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Access Visitor Registration System by this Web Link (https://osapps.cpce-polyu.edu.hk/vrs/). Log
in with your username and password (your outlook username and password) and choose "staff"
as the "User Type".
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CPCE Single Sign On

User name: ‘ |

Password: ‘ |

User Type: @ staff O Student

Forget Password

New Student / Staff

After login, the main page contains:

1. New Booking
2. View/Edit

3. Cancel Booking
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Click "New booking™ on the main page to choose the booking options (Individual Booking/
Event Booking*) according to the number of visitors and the access duration

New Booking Maximum number of visitors Access Duration
Individual Booking 5 visitors 5 days
Event Booking* 100 visitors 30 days
*Event Booking is only available for specific user.
@. 'J-!—T‘:, I:‘,[m:nm; Technology Uinit -
Visitor Registration System
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1A._Individual Booking
Step 1: Click "Individual Booking™ and fill in the information

V. THE HONG KONG (& [ONAL AND & 3
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Home > New Booking

New Booking

[ Individual Booking @ Event Booking

Home > Individual Booking

Individual Booking

Requester NetlD Requester Name Unit / Division *
training training Test --Select--
Email Address Contact Number * Start Date (dd-mm-yyyy) * End Date (dd-mm-yyyy) *

training@hkcc-polyu.edu.hk Phone DD MM YYYY o DD MM YYYY

Purpose of Visit *

Venue (Optional)
(e.g. HHB-101 / WK-51101)

Visitor e

Visitor Name Organization Contact Number Email

“The maximum number of visitors: 5

After submitting this booking, the visitor(s) will receive an e-Travel Declaration Form by email.
Visitor(s) must complete the form before entering the campus.

The visitor(s) is/are from media and will carry out media related activities on campus.
Yes o No

coneel m

Asterisk (*) indicates required field.




Q THE HONG KONG COLLEGE OF PROFESSIONAL AND p . .
?b POLYTECHNIC UNIVERSITY (.j-(-?&-\.,'#l INUING EDUCATION ltu ) If\f?rmatlon Technology Unit
7 s B T AR RS O onr B AR R

Requester NetID, Requester Name and Email Address will be filled in automatically.

1. Unit/Division*: select from the top-down menu

2. Contact Number*: enter the mobile number/ extension number

3. Start Date* - End Date*: The maximum access duration of Individual Booking would be 5
Days (e.g. Start Date: 01 Sep 2021 — End Date: 06 Sep 2021).

4. Purpose of Visit*

Venue (Optional)

6. Visitor(s) information (Visitor Name*, Organization*, Contact Number*, Email
Address*): Requester is required to fill in all columns. Each application allows a maximum
of 5 visitors.

7. After submitting this booking, the visitor(s) will receive an e-Travel Declaration Form by
email. Visitor(s) must complete the form before entering the campus.

8. Ildentify that is/are the visitor(s) from media and will they carry out media related activities on
campus
o If the visitor(s) is/are from media, the permission from the Head of Unit/Office and MCO

will be needed.

o

The visitor(s) is/are from media and will carry cut media related activities on campus.

o Yes Mo

To better coordinate media activities on campus, application for access to campus from media to carry out media related
activities should have been approved by the Head of Unit/Office and MCO.

declare that the above information is correct.

o Yes No

Step 2: Verify the changes you have made and then click "Submit"

The visitor(s) is/are from media and will carry out media related activities on campus.
Yes 0 Ne 6
o
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Step 3: Click "Yes" to submit the booking

Submit Booking

All information provided correctly and confirm to submit?

A THE HONG KONG COLLEGE OF PROFESSIONAL AND " B
R POLYTECHNIC UNIVERRTY ogy init CJ

pEmL @ The booking is submitted. _

Visitor Registration System

L [ New Booking

(Z View / Edit ( W Cancel Booking
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Step 4: The visitor(s) will receive the link of e-Travel Declaration from ITU VRS through email.
Please click into the link and fill in the declaration. If the visitor(s) do/does not fill the
declaration, the system will send the reminder 2 days before the start date.

e-Travel Declaration for Visitor Registration System (#V0026)

‘ ITU VRS <no-reply@cpce-polyu.edu.hk>
To

@ If there are problems with how this message is displayed, click here to view it in a web browser.

