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Access Visitor Registration System 
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". 

 

After login, the main page contains: 

1. New Booking 

2. View/Edit 

3. Cancel Booking 

 

https://osapps.cpce-polyu.edu.hk/vrs/
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1. New Booking 
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. 
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1A. Individual Booking 
Step 1: Click "Individual Booking" and fill in the information 

 

 

 

Asterisk (*) indicates required field.  
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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 5  

Days (e.g.  Start Date: 01 Sep 2021 – End Date: 06 Sep 2021). 

4. Purpose of Visit* 

5. 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. Identify that is/are the visitor(s) from media and will they carry out media related activities on 

campus 

• If the visitor(s) is/are from media, the permission from the Head of Unit/Office and MCO 

will be needed. 

            
 

 

Step 2: Verify the changes you have made and then click "Submit" 
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Step 3: Click "Yes" to submit the 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. 

 

 

        Confirm to submit the declaration. 
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Step 5: The visitor(s) will receive the QR code from ITU VRS through the email. 
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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 

 

 

 

 

Asterisk (*) indicates required field.  
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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* 

5. 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.  

 

6a) Download the template file 

 
 

6b) Save the template excel file (Name: "template")  
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6c) Input visitor(s) information (Visitor Name*, Organization*, Contact Number*, Email 

Address*) in the corresponding columns and save the file 

 
 

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

• If the visitor(s) is/are from media, the permission from the Head of Unit/Office and 

MCO will be needed. 

            
 

     

 

Step 2: Verify the changes you have made and then click "Submit" 
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Step 3: Click "Yes" to submit the 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 day before the start date. 

 

 

        Confirm to submit the declaration. 
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Step 5: The visitor(s) will receive the QR code from ITU VRS through the email. 
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2. View/Edit 
Step 1: Click "View/Edit" on the main page to review the booking record and history.  
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Step 2: View/Edit visitor information (Visitor Details and Booking Details) through "View    

              Details" 

 

 

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. 

 

A. Send e-Declaration to 

requester or visitor 

B. Visitor Details & Booking 

Details: Edit the information 

C. Save: Verify the changes you 

have made. It will not notify the 

visitor. 

 

 

 

 

 



 

19 
 

2b. When the status is , the changes can be saved and resent the updated email to  

       visitor:  

 

A. Visitor Details & Booking 

Details: Edit the information 

B. Save: Verify the changes you 

have made. It will not notify the 

visitor. 

C. Save and Resend to Visitor: 

Verify the changes you have 

made. It will resend the QR 

code and notify the 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. 
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Step 3: The visitor will receive the updated email from ITU VRS. 
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3. Cancel Booking 
Step 1: Click "Cancel Booking" on the main page 
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Step 2: Click "Cancel" 

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

 

 

Step 3: Click "Yes" in the pop-ups box to cancel the booking 
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Step 4: The requester and visitor will receive the canceled email from ITU VRS. 

 

 


