
 

 

Room Booking Manual 

Please access links below and find your classroom specification, sitting capacity, description 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 to RESIDENCE (in the navigation menu)  and click on Room Booking 

 

⮚ To start a booking request, first you need to select one of the 2 given options: 

 

 

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


 

 

Option 1:  

⮚ If you would like to book a room only for one time, please click the button to the left; 

⮚ Then it is necessary to fill out the form presented below on the website. 

 
 

⮚ Select the room you would like to reserve from a drop-down menu. 

  

 

 

 



 

 

Note: Description of the room including Specification (Computer Lab/Lecture/Hall/Lab etc.), Capacity, and 

Equipment is presented at the bottom of the form before the SEND REQUEST button.  

⮚ Once the room number is identified, choose the date on the calendar. 

 

 
 

⮚ Once the date is chosen, refer to the next line and choose the time. 

 

Note: If the room is occupied for the chosen period of time you will see the line “not available”. In this case 

please set another time. 

  

 
 

⮚ Finally, insert the purpose for booking a room. 

⮚ Choose the name of the student club you belong to. 

⮚ Once all the lines have been filled, press the SEND REQUEST button.  



 

 

 
 

⮚ Once the request is sent, the system shows a pop-up message with confirmation: 

 

 

Option 2:  

⮚ If you would like to choose a room for a period of time, then press the button to the right as shown below: 

 

 

 

 



 

 

 

⮚ On the page “for period of time”, start with choosing preferable dates for room booking.  

 

 
 

⮚ While booking for a period of time the Sequence section should be clarified: if you do not plan to visit 

the room on weekends then check the exclude Saturday and Sunday box. 

 

⮚ In case if your room booking schedule ranges, meaning the time is not the same for every day, it is 

possible to book the room for different times, for that you have to choose an “Every week” option from 

the drop down menu in the Sequence section. The “Add” button allows you to set different times.  

 

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

the respective timing.  

 



 

 

 

⮚ As an option, you can leave a comment about a particular room type or specify a room number, fill the 

line for room capacity to show how many people will join you, also the purpose of the reservation.  

⮚ In the Equipment section you can choose equipment required, if needed. 

 

 



 

 

 

⮚ As soon as you fill all the lines correctly, press the SEND REQUEST button, and then a pop-out message 

with confirmation will appear on the screen.  

 

 
 

 

Room booking service encourages all NU Community to follow the rules and regulations in place due to 

COVID-19 situation while being on the Campus. 

Please check access to the campus and risk group, wear a mask and keep social distance. 