Dear Visitor
This is an email notification for your booking ( 1) made on the Visitor Registration System.
You must plete the e-Travel C ion Form before entering the campus.

Please update your declaration via the hyperlink below:

e-Travel Declaration

Should you have any questions, please contact the Information Technology Unit by phone at 3746-0818 (HHB) / 3746-0819 (WK) or by email at pfitoper@cpce-polyu.edu.hk.
Best regards

Information Technology Unit

College of Professit and C g

e-Travel Declaration

Visitor Name:

Organization:

| declare that, on the day of visit to the PolyU Hung Hom Bay Campus or PolyU West Kowloon Campus, | am not subject to any restrictions under compulsory quarantine
or a COVID-19 nucleic acid test set out in any gazetted compulsory testing notice. Besides, | do not have any flatmate under compulsory quarantine on the same premise.

Confirm to submit the declaration.

ITHE HONG KONG . .
POLYTECHNIC UNTV copacethkpu-tst.outsystemsenterprise.com says Technol Unit

TR
Cancel

Confirm to submit your declaration?

ation

Your declaration is updated. Please close the window.
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Step 5: The visitor(s) will receive the QR code from ITU VRS through the email.

Application of Visitor Registration System ( )
“ y % " w
o ITU VRS <no-reply@cpce-polyuedu hk> D Reply | O RepyAl | = Fomard
To Fri 12/17/2

() This is the most recent version, but you made changes to another copy. Click here to see the other versions.
If there are problems with how this message is displayed, dick here ta view it in a web browser.

gr_codeipg
2KB

Dear

This is a confirmation email for your booking (#1/0026) made on the Visitor Registration System. Please find below your application details and the QR code for entering the PolyU Hung Hom Bay Campus or PolyU West
Kowloon Campus within the stated period.

Application ID:
Period: 17-Dec-2021 to 22-Dec-2021

QR Code:

B
Submission Date: 17-Dec-2021
Requestor:

Should you have any questions, please contact the Information Technology Unit by phone at 3746-0818 (HHB) / 3746-0813 (WK) or by email at pfitoper@cpee-polyu.edu.hk.

Best regards
Information Technology Unit
College of Professional and Continuing Education
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1B. Event Booking*

(*Event Booking is only available for specific user.)

Step 1: Click "Event Booking™ and fill in the information

v @t (2 gy ~
New Booking
New Booking
(3 Individual Booking ‘ ‘ 1Event Booking

Home > Event Booking

Event Booking

Requester NetlD Requester Name Unit / Division *
training training Test --Select-- @ v
Email Address Contact Number 4 Start Date (dd-mm-yyyy) * End Date (dd-mm-yyyy) *
training@hkcc-polyu.edu.hk Phone @ DD MM YYYY DD MM YYYY
Purpose of Visit *

Venue (Optional)
6 (e.g. HHB-101 / WK-51101)

O Upload a batch of visitors information. & Click here to download a template file.

Drop a file here or click to select file

*The maximum number of visitors: 100

After submitting this booking, the visitor(s) will receive an e-Travel Declaration Form by email.
Visitor(s) must complete the form before entering the campus.

The visitor(s) is/are from media and will carry out media related activities on campus.
Yes o No
Cance' m

Asterisk (*) indicates required field.

10
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Requester NetID, Requester Name and Email Address will be filled in automatically.
1. Unit/Division*: select from the top-down menu
2. Contact Number*: enter the mobile number/ extension number
3. Start Date* - End Date*: The maximum access duration of Individual Booking would be

30 Days (e.g. Start Date: 17 Dec 2021 — End Date: 16 Jan 2022)

4. Purpose of Visit*

Venue (Optional)

6. Visitor(s) information (Visitor Name*, Organization*, Contact Number*, Email
Address*): upload a batch of visitors” information through the excel file. Each application
allows a maximum of 100 visitors.

