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1.  Introduction 

1.1.  Summary 

Bookmuseums@SG is an internet website that allows teachers / school staff to book for 

various museum’s events, exhibitions, and workshop independently. It also enables NHB 

stakeholders (consisting of NHB staff and specific Museum staff) to manage the events 

calendar, booking registration and various post-booking activity such as offline payment 

tracking. 

1.2.  Purpose 

The purpose of this document is to provide a user manual to use Bookmuseums@SG 

features, menus, and controls.  

1.3.  Audience 

This document is intended for schoolteachers, school admin staffs or staff in-charge who 

will book museum tour in Bookmuseums@SG. 

1.4.  Prerequisites  

1. Computer or a mobile device with internet connection 

2. Web browser (Chrome/Edge/Firefox etc.,) 

3. Organisation or school email address with email credentials  

4. SingPass credential with a registered mobile number in SingPass for OTP validation 

1.5.  Acronyms & Definitions 

Acronyms Descriptions 

Bookmuseums@SG Museum Tour Booking System 

NHB National Heritage Board 

OTP One-Time Password 

NRIC National Registration Identity Card  
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2.  Login and Registration 

 

Bookmuseums@SG is an internet application which can be accessed through any standard 
internet browser. Upon entering www.bookmuseums.nhb.gov.sg address in the web browser, 
the home page will appear as shown in Figure 1.  
 
Select the login button and it will prompt the user to sign in with their SingPass credentials.  
  

 

Figure 1: Home Page of BookMuseums@SG 
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All first-time users will require to do a one-time registration as shown in Figure 2. 
 

 

Figure 2: Registration Page for New Users 

Teachers would have to key in the relevant details as shown before they are able to successfully 

register for the account. Verification would be sent to the email stated in the registration upon 

completion as shown in Figure 3. 

 

Figure 3: Verification Email of Account Creation 

The verification email requires the teacher to verify the email. Once it is successfully verified, the 

teacher would be able to access the home page using their own account. This will allow them to 

search for the available programmes of all the museums on the website and begin the booking 

process. 

 



Bookmuseums.nhb.gov.sg 

Bookmuseums@SG – User Manual (Teacher) Page 5 of 23 

 

2.1.  Non-whitelisted domain registration 

 

Teachers who are under non-whitelisted organization (school) domains are also able to register 

their profile through the same method. However, this registration will be submitted for the 

administrator to review. 

  

 
 
Upon submission of the request, the following message will be prompted as shown in Figure 4. 
 

 
Figure 4: Request Access for non-whitelisted domains 
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3.  Manage Profile 

 

Under the option “My Account” in the menu allows for the teacher to update their profile details. 

Teachers can update the department and mobile number as shown in Figure 5. The details that 

were used prior to the registration such as first name, last name and the organization’s email 

address can’t be changed. Any changes that are required to be made for those options, can kindly 

approach the museum. 

 

 

Figure 5: My Account Profile 

Once the profile details are updated, click the “Save” button to save the changes.  

Caution: “Disable My account” option is available in “My Account” page as shown in Figure 6. 

This option can be used by teachers to delete their profile and related information. This option will 

also delete the teacher’s credential from the system. New registration is required if they wish to 

login to the system again.  
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Figure 6: “Disable My Account” option 

 

4.  Search Programme 

 

All available programmes offered by the museum can be searched with the help of filters that are 

made available on the home page as shown in Figure 7 below. The filter allows for the teacher to 

search based on the “Programme Type”, “Education Level” and by “Museum”. 

 

 

Figure 7: Searching for programmes available on the website 

Alternatively, there is also a search bar to allow for the users to key in keywords to look for a 

specific category they wish to find as shown in Figure 8. 
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Figure 8: Search bar 

The free-text option will list the related programmes and all the events information on the home 

page as highlighted in the search results as shown in Figure 9 below. 

 

Figure 9: Search Results Example 

After choosing the desired programme, the teacher will be greeted with the programme card to 

view more details regarding the programme. The Programme’s resources can be downloaded for 

a more detailed breakdown as shown in Figure 10. 
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Figure 10: Details of Programme and resources available 
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5.  Tour Booking 

 

Bookings can also be initiated form the home page using the “Book Programme” button. The 

teacher will have to select the following details such as the tour type, Pax/Student count, 

education level, tour date and the museum name as shown in Figure 11. 

 

 

Figure 11: Tour Booking on Home page 
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Alternatively, teachers can select the programme cards available in the home page to view the 

details and book the tour as shown in Figure 12. 

 

Figure 12: Home Page Programme Cards 

Upon selection, the teacher can enter the tour date and the head count that can be shown in 

Figure 13. 

 

Figure 13: Example of selected programme with booking option on the right 

Application will load the programme availability, date, time, and available slot in the next page. 

Refer to the steps below to complete the tour booking. 
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1. The available slots for the selected programme will be displayed in Calendar view. 

 

2. Select the slot to book and a program summary pop-up will be displayed. Click on “Add to 

cart” 
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3. Selected program slot will be displayed at the bottom of the page. 

 

 
 

4. Selected program can be edited, and teachers can add more than one programme in a cart 
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5. Click “Proceed to Checkout” button to book the programme. A pop-up screen will appear once 

showing if the user wants to check out. If the teacher “Confirm Selection”, a booking will be 

made else “Go Back” allows for the user to edit or add more programmes into the cart. 

 

 
 

6. Enter the booking details such as arrival time, education level and citizen level pax count and 

click on Next to proceed further. 

 

 
 

 

 

7. It will bring the teacher to enter the school’s point of contact details for each programme slot. 

The teacher is required to enter a minimum of two contact details. 
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Note: The contact details for the alternative email address/contact number must be different. If 

not, it will trigger the message as shown above. 
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8. A booking summary will pop up which details the programme chosen and the teacher’s contact 

details. Upon reviewing, the teacher must accept the declaration and submit to confirm the 

booking. 

 

 

9. Booking confirmation or pending message will appear in the screen. 

 

 

Note: For Self-Guided and MBL, Immediate confirmation will be displayed. For other tour types 

based on the docent / Workshop coordinator availability booking will be confirmed by museum. 
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6.  Manage Bookings 

 

Under this option, teachers can manage or edit the upcoming tours that was booked. Edits such 

as increasing or decreasing the number of people attending, contact details and even raise 

special requests to the museums. 

Teachers would have to click the profile name in the top-right corner and select “My Bookings” 

option to check on their booking history, any upcoming tours or edit upcoming tours as shown in 

Figure 14. 

 

Figure 14: “My Bookings” 

Select the booking that wish to be edited under “Edit Booking” to change the tour details such as 

the arrival time, Pax count and the school point of contact details as shown in Figure 15. 
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Figure 15: Example of editing a booking 
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7.  Feedback  

 

Teachers can share the feedback upon the completion of the tour. It can be done by selecting the 

completed tour under “My bookings” option on the top-right hand corner of the screen.  

Upon selection of the completed tour, it can be shown in Figure 16 below. 

   

Figure 16: Completed tour 

Teachers can scroll down of the booking details to provide the ratings and feedback for the tour 

that was just completed as shown in Figure 17. 
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Figure 17: Rating and feedback option for user 

 

8.  Logout 

 

Click on the profile icon on the top-right hand corner and select the “Logout” option on screen as 

shown in Figure 18. 

 

Figure 18: “Logout” option 


