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1. VBS External User

1.1. Accessing the Venue Booking Service Portal

URL: Go to https://venues.dubaichamber.com/

1.1.1. Login with Existing User:

➢ Enter your username and password if you’re an existing user.

➢ Enter the text verification code.

➢ Click on the Login button

➢ It’s redirected to the Venue booking service home page.
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1.1.2. Login with the New User

For new users, click on Sign Up and complete the registration form with

the following fields:

It redirects to the registration form, which includes the following fields:
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➢ Select UAE resident status (if yes, enter Emirates ID which is a

mandatory field)
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➢ Select UAE resident status (if no, enter Passport number which is not

a mandatory field).
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➢ Enter Username, First Name, Last Name, Email, Mobile Number, and

Nationality.

➢ (Optional) Select Job Title/Position.

➢ Create a Password and Verify Password (must be 8-16 characters,

including uppercase and lowercase letters, a number, and a special

character).
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➢ Click SIGN UP to complete the user registration.
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➢ It will be redirected to the Venue booking service homepage.
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1.2. Venue Booking Service Home Page Overview

Upon login, the external user sees two main tabs in the left sidebar:

➢ Home

➢ New Booking
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1.3. New Booking Process

Click New Booking on the sidebar or the New Booking button on the

top-right of the home page. Follow the four-step booking process:
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It will be redirected to the first step for booking the room.
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Step 1: Room Booking

1. Booking Preferences: Choose from:

➢ By Availability (Default): Select floors, rooms, and time slots. Rooms

will be reserved for 15 minutes while booking details and fees are

completed.
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➢ By Profile:

○ Click on By Profile tab and Select one or more rooms.
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○ Click on Quick Look to view details of the room.
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○ Click on Book Now to proceed with booking.
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➢ By Amenities:

○ Select specific amenities, enter the number of people, and click

Continue.
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○ It redirects to the room page with the fields selected by the

user in the previous steps.

18 of 57 Dubai Chamber - Sensitive



○ Click on Quick Look to view details of the room.
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○ Click on Book Now to proceed with booking.

20 of 57 Dubai Chamber - Sensitive



2. Booking Details:

➢ Enter the meeting title, room setup, event type, and number of

attendees, and attach the required documents.

➢ Additional fields (optional): Amenities, parking, guest emails, and

notes.
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➢ Buttons:

○ Cancel: Cancel the booking process.

○ Book: Move to the Reservation Payment stage.

Step 2: Reservation Payment

1. Payment Summary:

➢ Agree to terms and conditions.
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➢ Choose Cancel or Pay and Reserve.
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2. Select Payment Method: Choose between:

➢ Noqodi Pay

➢ Dubai Pay
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➢ Click on Proceed to be redirected to the Dubai Chamber payment

gateway.
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➢ Select any Payment Method:

○ Credit Card

○ Net Banking: Select Bank from the drop-down

○ Noqodi

○ Google Pay

➢ Click on the Pay button
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➢ It’s redirected to the details page of the selected payment method

➢ Enter all details and click Pay to complete the application fee

payment.
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➢ Click on Submit
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➢ It’s redirected to the Payment Confirmation screen.

➢ Booking request status is Pending NOC.
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➢ The booking request will go to the VBS Super Admin for review.

After reviewing the booking requests by the VBS super admin, There are three

actions are possible:

➢ Request More Information (one time only)

➢ Reject

➢ Approve

If More Information is Requested

➢ The user will receive an email notification with a status update in the

table as Request More Info.

➢ Click View to open the booking details page and provide the

requested information in the request more info textbox.
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➢ Submit: Submit your additional information to the VBS super admin

for further processing.

➢ Your booking request has been sent to the VBS super admin for

review with the requested information, and the status has been

changed to Pending NOC.
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If the Booking request is Rejected

➢ The user will receive an email notification, and the status in the table

will show Rejected.

➢ The rejection includes the reason with additional comments.
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If the Booking request is Approved

➢ The user will receive an email notification, and the status in the table

changes to Pending Payment.
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Step 3: Approvals

➢ Click View in the table where the request status is 'Pending Payment

➢ It redirects to the NOC Certificate Status screen, where the user can

view and download the NOC certificate.
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➢ Download NOC and upload any additional required approval

documents.
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➢ Click Next to proceed to payment.

Step 4: Final Payment

1. Payment Summary:

➢ Provide bank details for refund purposes in case of cancel booking.
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➢ Agree to terms and conditions.
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➢ Choose Cancel or Pay.
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2. Select Payment Method: Choose between:

➢ Noqodi Pay

➢ Dubai Pay
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➢ Click on Proceed to be redirected to the Dubai Chamber payment

gateway.
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➢ Select any Payment Method:

i. Credit Card

ii. Net Banking: Select Bank from the drop-down

iii. Noqodi

iv. Google Pay

➢ Click on the Pay button
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➢ It’s redirected to the details page of the selected payment method

➢ Enter all details and click Pay to complete the application fee

payment.
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➢ Click on Submit
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➢ It’s redirected to the Payment Confirmation screen.

➢ Booking request status is Pending Approvals.
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➢ The booking request will go to the VBS Super Admin for review.

The VBS Super Admin reviews and either approves or rejects the booking

request.

If the Booking request is Rejected

➢ The user will receive an email notification, and the status in the table

will show Rejected.
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➢ The rejection includes the reason with additional comments.

If the Booking request is Approved

➢ The user will receive an email notification, and the status in the table

changes to Approved.
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1.4. Cancellation Requests

User can cancel the booking after:

1.4.1. Request More Info:

➢ After request for more info, click on the View in the table.
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➢ It redirects to the booking details page with status Request More

Info.
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➢ Click on the Cancel Booking button before providing information.

➢ A popup window will appear
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➢ Select the reason for cancellation from the dropdown and click on

the Confirm button.

➢ Status updates to Cancellation Requested.

➢ The cancellation reason is seen in the booking details page when click

on the View in the table.
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➢ The booking cancellation request is goes to the VBS super admin for

refund the amount as per the policy.

➢ Once the cancellation is approved and refund process is initiated by

the VBS Super Admin, the customer will receive an email.

➢ Status updates to Booking Cancelled.
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1.4.2. Final Payment:

➢ After approved the booking , click on the View in the table.

➢ It redirects to the booking details page with status Approved.
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➢ Click on the Cancel Booking button to cancel the booking.
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➢ A popup window will appear

➢ Select the reason for cancellation from the dropdown and click on

the Confirm button.

➢ Status updates to Cancellation Requested.
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➢ The cancellation reason is seen in the booking details page when click

on the View in the table.

56 of 57 Dubai Chamber - Sensitive



➢ The booking cancellation request is goes to the VBS super admin for

refund the amount as per the policy.

➢ Once the cancellation is approved and refund process is initiated by

the VBS Super Admin, the customer will receive an email

➢ Status updates to Booking Cancelled.
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