
BOOKING MANAGEMENT
• REVIEW / EDIT SUBMITTED BOOKING 

APPLICATION

• PAY THE BOOKING FEE

• CANCEL BOOKED SESSION(S) (WITHOUT 

REFUND)

QUICK GUIDE FOR SMARTPLAY
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1. Organisation
users can click 
“My Records” 
after log-in 
SmartPLAY

2. Then click 
“Facility 
application list” 
to manage and 
view the 
submitted 
applications

REVIEW / EDIT SUBMITTED BOOKING APPLICATION

1.

2.
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1. Select different 
searching criteria 
to search booking 
record;

2. Click “Search” to 
display respective 
record according 
to selected 
criteria.

REVIEW / EDIT SUBMITTED BOOKING APPLICATION

1.

2.
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1. Select the 
“Application No.” 
to display 
booking details.

REVIEW / EDIT SUBMITTED BOOKING APPLICATION

1.
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1. View submitted 
application;

2. Organisation user can 
click “Edit” to update 
the application before 
application deadline;

3. Or click “Withdraw 
Application” to 
withdraw the submitted 
application.

REVIEW / EDIT SUBMITTED BOOKING APPLICATION
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1. Organisation
users can click 
“My Records” 
after log-in 
SmartPLAY ;

2. Then click 
“Bookings” to 
manage and view 
the block
bookings record

PAY THE BOOKING FEE

1.

2.
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1. Select different 
searching criteria to 
search booking record;

2. Click “Search”;

3. View the “Reserved” 
booking record, click 
“Transaction No.” to 
conduct the payment

1.

3.

2.

PAY THE BOOKING FEE
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1. Organisation user can select 
to view the “Fee Details” or 
“Session Details”;

2. After selected “Fee Details, 
system will display the 
payment details and the 
payment deadline;

3. Click “Pay Online” to conduct 
the payment by using 
electronic payment methods

1.

2.

3.

PAY THE BOOKING FEE
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1. Organisation
user can click
“Block Book 
Summary” to 
view the 
approved 
session details

PAY THE BOOKING FEE

1.
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1. Click “Proceed 
to payment”;

2. Choose payment 
method;

3. Then, click 
“Confirm to 
payment”.

** LCSD will continue 
to provide counter 
services, accepting 
cash, Octopus and 
cheque for block 
booking payment

2.

3.
1.

PAY THE BOOKING FEE
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PAY THE BOOKING FEE

• After payment 
successfully, the 
booking status 
will change to 
“PAID” 



12

1.

2.

PAY THE BOOKING FEE

1. Organisation
user can click
“      ” to view
the inbox
message;

2. When 
complete the 
payment, 
“Organisation
Payment 
Notice” will 
be sent by
system.
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• Click into the inbox message to 
check the details of 
“Organisation Payment Notice”

PAY THE BOOKING FEE
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• If Organisation user does 
not have the electronic 
payment, can click “       ” 
to view the inbox 
message;

• Click the “Facility Block 
Booking Reservation 
Payment Notice”

PAY THE BOOKING FEE
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• Organisation user can also pay the 
booking charge at any District 
Leisure Services Office or Smart 
Self-service Station by using the 
Block Booking Number and Payment 
Security Code provided in the inbox 
message before the payment 
deadline.

PAY THE BOOKING FEE
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1. Organisation
users can click 
“My Records” 
after log-in 
SmartPLAY 

2. Then click 
“Bookings” to 
manage and view 
list of your Block 
Bookings.

CANCEL BOOKED SESSION(S) (WITHOUT REFUND)

1.

2.
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1. Select different 
searching criteria 
to search booking 
record;

2. Select the record 
that required for 
cancellation.

1.

2.

CANCEL BOOKED SESSION(S) (WITHOUT REFUND)
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1. Select “Session Details”;

2. Click “        ”

1.

2.

CANCEL BOOKED SESSION(S) (WITHOUT REFUND)
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1. Click “       ”besides “Cancel 
session” to select all sessions 
for cancellation;

2. Or select specific session for 
cancellation.

1.

2.

CANCEL BOOKED SESSION(S) (WITHOUT REFUND)
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1. Select specific session and click 
“Cancel session(s)”.

1.

CANCEL BOOKED SESSION(S) (WITHOUT REFUND)



21

1. Select “Confirm” to cancel 
the selected session(s).

**Refund will not be arranged 
for cancelled booked session(s) 
by hirer unless special 
circumstances.  For refund 
arrangement, please contact 
venue staff accordingly.

1.

CANCEL BOOKED SESSION(S) (WITHOUT REFUND)


