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How it Works
• Only Authorized Faculty can register on the portal with their SRM IST email

ids.

• Once registered the user will receive a verification email to verify their email
address. Their registration request will also be approved by the
administrator separately in 48 hrs.

• Once approved by the admin, the user can now login and book halls as per
their requirement.

• The booking request raised will be approved by the administrator. Once
Approved the user can take a printout of the booking which is to used as a
receipt for the booking.
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Registration
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Enter the relevant details and press the “ I’m not a robot “ captcha
followed by the Register button to register. A verification email will be
sent to the email you provided. Please login to your email and verify it.



Login
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Enter the email id and password you registered with to login to the portal.



Check Availability
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A user can go to the ‘Check Availability’ Section and check the availability of 
each hall on a given date.



Hall Booking Procedure
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Go to the Hall Booking Section and pick the hall you would like to book. Press 
book to start the booking process.



Hall Booking Procedure
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Now Enter the date on which you want to book the hall.



Hall Booking Procedure
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Fill the form accordingly. The Event Section is optional and is used to publicize 
the event the portal’s event page.



Hall Booking Procedure
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As the user has raised a booking request a receipt for the same is generated. The 
user can print this out for his own reference. 



Cancelation Procedure
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To cancel a hall booking go to the ‘My Bookings’ section. Pick the booking you 
wish to cancel and press ‘Cancel Booking’.



Cancelation Procedure
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A valid cancellation reason is mandatory to raise a cancellation request. The 
admin will approve the cancellation based on the reason provides here.



Forgotten Password Recovery
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Enter the email id of your registered account and press the submit button. A 
password reset link will be sent to your registered email address.



Events Page
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All the Events that are coming up will be displayed here. This section is optional 
and the choice to display an event here is made during the booking process.

Ref: Page 9 of Manual.



Facilities Page
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15All the Facilities provided in each of the halls in listed below for user reference. 



Contact Page
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16List of all the hall in charges is given here for user reference. 


