Manual - Workshop Access Application and Reservation

1. Login My WKU at https://www.wku.edu.cn/,Get Workshop access permission
through ONCE. Find “Service Center-Laboratory Center-Laboratory Access

Application” and click apply

home. e c Information

2. Fill the form and select the workshop that you applying for.

Laboratory Access Applied for
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Scrsenshot of saety quiz result

3. For student: submit 1-3; For faculty and staff: submit 1 and 4.

Screenshot of safety quiz result
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Laboratory Safety Acknowledgment Form for Students

Please a0d the file, o click o

Max Size 100 ME
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Student Lab Work Supervision Confirmation Letter

Please add the file, o click or

Max Size 100 MB
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Laboratory Safety Acknowledgment Form for Research Groups

Please add the file, or click on

Max Size 100 MB
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Valuable Equipment Training Record
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Max Size 100 MB
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4. Once your application has been completed approved. Your account will be effect

for workshop resource booking.

5. Login My WKU at https://www.wku.edu.cn/, find Resource booking
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Go to MGC Workshops, chose the workshop and apply. FIC will review the
applications and notice email will back to you when it's approved.
*Please apply 24 hours ahead.
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9.

Booking Request Approver Bt

Central Booking System <notifier@scientia.com.cn>

W+ A: @ Chu Jiaojiao; ® Wang Qinshuo

cs

Dear user,

There is a booking concerning you that has been requested in Central Booking System, waiting for approval!

Booking Title : Booking Test

Booking Resource : GHKH B108-b (ar \VR)

Booking Applicant : R

Booking Starts : 2026-05-01 15:00:00

Booking Ends : 2026-05-01 16:00:00

You can view the meeting detail here: https://booking.wku.edu.cn/#/app/booking-requests?id=b5e10346-06ff-41ed-a775-a41belead6cc

This is an automatically generated email from WKU Resource Booking System.Please do not reply to this email.

WEKU Central Booking System
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L)\ NOTIFICATIONS
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Booking Test
Booked by
9F#F4](2026/04/30
Reference: RB4BKOZIUMQXE

@ SREIGHKHBI08-b (AR\VR) E2026/04/30 10:

(chenyigi@wkuedu cn)

CONFIRM ACCEPTANCE

Are you sure you want to accept this booking?
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