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TELEPHONE ENGLISH BOOKING SYSTEM 
!
Functions Available 
1. Login 
2. Make Appointments 
3. Update Personal Details 

• Update personal information 
• Change Password 

4. Important Information 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1. LOGIN 
The telephone english booking system can be accessed at 

Your login username is your Cosmo Membership number. Your Cosmo Membership usually is of 6 digit 
number (example 661234 ). 

The system will assign default password using the Hong Kong Identity card (HKID) of the user . If your HKID is 
Z123456(8) then your default password is 123456 

!
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h t t p : / / t e l e b o o k i n g . c o s m o i n s t i t u t e . h k



2. MAKING APPOINTMENTS 
After you are successfully logged in the system will allow you to make booking appointments. 

 

You may choose an available time slot and click it to make If the booking system is available then it will show 
you booking slots as below which you can then select and confirm your booking. You are allowed to do only 
one booking at a time, and need to cancel existing booking before making a new booking. 

The above screenshot shows the list of slots available for booking. When only one more booking slot is left the 
system will show you are warning. Once your booking is successful you will screen something as below. 

!

 Page !  of !                                                                                                                                               4 8All Rights Reserved - 2013

Click Make Appointment
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Click the time slots to make appointments



3. UPDATE PERSONAL DETAILS 
In this section you have two functions available 

A. Update personal Information 

Select the “update personal information” button from the startpage. 

!

 

You will be presented with the page where you can 
update your information and simply press “update 
button” 
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Click Update Personal Data

Click the update profile button after you 
change the information

For changing password click this link



B. Change Password 

If you need to change your password, you can click the “Change Password” tab , in the above picture 

Please read the instruction carefully given in the right hand side of the page, about requirements of a new 
password and enter the old and new password to update the password 

!
!
!
!
!
!
!
!
!
!
!
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Enter the password details and click change 
password button



!
4. IMPORTANT INFORMATION 
If you are unsure of your Cosmo Membership number or any other information not listed then you may be 
required to contact the Cosmo Institute during normal working hours. 

We recommend using “Google Chrome” browser. We are unable to provide any support for Operating System  
or Internet Browsers, that you are using to access this system, including “Google Chrome”. You may be 
required to refer to the respective software developers for assistance. 

Keep your personal details safe and do not share your passwords with anybody.

 Page !  of !                                                                                                                                               8 8All Rights Reserved - 2013


