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OUTLINE

BCO ~ Booker
*Submit *Booking
booking «Approve confirmation «Confirm
payment
Booker Caterer

Special note:

Caterer only need to confirm the event booking.

*Confirm
posting

*Make
payments
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rocess deadline)
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BOOKER — START BOOKING

Path: Tasks 2 Processes 2 CSO = Catering Booking Process

=Submit Table booking =Submit Event booking

i Fill in Booker and Host’s information i Fill in Booker and Host’s information

ii.  Select* ” in Booking ii.  Select ” in Booking
Type and fill in booking information Type and fill in booking information

iii.  Fill in Guest Information and Payment iii.  Fill in Guest Information and Payment
information information

[ The Hong Kong University of Science and Technology
| m LULJJ Campus Services Office
Application for Catering Event Booking




BOOKER — START BOOKING

If the booker needs to submit a booking with similar information, click
button to save the form before submission.

Booker can find the template by clicking “ ” at left menu.
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BOOKER — VIEW THE PROCESS

*View Requested Catering Booking
Process

Path: Tasks 2 My Requests

Key in as search keyword

Double click a requested Catering Booking
process to see the details

Click to view the process history:

-Click to view the process flow details

-Click to see the process timeline details

-Click to see the process forecast details

*View Processed Catering Booking
Process

Path: Tasks = Processed

Same operations on viewing the details




BOOKER — PI1CK BACK BOOKING (BEFORE
DEADLINE)

"Pick back a booking

Path: Tasks = All Accessible 2 Process Name =
CSO 2 Catering Booking Process

Select booking to be picked back
Click

All Accessible
|
Process Name:
Task Status: all--
Task ID:
Serial No,
© a:
°
°
°
°
° a:
Al Accessible °
°
L
°
°

& Tasks

HKUST

button

£ Personal Ll Reports
Iniiator
- Select Process
s
Process Name Mo
TA and 1A Review Sched cso
ECM Schedule Job DA
ORPA Form Submissior} osto
TA and IA Review Sched o
ECM Schedule Job General
ORPA Form Submissior| ©
15E0

orm Submission

TA and 1A Review Sche¢

ECM Schedule Job
ECM Schedule Job

FYTGS Batch Email Noti

| = wore v

Post Date:

Annual v 2020 %

Process

Name:

Task Status:

Task ID:

Catering Development Function 1

Catering FMS Account Test

Catering Booking Process (Back Date)

Catering Booking Process

Serial No.

Catering Bookin:

--all--

Initiator:

Serial No.:

Process Name

Catering Booking Proc...

Catering Booking Proc...

Catering Booking Proc...

Catering Booking Proc...

Task Trace

Post Date:

Keyword:
Summary

Catering booking process. Booking ID:
BC00000313

Catering booking process. Booking ID:
BC00000312

Catering booking process. Booking ID:
BCO0000256

Catering booking process. Booking ID:
BC00000255

Annual

Owner

Gary PKL...

Gary PK L...

CMO Book...

CMO Book...

More ¥

Search
2020 <
Reset
Post At Status Trace
811:11 Booking approval by...
810:41

Booking approval by...
Booking approval by...

25/9 Start (CMO Booker 1...

25/9 Booking confim...



BOOKER — AMEND BOOKING

& THE HONG KONG -
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AND TECHNOLOGY

. —
u Am e n d CI b OO k I n g Initiate All Accessible Catering Booking Pro... Task Trace - Worklist »

Proce 5 —
; . B : 9 Task Trace v H | = More v
PG fh: TGSI(S WorkI’Sf Favorites Serial No. Process Name Summa Owi P i
. ry ner ost At Step Timeout
Di Catering Booking P Catering booking process. Booking ID: CMO Book... 25/9 Start
H BC00000256
the booking
. Tasks
-Amend booking
Worklist
.
-Click button
B save O ToskTrace v = More v O Refresh Gopnt | Comments
[ The Hong Kong University of Science and Technology
Ll JJ Campus Services Office
lL Application for Catering Booking

Name * CMO Booker 1 UAT Email *

Department * : Mobile

Select | Email*

Name

Department * : cMo Mobile

Booking Information

Booking Type * : Offcial Event Booking v

Event

Test purpose
Purpose of Event *




BOOKER — TASK TRACE

Flowchart
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Timeline

My Requests Catering Booking Pro Task Trace -

Booking approval by BCO @ SO Dev Test Account 4 Processing

Forecast

« 3 My Requests Catering Booking Pro Task Trace -

Flow Chart  Timeli

Future approval

Step Name Owner Delegator

1 Data input by Caterer 150 Dev Test Account S(isox
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