How to Add an Event

1. Open the Club Management System and Log in.

BA EBA HBELRE & § +

Student Club Information 2018505 H03H

* i o i
Management System HEEHESA | pmERE# 2 F 200 BT

Event Club’s Information Login ™ System Instruction

CilgsmEeo s Choose your Identity

(HLERSE R
“For Club Management: Club Management @« 1= O #BAT NCKU Staff's ID
If your Student ID is registered Club's Account (3% :
in this system, you can log in Club's password Z57E :

with your Student ID too.
Login | Z£A b | Clear

TSELZ M | Forget Password
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s For Club's Account and password, please contact Student Development and Activities Division for application.
* For Adviser, please choose “"NCKU Staff's ID" and login.
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2. Click Add an Event.
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| A=E#0m|
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Property List
Club Evalution 3
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[Addantvent |
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Club's Calendar L 2015/01/07
2014/10/22
Book a Venue ' 2014/10/13
Venue Calendar
Booking Record 2014/09/17
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Event Funding 2014/09/17
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3. Fill out the form and send the application.

Today's Date * i&RHH :

EventNature ~/&EHMEE:

(See p.4) EventType = sgpys:

Name of the Event = =g

Applicant * emgsf

Event Starts/Ends ~ SHER

Event Date ~EEHE:

Do participants need to CERETEE
pay foranything for this “ S EhE
event? * AR
© 2IAB

Personin Charge = sgha= ) :

AboutyourEvent ~ HEEME

(Brief Introduction) B

BT,

Proposal of this Event &=k

FHE R EEEH Pleasefill out the form

- Regular Meetings (opens at the beginning of every semester)

Gt s BRI e A Winter/Summer Camp(opens during every semestetr)
o i —EEE [FREESM] O HRCRELSED) [FRER M) Large Event(in campus)(in two month)

2018-06-28

WETEE M Normal Event(in campus)(in two weeks)

HEH

FEm2018 Y 6 Y H28Y H18 Y H30Y &% Mr 2018 Y &6 ¥ H28Y H22Y |E0 Y &k
Yes NO 4| EEHE | EEHE

AU EBTRHE © S NITAER
O ESROBE EHROEE Y O SHESMGHEITRetAHEE) O 4 EventVenue/Location (See p.5)
4 Numbers of NCKU Participants

A Numbers of non-NCKU Participants
HEE BHF 0958308218 aptx4869.tw@gmail.com v WACESEFHIREEEmalE BIRE EH

s | R (WOrdig) EIZE2078 | mutTa sicsmaht BT s A8 LS
(tfezzET=#:82MB) Choose your file(no biggerthan 2MB)(.doc/docx)

Send the Application | Bdiffiis | [F#EE  Clear and Rewrite
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*Event Type EventType * zg=s: [mzas v | Welcome Party
Celebration -
JEEEEK Speech
ZEEE Meetings
=7Z% Discussion
127 4F Training
Performance | 5 5l =
EE 4% Exhibition
Competition (L EHE
=EE Winter/Summer Camp
#E sall
B 1IE2’=Z Mountain Climbing
Tourist Visit | iEiFssE
H fi;5E] Others
Public Service &R
2R 7k4E Environmental Friendly
EEES Setupstalls
AR {Efn Publishing
NEfE=-1 &5 X'Z Main Meeting- With all the members and officers.
NEEE-EE &= Main Meeting- With Officers
NE @=-E2E 13 Election (forelecting new officers)
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*Event Venue / Location

First, choose where you’ll hold your event. (A, B or C)

(A) (B) (C) Others
*OUHETHEL - @ SEER LS JEE LR v EBEBH(LETEe(L 251 (5 E)) AL -
Student Activity Center | &I Venue Organized by General Affairs Division
For C,

fill in where you hold
your event directly.
(ex. Google hangouts,
classroom in other
NCKU buildings)

For A, see p.6 For B, see p.21

*** If you are holding
your event outside
campus,
come to register the

5 event at S.D.A.D
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*Event Venue / Location - A

There will be two options to choose.

- If you’re holding your event in your “Club’s Office”, choose the
first one.

- If the event is planned to use the venue in Student Activity
Center | & I, choose the second one.(This will leads you to the
Venue Booking System.)

