
Room Booking Manual 

Please access links below and find your  classroom layout,  sitting capacity, descr iption of technology, and 

other  resources to help you plan your  academic and non-academic events.   

You can access my.nu.edu.kz through your  own account using any web browser .  

 Once logged in, you will see a welcome page.

 Place your mouse pointer over Quick Links (in the upper right corner)  and click on Class Booking

 To star t a booking request,  first you need to select one of 2 given options:

 Once you click the here link, the

website opens the next page:

Option 1: 

 If you know the room you want to book, then choose a first option.

https://my.nu.edu.kz/wps/myportal/home/homeinfo/!ut/p/b1/04_Sj9S1sDSzNDMwMTfQj9CPykssy0xPLMnMz0vMAfGjzOKN_ANdHZ0MHQ0szIONDRy9jUP8TT3NjA3cTYEKIoEKDHAARwNC-sP1o8BKnN0dPUzMfQwMLHzcTQ08HT1CgywDjYGKjaEK8Fjh55Gfm6qfG5Vj6anrqAgAu83UpA!!/dl4/d5/L2dBISEvZ0FBIS9nQSEh/


 Select from a drop-down menu the date you 

wish to reserve.

 Once the date has been selected, choose the 
classroom number you want to book.

Note: The room description shows the capacity, 

specifications (CompLab/Lecture/Hall/Lab etc.) and its 

equipment.  

 Select time:

 After that, the system automatically shows the availability of the selected room. If the room is not 
available, try to shift time “from” and/or “to” by 15 minutes. If the room is still unavailable, then 
you need to look for another room.

 Finally, please write a purpose 

of the reservation and click on 

the “Send request” button

 Once the request is sent, the system 

shows a pop-up message:



Option 2: 

 If you don’t know the room you want to book, or  want to book for  a per iod of time, then choose a

second option:

 On the next page, you need to fill in the following fields – booking period, sequence (if needed), day, 
time, comment, room capacity and purpose of the reservation.



B.  Sequence – every day: 

 Please select the needed per iod of dates for  booking:

NOTE: When choosing the period of booking dates,  there is no need to choose weekdays. You may tick  on 

Saturday and Sunday to exclude those weekdays from the booking, if needed. 

C.  Sequence – every week: 

 Please select the needed per iod of dates for  booking:

  NOTE: When choosing the period of booking dates in the “Every week” sequence, you need to select the 

weekdays by clicking on the “Add” button and set the time accordingly.  

If you want to book  2 different time slots within one weekday, you can add the same week  day twice with the 

respective timing.  (Example: Wednesday) 

A.  Sequence - one day: 

 Please select 

the needed 

date for 

booking:

NOTE: Please pay close attention when you choose the booking dat. The system occasionally does not match the 

chosen date with the weekday indicated in the “Day” field automatically. If you notice so, please select the 

weekday corresponding to chosen date manually. Otherwise, the administrator will not be able to see and process 

your request. 



 As an option, you can leave a comment

about a par ticular  room type

(optional)

 Indicate the capacity

 In the “Equipment” section you can choose the equipment

required, if needed

 Finally, please

wr ite a purpose of the 

reservation and click 

on the “Send request” 

button. 

 Once the request is sent,  the

system shows a pop-up message:




