing the recurring booking to
7:00pm to 7:30pm, every day, until 15 Jul 2026.

Reschedule

Select the new date and time to reschedule.

Click on Reschedule once done
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Cancel recurring bookings




Cancel recurring bookings

BookingSG diti
b UxFaciliies ClIMED v T
00
= Resource groups Vv Resources v Date of booking Vv Status Vv
Dashboard
@ :
Showing 1to 10 of 13 results
Reports
a Date Time Resource and group Booking owner Status Actions
Bookings
10 Jul 2026 ¢35 6:30pm Apollo 0810 Timothy .
2 e ( contirmed ) @ View
15 Friday t07:00pm [Test] Resource G $2080455B
s £ Reschedule
1Jul2026 ¢ 6:30pm Apollo 0810 Timothy s
e avatabitty Balddy BZ00pmE et Herc . o _ A 2 dtbookng el ||
- Click 3-dots menu for a booking in a recurring 1 [ e— '
L J L d . . ¥ ancel booking
g B® T 3051 Apollo 0810 series, then select Cancel bookings. K ‘
‘ . ( Contirmed ) @ View
e RcPcatons Sunday t07:00pm [Test] Resource Group
L}
e & 13 Jul2026 ¢5 6:30pm Apollo 0810 Timothy N
Z ( Confirmed ) @ View
S Admins Monday to 7:00pm [Te $2080455B
-
s}
« Booking 14 Jul 2026 ¢5 6:30pm Apollo 0810 Timothy o 3 T
e alerts Tuesday t07:00pm [Test] Res¢ 520804558 RS View
L4
@ "
Sattiine 15Jul 2026 ¢5 6:30pm Apollo 0810 Timothy ey & Viaw
Wednesday to 7:00pm [Test]R S$2080455B =
4Jun2026 4:30pm Apollo 0810 Timothy —
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Cancel recurring bookings

Cancel

O Only this booking: 10 Jul 2026, Friday, 6:30pm - 7:00pm
Other bookings will not be affected.

‘ @ Allbookings in this recurring group from 10 Jul 2026 onwards
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A Cancel modal will be displayed

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.
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Cancel recurring bookings

Confirm cancellation?

These bookings will be cancelled:

10 Jul 2026, Friday, 6:30pm-7:00pm

11Jul 2026, Saturday, 6:30pm - 7:00pm

12 Jul 2026, Sunday, 6:30pm -7:00pm

13 Jul2026, Monday, 6:30pm - 7:00pm

14 Jul 2026, Tuesday, 6:30pm - 7:00pm

15 Jul 2026, Wednesday, 6:30pm - 7:00pm

Reason for cancellation
This will appear in the booking details page and may be included in the cancellation notification, if {reason

forcancellation} is included in the notification scheme.

Let them know why you need to cancel

Enter reason for cancellation before confirming.

200 characters left

Cancel all bookings
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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

Meeting rooms Notification schemes are applied at the resource group level,
32 |[s2e | s2¢ so the same event triggered on any of its constituent resources
sl ||:h: | A or combined resources will apply.
... 332 ||s2s | 222 o r . . . . .
el sh: | |:A: | :A: A notification scheme defines a single event that will trigger a
: A A specific notification type to the user.
dmt | dmb
sl: |l S o _
: As such, multiple different notification schemes can be applied
N /‘\ /‘\ ,‘\ to a resource group to cover various events and notification
_ ¢ - types.

Booking Booking Booking
confirmed cancelled  reminder
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Creating a notification scheme
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Creating a notification scheme

oo
oo
Dashboard

()]

Reports

8

Bookings

B
Resources

Availability

BookingSG

Notification schemes

Manage the email and SMS notifications that are automatically sent to users.

Create notification scheme

B

Notifications

Meeting Rooms (Punggol Digital... v

Admins

Q

Booking
alerts

@

P Settings

> <«————| Create a new notifcation scheme here
Setup notifications to be sent automatically based on specific triggers.
Q  Searchresource groups or event triggers View all created notification schemes
here, including managing them to edit
Showing 10f 1 results or delete them.
Resource group + Event trigger Notifications Actions
Meeting Rooms (No approval needed) Booking confirmed Email, SMS Z Manage
< n > 10/page Vv
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Creating a notification scheme
BookingSG Meeting Rooms (Punggol Digital... v &

oo
oo
Dashboard

@

Reports

8

Bookings

5]

Resources

8

Availability

- B

& Notifications

o,
So

Admins
Q

Booking
alerts

« @

Settings

Notificationschemes > Create notification scheme

Create notification scheme Gablica D

Setup notifications to be sent automatically based on specific triggers.

‘ Meeting Rooms (No approvalneeded) ~

Choose the resource group that
this notif scheme will apply to

Select the event which will trigger the notification

Q Rearch
Scheme setup
v Meeting Rooms (No approval needed)
Resource group Meeting Rooms (Admin approval
? required)
Meeting Rooms (No approval needed) O
Event trigger Booking requast rejected
When should notifications be sent?
Baoking pendng sprove
Booking request rejected v <
Baoking contimed
Booking reacheduled
Notification templates Boahniinceledoyusee
Booking canceled by adinn
Raaking imrmindar
Notifications to send
Booking updsted
Email y W

0 Foryour convenience, we've g

rovided a basic message for you. You canchange it if you want.

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

Meeting Rooms (Punggol Digital... v

BookingSG
00 .
B Email template
Dashboard
@ o g
Personalisation tags for email
fepons Insert tags into the subject or message. When sent, tags wi eplaced with information relevant to the recipient
50 Add to calendar button v ‘ m <
Bookings
B8 Subject
Resources
Booking requestrejected: {ResourceName}
Avallability
e Message
Notifications
Normal Text v| B I UAIvAV| @ = 1= —|= = =
Sa
Hello,
Admins ‘Your booking request was rejected. You may wish to {MakeNewBookingLink}
Q Rejected booking request
Booking Resource <
alerts {ResourceName}
& Resource description
{ResourceDescription}
Settings
Date
{DateOfBooking}
Time
{BookingStartTime} to {BookingEndTime}
Booking ID
{Bookingld}
Reason for rejection
{RejectionReason}
{ViewBookingDetailsButton}

35 characters left

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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.
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L]

Scheme setup

Resource group

Event trigger

When should notifications be sent?

Meeting Rooms (No approval needed)

minutes
Notifications t

Booking reminder v

Send notification
e e 2 days before booking [
L ] * -
- -
. 1 hours before booking [
L}
: 15 minutes before booking [
-
: c 1 days beforebooking [ @
L 4

v days
Notificatio  hours J

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




Managing booking alerts

oo
@o
Dashboard

@

Reports

B8

Bookings

Resources
Availability

B

Notifications

S

Admins

Q

Booking

alerts

&

Settings

BookingSG

Booking alerts

Manage email alerts and stay informed about booking updates.

Resources Resource groups

Alerts can be subscribed to specific resources

<«— | orto the resource group as a whole

Add booking alerts

Receive email alerts when a bookingis created, rescheduled, updated or cancelled

Resource

All selected v

Subscribe

Showing 1to 2 of 2 results

Resource

Meeting Room 0830

Meeting Room 0831

Add booking alerts

Recel

a emall alers when a bocking s ¢

Resource

Al selected

1ed, rescheduied, u

Clearall

Meeting Rooms (Punggol Digital... v

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

Actions

@ Unsubscribe

@ Unsubscribe

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

|

You can also choose to
unsubscribe to alerts if you wish

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

- \\\\\




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




Download a new report
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Downloading a new report

