
How to Add an Event

1. Open the Club Management System and Log in.
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2. Click Add an Event.
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3. Fill out the form and send the application.

Yes NO
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*Event Type
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*Event Venue / Location

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

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

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

*** If you are holding 
your event outside 
campus, 
come to register the 
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 & II, choose the second one.(This will leads you to the 
Venue Booking System.)

Club’s Office

Venue in Student Activity Center I & II
(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)
**If you need to use more then one venue, this system will 
pop out again after the application has been sent.

Reserve a venue
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*Event Venue / Location - A

Venue Booking System
1. Choose the venue you need.

(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.  

date

time

rental fee Y/N
(If your event doesn’t charge your guests, 
then there won’t be a rental fee)

This block shows if the 
venue is already booked 
or not.



9

How to Add an Event

*Event Venue / Location - A

Venue Booking System / Drop-down List 1 
Student Activity Center I / 1F Front Plaza

Back Plaza

Grassland 1-5
Choose any of it then 

you could use the grassland. 

Wooden Platform
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*Event Venue / Location - A

Student 
Activity 
Center I 
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*Event Venue / Location - A

Venue Booking System / Drop-down List 2 
Student Activity Center I / 2F

WC
Student 
Activities 
and 
Development 
Division

Clubs’ 
Association 
Union
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*Event Venue / Location - A

Venue Booking System / Drop-down List 3 
Student Activity Center I / 3F

The 1st Meeting Room
The 2nd Meeting Room
The 3rd Meeting Room

(Terrace)

(Terrace)

(Terrace)

Budokan
(Indoor Sport Venue)
(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 I 

WC
Budokan

1st

Meeting 
Room

2nd

Meeting 
Room

3rd

Meeting 
Room



14

How to Add an Event

*Event Venue / Location - A

Venue Booking System / Drop-down List 4 
Student Activity Center I / 4F

(Terrace with Mirror on the wall)

Please ask Folk Dance Club before 
booking the venue.

The 4th Meeting Room

The 5th Meeting Room

Audiovisual classroom

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

Student Activity Center I 

4th

Meeting 
Room

5th

Meeting 
Room

Audiovisual 
classroom
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How to Add an Event

*Event Venue / Location - A

Venue Booking System / Drop-down List 5 
Student Activity Center I / B1

Dance Hall
Please ask Popular 
Dance Association 
before booking the 
venue.

Multi-function Room

Dance Room
Please ask Dancing Study
Association before booking 
the venue.

Music Classroom
Please ask Guitar Club before booking 
the venue.
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How to Add an Event

*Event Venue / Location - A

Student Activity Center I 

Dance 
Room

Music 
Classroom

Multi-Function 
Room
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*Event Venue / Location - A

Venue Booking System / Drop-down List 6 
Student Activity Center II (芸青軒)

The 1st Meeting Room (No. 110)

The 2nd Meeting Room (No. 119)

The 3rd Meeting Room (No. 122)

The 1st Discussing Room(No. 210)

The 2nd Discussing Room(No. 216)

The 3rd Discussing Room(No. 217)

The 4th Discussing Room(No. 218)

The 5th Discussing Room(No. 219)
The 6th Discussing Room(No. 225)

1F

2F
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How to Add an Event

*Event Venue / Location - A

Student 
Activity 
Center II 

(芸青軒)

1st Meeting Room

2nd

Meeting 
Room

3rd

Meeting 
Room
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*Event Venue / Location - A

Student 
Activity 
Center II 

(芸青軒)
The 1st

Discussing 
Room

The 2nd

Discussing 
Room

The 3rd

Discussing 
Room

The 4th

Discussing 
Room

The 5th

Discussing 
Room

The 6th

Discussing 
Room
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How to Add an Event

*Event Venue / Location - B

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

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

(see p.22)

Click the link.
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*Event Venue / Location - B

B / Drop-down List 

Multifunction Room

Cheng Kung Auditiorium

1st Lecture Room

2nd Lecture Room
3rd Lecture Room

Banyan Garden
College of Science-Small Lecture Hall

Chung Cheng Gym
Back Plaza of Chung Cheng Gym

Theatre of Phoenix
Front Plaza of Yun-Ping Administration Building

Front Grassland of Yun-Ping Administration Building
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*Event Venue / Location - B

B / Drop-down List 

College of Medicine – Lecture Hall

Ching-Yeh Tennis Court 

Front Plaza of Center for General Education

Front Plaza of College of Management

Center for General Education

College of Science-Large Lecture Hall

Front Plaza of Museum

Front Plaza of Students’ Reading Hall

East Plaza of Cheng Kung Hall

International Conference Hall
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