o

6a) Download the template file
</ (e.g- HHE-101 / WK-51101) ‘

@ Upload a batch of visitors information, | OClick here to download a template file,

Drop a file here or click to select file

*The maximum number of visitors: 100

6b) Save the template excel file (Name: "template™)

ome  Share  View
J oh Cut ® x _I‘ TE) New item ~ \/‘ [@open - FHselectan
| .| Copy path * ¥ ] Easy access ~ | ] Edit Select none
Pinto Quick Copy Paste Move Copy Delete Rename  New Properties =
access [z] Pasteshortcut  to- 1o+ - folder v @ History T Invert selection
Clipboard Organize New Open Select
& =3 ~ 4 ¥ ThisPC > Downloads » v B O Search Downloads
A Name Date modified Type Size 1l
# Quick access
%] Documents * v Today (4)
& Downloads » '] template 8/24/2021 5:31 PM Microsoft Excel W, 8KB
& Pictures ’
Add-Drop .
[ Deskiop

@, OneDrive - College of Profession.

O This PC
B 30 Objects
[ Desktop
= Documents
¥ Downloads
D Music
&= Pictures

B Videos e v

11
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Home Insert Page Layout Formulas Data Review View Developer

-y

Arial - EPWrapText General

$-% >

e

B
Paste
L

B I U-~- & =5= [& Merge & Center ~

Clipboard 1 Font 5] Alignment ~ Number

154 -

Lo =)
I\/isilor Name Oraanizalion
ompany

| ABC Company
ABC Company
ABC Company

1=,
Visitor Contact Visitor Email

12347 @icloud.com
8765 @yahoo.com.hk
2345.. .. ___ (@gmail.com
1876 .. .[@hotmail.com.hk

o0Ow

1
2
S
4
5
6
7
8

9
10
11

6¢) Input visitor(s) information (Visitor Name*, Organization*, Contact Number*, Email
Address*) in the corresponding columns and save the file

template - Excel

Q Tell me what you want to do...

€0 o0
G0 >0

I_&_F‘G

] X

_ £ Share
- A
oy P
8- :
Sort & Find &
Filter = Select ~

D E=Insert ~

ot E" Delete ~

" 24
[# r

Conditional Formatas Cell ...

Formatting~ Table~ Styles~ [ Format~
Styles Cells

[ Editing

12 |
13
14
15
16
17|
18

Input Visitor
Information
(Maximum number of

19

visitor: 100)

20
21|
22
23
24
25
26
271

Sheet1 |

o

Ready  Scroll Lock

H 5 O -—A7A

+ 118%

6d) Drop the file in the box or click to select the file

@ Upload a batch of visitors information,

*The maximum number of visitors: 100

here or click to select file

K.

& Click here to download a template file.

@ Upload a batch of visitors information,

template.xlsx

*The maximum number of visitors: 100

B Click here to download a template file,

12
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7. After submitting this booking, the visitor(s) will receive an e-Travel Declaration Form by
email. Visitor(s) must complete the form before entering the campus.
8. Identify that is/are the visitor(s) from media and will they carry out media related activities
on campus
e If the visitor(s) is/are from media, the permission from the Head of Unit/Office and
MCO will be needed.

The visitor(s) is/are from media and will carry out media related activities on campus.

o Yes Mo

To better coordinate media activities on campus, application for access to campus from media to carry out media related
activities should have been approved by the Head of Unit/Office and MCO.

declare that the above information is correct.

o Yes Mo

Step 2: Verify the changes you have made and then click "Submit"

The visitar(s) is/are from media and will carry out media related activities on campus.
Yes O w e
o

13
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Step 3: Click "Yes" to submit the booking

Submit Booking

All information provided correctly and confirm to submit?

A THE HONG KONG COLLEGE OF PROFESSIONAL AND " B
R POLYTECHNIC UNIVERRTY ogy init CJ

pEmL @ The booking is submitted. _

Visitor Registration System

L [ New Booking

(Z View / Edit ( W Cancel Booking

14
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Step 4: The visitor(s) will receive the link of e-Travel Declaration from ITU VRS through email.
Please click into the link and fill in the declaration. If the visitor(s) do/does not fill the
declaration, the system will send the reminder 2 day before the start date.

e-Travel Declaration for Visitor Registration System (#V0026)

' ITU VRS <no-reply@cpce-polyu.edu.hk>
To

@ If there are problems with how this message is displayed, click here to view it in a web browser.