BookinQSG Meeting Rooms (Punggol Digital... v €
88
Dashboard
- Reports
Raports Download a CSV report based on the selected type. Please select resource(s) and a date range to continue.
= Selectreport type
Bookings
g Select v
Resources
3
Avaitabilty Download port Select report type These three report types can be downloaded as CSV files
B Select ~
Notifications < 1. Booking report shows you all the bookings made for
Booking specified resources within a specified time period and for
& specified statuses.
Admins Booking activity
a ) L ) )
— Slot utilisation 2. Booking activity shows you all actions triggered on
alorts specified bookings within a specified time period. (e.g.
& create booking, cancel booking, confirm booking etc.)
Settings
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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BookingSG MeetingRaoms (PunggoiDigital . ¥ ©
& Reports
» Downioada CS donthe selectedtype Please selact rescurce(s) and & date range 10 continue
= Select raport type
Eoangh
Booking v
Resources
2selected v
B
Booking date [ange
Z Select the date for actualbookings
01 7 01 12026 » 15 / 01 /2026
o
A1 v Sx ' Baoking Reports us of 15 Jan 2026 09:26AM
Booking creation date range =
Bl et orahetnics wisb o A B c o E F G H | ) 3 L M N o [ Q Ct s 1 y v v X v z A 8
by 4 (i i Booking Raports as of 15 fan 2026 02:264M
= e 7 Apposniment Date Range: 01 Jan 2026 - 15 lan 2026
v ol o > 2
01 /.01 2026 15 /01 72026 3 Booking Creation Date Range: 01 Jan 2026 - 15 Jan 2026
4 Stats: Contirmed, Cancellod
~ S Booking 1D Resource hLocation  Booking sti Attend Last Booking st Baoking enLast resche Last nAdmin noteName  Ideatifier of Other time
B0cking Status & ArdK290E Mesting Room 0830  Cancetled No 10 1an 202 12 Jan 202 Cyrus Teo. 14 lan 202 14 lan 2026 02:00PM 12 Jan 202 CyrusTeo wanna delete this booking. Makingab Cyrus  CYRUSTEQ +85 88336 CYRUSTEO 0
: 7 oWQSnd Meeting Room 0831 Cancelled No 10 Jan 202 32 Jan 202 CyrusTeo 14 Jan 202 14 fan 2026 02:00PM 12 Jan 202 Cprus Teo wanna delete this booking Makingab Cyrus  CYAUSTEQ +65 98336 CYRUSTEQ o
Confirmed Cancelled Rejectad & alQMIAVW Mesting Room 0831  Cancelied No 13 Jan 202 14 Jan 202 Cyrus Teo. 14 lan 202 14 Jan 2026 03:00PM 14 Jan 202 CyruzTeo The meeting room wil be under maintenance Cyrus  CYRUS.TEC+65 98336 CYRUS.TEC 0
9 g¥oimBzpE Meeting Room 0830  Cancelled No 12 Jan 202 13 Jan 202 Cyrus Teo 14 Jan 202 14 Jan 2026 11:00AM 134an 202 Cyrus Teo test reason Cyrus  CYRUSTEC+85 98336 CYRUSTEC o
10 OKQK3ELN Meeting Room 0831 Cancelied No 12300202 13 Jan 202 Cyrus Teo. 14 Jan 202 14 Jan 2026 11:00AM 13400202 CyrusTeo test season Cyrus  CYRUS.TEC+85 98336 CYRUSTEC [
Clearall 1
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ther settings
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View use case information

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




View use case information

BookingSG

Use case settings

<2 https://www stg.appointments bookingsg. lo/pubtic/usecase/jF

Usecaseinfo F

Use case information

Tier

Premium

Jo Name of use case

Meeting Rooms (Punggol Digital District Blk 82)

s Description

Serve Stantdate

10Jan 2026

Explry date
None

Public user’'s bookings dashboard

O 1o update the information in this section, please contact a Booking

Obtain your use case'’s booking link here.
ilaviesourceoroups oL 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

Book mesting rooms in Block 82 Punggot Digital District across levels B, 9 and 10

@ https://www.stg.appointments.bookinasa.io/public/my-bookings/usecase/jPy3HAY

G admin,

Meeting Rooms (Punggol Digital

v
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Add agency logo for co-branding




Adding an agency logo for co-branding on booking page:

BookingSG

82 o

o update tha information in

Logo co-branding (optional)

Boskings Agency logo

y small text

IPEG, PNG,

Supportedfie

“ smnce

Overlapping bookings

Allow averlapping bookings

No

Calendarinvites

invite {ics) to email notificat

d notif nschemes.

ng an agency logo, For best re:

use a rectangularimage that's at

Upload files

or drop them here

Edit

Edit

s only to booking confirmed, rescheduled. and

Upload an image file of your agency logo.
This would appear next to BookingSG's
logo on your use case booking page.