SEE R ¥ | Club’s Office

& CEENE RS B S 4E-TEZYEH ¥ Venue in Student Activity Center | & |I
(Leads to Venue Booking System)
(see p.7)
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*Event Venue / Location - A

Venue Booking System(pops out in the bottom of the page)

**1f you need to use more then one venue, this system will
pop out again after the application has been sent.

Sl FHA Z 8 (LB E B H R FEBC k)
Reserve a venue
FELEEH - PmEmm v
FEZHEHH - 2018-07-12(P0) ¥
FELJHSEES @ (18 v EFO0 vBEE 21v EE59 v Gk

SR A
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*Event Venue / Location - A

Venue Booking System

1. Choose the venue you need.
TR @ EEEs v
(see p.9-p.20 for the drop-down list of this part)

2. Then the system will automatically runs out the rest of the

information.

TEAISH - [@4EghIEE v e

A HE] :  2807120m v date 2 2018/07/12(m)
(BLEE

TARIIGRE - (18710 v 48 2178597 Atk time SOV

PG e ails £l

rental fee Y/N IThis block shows if the

(If your event doesn’t charge your guests, venue is already booked

then there won’t be a rental fee) or not.



How to Add an Event

*Event Venue / Location - A

Venue Booking System / Drop-down List 1

Student Activity Center | / 1F

—

Grassland 1-5 —=

Choose any of it then
you could use the grassland.

——

Wooden Platform

B 4w LETESS Front Plaza
L4 FwEIF.(2ES Back Plaza
LA E B LRI E - L A o E)
BB LRI E -2 (A |
B4 B LRI E -3 (A |
L4 R LRI E A [ S TE]
S4ER LRI RS (A o l@]
(BN () IF-AL

(B EEN L) 1F-A2

(B EmEH ) IF-B

(B4 gD IF-C

(24 EED () 1F-DI

(2 BN 1F-D2

(24 E B0 1F-D3

(2 EEN- 1) IF-E]

(224 B8N () IF-E2

(B4 HEF L AREIES 6 -22)
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*Event Venue / Location - A

.
Student / e

Activity
Center |

—1

ooden Platform

L H
=il

Grassland

Front Plaza

10
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*Event Venue / Location - A

Venue Booking System / Drop-down List 2

Student Activity Center | / 2F (ERAESEBHHL )2F-A (6 - 22)
(E2EEHFHL)2F-B 6 - 22)

Student
Activities T 3 -
and

Development

Division 1 j T
; L | " 1 | I_.IJ-_ , P
v

Clubs’
Association
Union
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*Event Venue / Location - A

Venue Booking System / Drop-down List 3

Student Activity Center | / 3F {%LIF.Q?EA%JEIEPJL“}BP‘H (8 _ 22:]
(BAEFHTL)IF-B (6 - 22) (Termace)
(2L REIF)3F-C (B - 22) (Terrace)
(BB 3F-D (B - 220 (Terrace)
The 15t Meeting Room (E2F i EENFL(WEE—EHE O -22)
The 2" Meeting Room (£ Z= L@, O EE —warigiz=s (3 - 20
The 3™ Meeting Room (E& L EEBAFLIHEE =82 (8 - 20
- { (BT L) FIEREL P AR 6 - 22
Indoor Sport Venue) | | CBLESEBIFLL) FHEE 0% SATA T B - 22)

(for sports like judo, gymnastics, taekwondo etc)
**Please ask Taekwondo Club before booking the venue.
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*Event Venue / Location - A

Student Activity Center |

ey o 3 — . ! . ! ? . Tr—

=== J : *‘L o 1 p—°
| Meeting Meeting Meeting .

Room Room Room _ y F
Ll m| ] ll .._:_Z 3

13



How to Add an Event

*Event Venue / Location - A

Venue Booking System / Drop-down List 4

Student Activit

(EEETFL)IF-A (8 22)

y Center | / 4F

(BEEFTL)4F-BUEES

(BEEEHLENERE

l Please ask Folk Dance Club before
booking the venue.