Dear Visitor
This is an email notification for your booking ( 1) made on the Visitor Registration System.
You must plete the e-Travel C ion Form before g the campus.

Please update your declaration via the hyperlink below:

e-Travel Declaration

Should you have any questions, please contact the Information Technology Unit by phone at 3746-0818 (HHB) / 3746-0819 (WK) or by email at pfitoper@cpce-polyu.edu.hk.
Best regards

Information Technology Unit

College of i and C g

e-Travel Declaration

Visitor Name:

Organization:

| declare that. on the day of visit to the PolyU Hung Hom Bay Campus or PolyU West Kowloon Campus, | am not subject to any restrictions under compulsory quarantine
or a COVID-19 nucleic acid test set out in any gazetted compulsory testing notice. Besides, | do not have any flatmate under compulsory quarantine on the same premise.

Confirm to submit the declaration.

.ll’—(l;lllif'l"l_‘ll-{{pl-? Nﬁgﬁ%’\” copacethkpu-tst.outsystemsenterprise.com says Technol Unit
1 fE M TR

Confirm to submit your declaration?

ation

Your declaration is updated. Please close the window.

15
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Step 5: The visitor(s) will receive the QR code from ITU VRS through the email.

Application of Visitor Registration System ( )
o ITU VRS <no-reply@cpce-polyueduhks O Repy | O RepyAl | > Foard || BB
To Fri 12/17/

() This is the most recent version, but you made changes to another copy. Click here to see the other versions.
If there are problems with how this message is displayed, dick here ta view it in a web browser.

gr_codeipg .
2KB

Dear

This is a confirmation email for your booking (#1/0026) made on the Visitor Registration System. Please find below your application details and the QR code for entering the PolyU Hung Hom Bay Campus or PolyU West
Kowloon Campus within the stated period.

Application ID:
Period: 17-Dec-2021 to 22-Dec-2021
QR Code:
B
Submission Date: 17-Dec-2021
Requestor:

Should you have any questions, please contact the Information Technology Unit by phone at 3746-0818 (HHB) / 3746-0813 (WK) or by email at pfitoper@cpee-polyu.edu.hk.

Best regards
Information Technology Unit
College of Professional and Continuing Education

16
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2. View/Edit
Step 1: Click "View/Edit" on the main page to review the booking record and history.

L E vasarry EEN Y 7 11) information Technology Unit
[ @'-- T wannas U Ssises “

Visitor Registration System

(Y New Booking

(£ View / Edit ‘ W Cancel Booking
Home > View / Edit Booking
View / Edit Booking
t All v
App_ID = Visitor & Start Date & End Date & Status Submitted on * Last Modified &
V0024 123  Expired. -
V0025 1 [ pending ]
V0026 2
Vo027 3
V0028 4 e
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Step 2: View/Edit visitor information (Visitor Details and Booking Details) through "View

Details"

Home > View / Edit Booking

View / Edit Booking

App_ID * Visitor %
V0024 123
Vo025 1

V0026 2

vooz27 3

V0028 4

Start Date + End Date 3

Status

All

Submitted on Last Modified +

bpao

2a. When the status is = , the changes can be saved. It will not resend the updated email to
visitor but it can resend the e-Declaration to requester and visitor.

—

Requester Details @I

Email

Visitor Details

87654321

Booking Details (Individual)

17-12-2021

‘enue (Optional

Campus visif

©

ABC College ‘

@gmail.com

22-12-2021

A. Send e-Declaration to
requester or visitor

. Visitor Details & Booking
Details: Edit the information
Save: Verify the changes you
have made. It will not notify the
visitor.

18
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2b. When the status is ¥  the changes can be saved and resent the updated email to
visitor:
Requester Details A. Visitor Details & Booking
Details: Edit the information
Contact o B. Save: Verify the changes you
S have made. It will not notify the
. visitor.

ABC Company C. Save and Resend to Visitor:
‘2“5;"h Verify the changes you have

made. It will resend the QR
code and notify the visitor.

Booking Details (Individual)

Start Date End Date
17-12-2021 22-12-2021

ue (Optional

testing

)

Save and Resend to Visitor

2c¢. When the status is started/ expired/ canceled, the changes cannot be saved and resent.

* If the requester would like to register visitor on the start date, the visitor should fill in the e-travel
declaration first. The system will change the status (Approved - Started) after a maximum of 4 hours.

Requester Details

to me 3
Organization ABC Company
Contact No 23456781

@yahoo.com.hk

Booking Details (Individual)

Start Date End Date
16-12-2021 21-12-2021
Venue (Optiona
Purpose isit
Visit

19
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Step 3: The visitor will receive the updated email from ITU VRS.

Booking updated of Visitor Registration System ( )

0 ITU VRS <no-reply@cpce-polyu.edu.hk>
To

() This is the most recent version, but you made changes to another copy. Click here to see the other versions.
If there are problems with how this message is displayed, click here to view it in a web browser.

qr_codejpg o
2K8B

Dear 2

Your booking of Visitor Registration System was UPDATED. Please find the details as below.

Application ID:
Period: 17-Dec-2021 to 22-Dec-2021
QR Code:
.
Modify Date: 17-Dec-2021
Requestor:

Should you have any questions, please contact the Information Technology Unit by phone at 3746-0818 (HHB) / 3746-0819 (WK) or by email at pfitoper@cpce-polyu.edu.hk.

Best regards
Information Technology Unit
College of Professional and Continuing Education

20
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3. Cancel Booking
Step 1: Click "Cancel Booking™ on the main page

THE Ehn Kom o) Infarmation Technology Uni
L @ e Q.'I_nga'.ﬂ.hrn; .

Visitor Registration System

1Mew Booking
[ View / Edit W Cancel Booking
Home » Cancel Booking
Cancel Booking
search by Visitor Name

AppID = Visitor * Start Date % End Date % Status Submitted on * Last Modified +

V0025 1 17-Dec-2021 22-Dec-2021 Pending 17-Dec-2021 17-Dec-2021 10:03AM Cancel

Vo026 2 17-Dec-2021 22-Dec-2021 Approved 17-Dec-2021 17-Dec-2021 10:524M @ Cancel

21
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Step 2: Click "Cancel”

* The "Cancel" option will be shown when the status is "Pending" or "Approved".

Home > Cancel Booking

Cancel Booking

App_ID Visitor Start Date = End Date = Status Submitted on = Last Modified =
Vo025 1 17-Dec-2021 22-Dec-2021 ["pending | 17-Dec-2021 17-Dec-2021 10:03AM
V0026 2 17-Dec-2021 22-Dec-2021 17-Dec-2021 17-Dec-2021 10:524M

Step 3: Click "Yes" in the pop-ups box to cancel the booking

E- 65\'-:.‘-'.”.‘ | '\_' UNIV P hkpu-tst.outsy prise.com says it
ol &P w4

Are you want to cancel the booking?

Home * Cancel Bocking Cancel

Cancel Booking

]

r
L

& wn i @ The booking is cancelled

Home > Cancel Booking

Cancel Bookina

22
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Step 4: The requester and visitor will receive the canceled email from ITU VRS.

Cancel booking of Visitor Registration System

° ITU VRS <no-reply@cpce-polyu.edu.hk>
To 5

() This is the most recent version, but you made changes to another copy. Click here to see the other versions.
If there are problems with how this message is GISD“!)/EG, click here to view it in a web browser.

Dear users

Your booking of Visitor Registration System was CANCELED. Please find the details as below.

Booking Details
Application ID:
Modify Date: 17-12-2021 10:59:44

Should you have any questions, please contact the Information Technology Unit by phone at 3746-0818 (HHB) / 3746-0819 (WK) or by email at pfitoper@cpce-polyu.edu.hk.

Best regards
Information Technology Unit
College of Professional and Continuing Education
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