Meeting Rooms (Punggal Digital .. v C
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Option to add a calendar invite file
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Adding a calendar invite file

g2
8

Dashbonrd

8

Bookings

5]

fosources

8

Avaitatiity

Admins

Q
Booking

@

BookingSG

e SONAISE YOUT UOUKIIY DAGE DY ULIVEUN I @8I0 IUGU. FOLDEST ISSUILS, USE & EECLEnguiar ITIHge i@l s dg

least 32px high and does not contain any small text.

Maximum size; 2 MB
Supported file types. JPG, IPEG, PNG, SVG

Overlapping bookings

Aiow overlapping bookings

No

Calendarinvites

Upload files

or drop them here

Edit

Edit

Add a calendar invite {ics) to email notifications sent to users. This applies only to booking confirmed, rescheduled, and

cancelled notification schemes

Include calendar invites (.ics) in email notifications

Yes

Meeting Rooms (Punggol Digital

—

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

v
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Creating new filters
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Creating new filters IERRRSER RS

@ Use case settings

65 htps //www.s1g appoinments bookingsa fo/publc/usecase/|Py 314

OUICE-Qroups

o
—— )
@ Filter categories
B Cresta meaningfu! filtes 1 can be applied to your resources, These fiters will help users look for resourcen
a Projector In room
Kame of filter category
Projactor nroom See existing filters created here

> <«———— Filters need to have a name, and the
#ter labels

different filter labels that users can
Contains projector 0 use to filter for specific resources

Does not conan projecto

B Dnleta titter category

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 RS SR

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
o + View/manage/approve bookings for assigned resources
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Creating admin account
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Create admin account

oo
a0

Dashboard
o Admins
Aeports Manage admins who can access your use case, and the permissions they have.
ﬁ .
Backings Create new super admins or
Create admin account <«+—————— admins who can co-manage
5] You can give them full access as a Super Admin, or limit their permissions to selected = your use case
Resources resources.
Availability
2 Q  Search admin name, email address, contact number

Notifications

Showing 1to 3 of 3results
o

=]
Adimips Name and email ™ Contact number Role Login method Actions
Q
Booking CyrusTeo +6598336913 Super Admin Email and SMS
alerts (cyrus_teo@tech.gov.sg)
@
Settings CynisTeo +6598336913 Super Admin Email and SMS
(cyrus_teo@gt.tech.gov.sg)
@ Delete
C Teo 001
yrus1eo. +6598336913 Admin Email and SMS 2~ Manage access
(cyrusteoOOl@gmail.com)

< n > 10/page Vv
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Create admin account - Select a role

oo
oo
Dashboard

@

Regarts

=}

Bookings

Admins > Createadminaccount

Create admin account

This lets them access this admin portal and manage bookings for your use case.

Role

Select v

B

Notifications

-

e e o
o

o o Adming
o

-

o]
]
« Booking
slens

-

- 8

- Settings
.

-
‘

e

.

Login method
You cannot change this once the admin account s created.

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

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

Select v

Cancel

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.

Create
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Create admin account - WOG AD login method

e o
L]
Ne e
~

T e e o e o o o

oo
ce

Dashboord

Bockings

&

Availability
B

Notifications

Za

Adming

a]

Booking

alarts

@

Settings

Admins Create adminaccount
Create admin account
This lets them access this admin portal and manage bookings for your use case.

