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A This venue and equipment reservation system is only available to faculty, staff, and students of

th

e Department of Biomedical Engineering and Environmental Sciences and the Institute of

Analytical and Environmental Science.

It
th

Notes :

is strictly prohibited to use the name of any faculty member, staff member, or student from
e department/institute, or to ask them to make a reservation on behalf of others.

For student association activities, other on-campus units, or off-campus organizations, please submit an
application form in advance in accordance with the “Regulations and Fee Standards for Borrowing
Venues of the Department of Biomedical Engineering and Environmental Sciences, National Tsing
Hua University.”

If faculty members from this department or institute supervise students from outside the college who
need to use this space for an oral defense or meeting, they must first contact or call the
department/institute office for inquiry. Only after confirmation from the department/institute may they
proceed with the online reservation.

Due to system limitations, each reservation slot in this system is one hour. To facilitate continuous
reservations, please enter “Name + (Start Time—End Time)” in the reservation name field.

Example: If Wang Daming wishes to reserve 8:00—10:30, he should select the 8:00 reservation slot and
enter “Wang Daming (8:00-10:30)” in the reservation name field. In this way, only the first time slot
needs to be selected when submitting the reservation request.

[ For semester courses and master’s/PhD oral defenses, access will open 30 minutes before the
reserved time./ For classrooms and meeting rooms, access will open 10 minutes before the reserved
time. )

Since this building has adopted a system-based reservation system, access permissions are still configured
once per week on the first working day, based on the reservation list for that week. Please avoid last-
minute reservation requests.

If the weekly access configuration time has already passed, please first check availability in the system,
then visit the department/institute office or call Yuanyuan (ext. 34214) to confirm whether the space can
still be borrowed. After confirmation, please complete the reservation in the system. Once received, the
department office will review the request and set the access permissions.

[ If the staff in charge is on leave, please complete the application in the system and then go to the
department/institute office to borrow a temporary access card. ]

This system uses a reservation mechanism. Faculty, staff, and students of the department/institute may
apply to borrow spaces up to 60 days in advance. After review, a notification email confirming whether
the reservation is successful will be sent.

If you need to change the reservation time or cancel, please notify Yuanyuan at the department office

(huang.y@mx.nthu.edu.tw) at least 3 days in advance, so the time slot can be reopened in the system for

others to reserve.


http://huang.y@mx.nthu.edu.tw

Please avoid same-day changes. If a same-day change is necessary, please call or email Yuanyuan to
update the access control time.

5. Classrooms in this department are primarily reserved for courses within the department that count
toward graduation credits. To maximize the efficiency of resource utilization, they may also be made
available, when conditions permit, for other courses or activities with educational purposes, and venue
usage fees may apply (hereinafter referred to as “usage fees”).Usage of less than one hour will still be
charged as one hour.

Please refer to the departmental regulations: “Regulations and Fee Standards for Borrowing Venues of

the Department of Biomedical Engineering and Environmental Sciences, National Tsing Hua

University.” (It is recommended to open the link in a new window.)

6. When borrowing a classroom or meeting room in this department, unless the damage is caused by force
majeure, the responsibility and compensation amount will be determined jointly by the department
chair, the department office, and the borrower.

7. Classrooms and meeting rooms are available for reservation only on working days according to the
government administrative calendar.

8. All users of departmental classrooms must use equipment carefully and maintain the cleanliness and
integrity of the room. Without permission, users may not change the room layout, install or delete
software, or modify equipment settings.

9. When submitting an application, please ensure every field is filled out clearly and accurately.
Applications with incorrect or incomplete information will be rejected directly.

10. To borrow a space, applicants must agree that the system may collect personal information, including
name, extension number, and email address, for the purpose of communication and notification related
to the reservation.

11. If you have any questions, please contact Yuanyuan at the department office (ext. 34214).

Please make sure to read the instructions carefully before entering the
reservation system.


https://bmes.site.nthu.edu.tw/p/406-1360-150171,r8167.php?Lang=zh-tw
https://bmes.site.nthu.edu.tw/p/406-1360-150171,r8167.php?Lang=zh-tw
https://bmes.site.nthu.edu.tw/p/406-1360-150171,r8167.php?Lang=zh-tw

Reservation SOP
The BMES Building Venue Reservation System can be accessed through the following three methods:

Website link: https://bmes.site.nthu.edu.tw/p/404-1360-301995.php?Lang=zh-tw

Scan the QR code posted outside each classroom and meeting room.

3. Go to the Department of Biomedical Engineering and Environmental Sciences (BMES) or Institute of
Environmental Engineering(IAES) website, and click “Venue Reservation System” from the top menu
to enter the booking page.
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