ST AR (8 - 22) (Terrace with Mirror on the wall)
(3 - 22) The 4™ Meeting Room

(BB AEBELL)E TR (8 - 22) The 5 Meeting Room
(Eﬁ—&l—fé% ':P () %ﬁgﬁﬁ_—t_ l:rﬁ s %ﬁijﬁi (0 - 24)

Audiovisual classroom

Please ask Animad Club before booking the venue.
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*Event Venue / Location - A

Student Activity Center |

4th
Meeting
Room

15
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*Event Venue / Location - A

Venue Booking System / Drop-down List 5
Student Activity Center | / B1
(EEEHTIHLL) mﬁ%ﬁﬁﬁﬁﬁfﬁ—ﬂ BRI TR 6 -22) }

Dance Hall
Please ask Popular

(EEHEBIHL) T TR E 7-B_ERa i TR E L 6 - 22)
(EEIEBIHL) T TR E - C_ERIa i TRmiE L 6 - 22)

| (BB RENHL S TIREEENE (B - 22) Multi-function Room Dance Assoc.iation
(B4 L) IR A BRI (B 2) —— pefore booking the
(EEEF L) FEE fRiasMift (-2 |
Music Classroom
Please ask Guitar Club before booking — Dance Room
the venue. Please ask Dancing Study

Association before booking
the venue.
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*Event Venue / Location - A

Student Activity Center |

Music
Classroom

17
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*Event Venue / Location - A

Venue Booking System / Drop-down List 6
Student Activity Center Il (=& EF)

ﬂiﬁ%}%—ﬁlﬁ (0 -23) The 1 Meeting Room (No. 110) |

ﬂiﬁ%}%—*%ﬂ-ﬁi (:[) 23} The 2" Meeting Room (No. 119)
ﬂiﬁ%}%_ﬁlﬁi (0 -23) The3 Meeting Room (No. 122) |

(=R EHE—F
(SRR E
[(EFENSE=E
(EEEHEIL ET
ﬂiﬁﬁ%ﬁ
[(EEFEEN

= L:D 23) The 1t Discussing Room(No. 210) |
Lﬁﬂ“ﬁ {D - 23) The 2" Discussing Room(No. 216)
Lﬁ% (D - 23) The 37 Discussing Room(No. 217)
% (D - 23) The 4t Discussing Room(No. 218)
% {D - 23} The 5t Discussing Room(No. 219)

Y

_:u.. o
%_‘%. (0 -23) The et Discussing Room(No. 225)

1F

2F
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*Event Venue / Location - A

Student
Activity
Center Il

(=FE)

st W M
120 121 3

Room

122

&8 A A s M D-24

2nd
Meeting
Room

119
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*Event Venue / Location - A

Student
Activity
Center |l

i
Tt
&

Discussing
Room
210
R
Fali
211

A PR
hw

The 2nd
Discussing
Room
216

The 3
Discussing
Room
217

s

The 4th
Discussing
Room

=18

The 5t The 6t
Discussing Discussing
Room Room

219

BESFH
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*Event Venue / Location - B

1. First, make sure you have booked your venue from
General Affairs Division’s System

* FREE(SE TE L HR(R5E)) == Click the link.

2. Choose the venue that you’ve booked from the drop-

down list —*

© HRSEH(SEN T L R4 5)) | B RS v
(see p.22)

21
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*Event Venue / Location - B

B / Drop-down List

BB \uitifunction Room_

F71/1EE Cheng Kung Auditiorium

ok

BB TUEEEE 20 Lecture Room

5= mis

1‘%@ Banyan Garden

*ﬁi’i{ﬁ%fjﬁ%ﬁ College of Science-Small Lecture Hall

H1 [F & Chung Cheng Gym

T2 (e @] Back Plaza of Chung Cheng Gym
JELELET%U% Theatre of Phoenix
Oty w s -rEiifi=p—8 Front Plaza of Yun-Ping Administration Building

2HAABETEFRE  Front Grassland of Yun-Ping Administration Building

22
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*Event Venue / Location - B

B / Drop-down List

ﬂ%% College of Medicine — Lecture Hall

W =E2R B35 Ching-Yeh Tennis Court

ﬁ%ﬁ[ﬁ E[:hb%‘ﬁj%ﬁ% Front Plaza of Center for General Education

%ﬁﬁu%i}% Front Plaza of College of Management
ﬁ%’.ﬁ IZ[ZIJD Center for General Education

1‘%%{ E%j{%ﬁ College of Science-Large Lecture Hall

VIR
Kﬁgﬁﬁ“[%i% Front Plaza of Students’ Reading Hall

ﬁ;‘j} g‘%ﬁ [Q]J%i% East Plaza of Cheng Kung Hall
ﬁ@%ﬁg International Conference Hall
™ [&H] .

23
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