Role

Super Admin v

Loginmethod
You cannot change this once the admin accountis created

WOGAD v

© WoGADwillbe required to log in. The WOG emall will be used as the Identifier

WOG email address
The email must end with .gov.sg

WOGAD Login method is selected

Enter the WOG email address of the intended

Admin or Super Admin.

Cancel

Create

Click “Create” when done.
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Create admin account - Email and OTP login method i

Copyrighted

L]
\ 0.........

oo
-1

Dashboard

@

Reports

a

Bookings

Avallsbitity

®

Notifications

Booking
alery

<

Settings

Admins Create admin account
Create adminaccount
This lets them access this admin portal and manage bookings for your use case.

Role

Super Admin v

Login method
You cannot change this once the admin accountis created.

Email and OTP v

© AnOTPwillbe required to login. The email address listed will be used as the identifier.

OTP method
Select how the one-time passcode (OTP) will be sent

O Email

“Email and OTP” Login method is selected

SMS

Name

Email address
This must be unique as they'll useittolog in

Cancel

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

Fill up the rest of the fields accordingly.

e Click “Create” when done.

BN

N



Managing admin access
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Managing admins

00
88
Dashboard
o Admins
fcports Manage admins who can access your use case, and the permissions they have.
8
Bookings
Create admin account
5] You can give them full access as a Super Admin, or limit their permissions to selected =
Resources resources.
Availability
2 Q  Search admin name, email address, contact number
Notifications View list of added admins here
Showinglto 3of 3results
g
S
Admics Name and email 1 Contactnumber Role Login method Actions
Q
Bocking CyusTeo +6598336913 Super Admin Email and SMS
alerts (cyrus_teo@tech.gov.sg)
@
Settings (‘i‘)’/’r:z Tf:()@g‘ seitigeaa) +6598336913 Super Admin Email and SMS
@ Delete
C Teo 001
(c);::;ee:om@gmall com} +6598336913 Admin Email and SMS 4. Manage access
< n > 10/page Vv
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Admins and their various permissions

e o
L]
Ne e
~

T e e o L]

oo
a0
Dashboard

]

Reports

8

Bookings

Resources
Availability

&)

Notifications

S

Admins

Q

Booking
alerts

@

Settings

Admins

Manage admins who can access your use case, and the permissions they have.

Create admin account

You can give them full access as a Super Admin, or limit their permissions to selected =

resources.

Q  Searchadminname, email address, contact number

Sh u:ing 1t 3of Iresults

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

Name and email ™

Cyrus Teo
(cyrus_teo@tech.gov.sg)

Cyrus Teo
(cyrus_teo@gt.tech.gov.sg)

Cyrus Teo 001
(cyrusteoOOl@gmail.com)

Contactnumber

+6598336913

+6598336913

+6598336913

Role

Super Admin

Super Admin

Login method

Email and SMS

Email and SMS

You can manage a normal
admin’s permissions here

|and SMS

Actions

@ Delete

4. Manage access

‘B>

10/page Vv
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Managing admin permissions on

e o
L]
Ne e
~
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resource groups

X Manage access

Cyrus Teo 001 (cyrusteoOO1@gmail.com)

Resource permissions Resource group permissions

Custom permissions for resource groups

Permissions for these resource groups are individually assigned to the admin
Select resource groups to add custom permissions

Select v Add

Resource group

Meeting Room 9th Floor

Meeting Rooms (Admin approval required)

Meeting Rooms (8th Floor) No approval needed)

Cancel changes

5]

@

Al

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

Resource group settings Availability settings Bookings
View Manage View Manage View Manage Approve
> =
= -
. -
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Managing admin permissions on resources :
N e
Yy e
®
L]
!
X Manage access
Cyrus Teo 001 (cyrusteo001@gmail.com) 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
Resource perrmssions Resource group permissions
Custom permissions for resources
Permissions for these resources are individually assigned to the admin.
Select resources to add custom permissions
v Add
Resource settings Availability settings Bookings
Resource All
View Manage View Manage View Manage Approve
Meeting Room 0830 B ~ = =
Meeting Room 0831 c] a - = =
Meeting Room 0832 ) a2 = = =
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