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Introduction 

1. What type of device is optimal to browse BookMuseums@SG?

You are encouraged to use desktop or laptop computers for the best browsing 

experience, as they provide better navigation capabilities and larger screens for viewing 

detailed content. Whilst smartphones can access the platform, they are not 

recommended as some detailed materials and features may be difficult to view on 

smaller screens. 

Setting Up an Account and Account Maintenance 

2. How do I sign up for an account?

Visit http://www.bookmuseums.nhb.gov.sg and log in using your SingPass account. You 

will be required to fill in your details for registration. A one-time verification email will then 

be sent to complete the process. 

3. Which email account should I use?

MOE teachers should use their MOE ICON email (ending with 'moe.edu.sg'). Teachers 

should not use their emails ending with 'schools.gov.sg' as there have been cases where 

verification emails were not received. 

4. I did not receive a verification email. What should I do?

Kindly write in to NHB_Digital_Services@nhb.gov.sg for assistance. 

5. Why is my account disabled?

The system will deactivate any account that is inactive for a period of 90 days as part of 

regular user account review, audit, and housekeeping. The system will send automated 

alerts and reminders for users to log in as the 90-day period approaches. Please log in 

regularly to ensure your account remains active. 

http://www.bookmuseums.nhb.gov.sg/
mailto:NHB_Digital_Services@nhb.gov.sg
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6. How do I verify that my school information is accurate on BookMuseums@SG?

Please log in and check that your school’s name and contact details (especially email 

address) are correctly listed in your profile. Teachers are required to log in, verify your 

account and update your school information before booking the Museum-Based Learning 

(MBL) programme. If you require assistance, please contact 

NHB_Digital_Services@nhb.gov.sg. 

7. Is there a limit to the number of accounts a school can have?

Schools are strongly recommended to have not more than 2 teachers signing up for each 

session. 

8. My account is disabled. What should I do?

Kindly write in to NHB_Digital_Services@nhb.gov.sg to request reactivation of account. 

You might be asked to provide the email address and school name used during 

registration for verification purposes. 

Editing Account Information 

9. I will be posted to a different school. How can I edit the school name?

Kindly write in to NHB_Digital_Services@nhb.gov.sg to request an update on the school 

details. 

10. I need to change my email address. How can I edit the email address?

Kindly write in to NHB_Digital_Services@nhb.gov.sg to request an update on the email 

address. 

11. Will the bookings be retained if I change school/email address?

Any existing bookings made using your old email address will remain valid and continue 

to appear in the system and on your dashboard. However, any email notifications related 

to the existing bookings will continue to be sent to the old email address. We strongly 

mailto:NHB_Digital_Services@nhb.gov.sg
mailto:NHB_Digital_Services@nhb.gov.sg
mailto:NHB_Digital_Services@nhb.gov.sg
mailto:NHB_Digital_Services@nhb.gov.sg
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encourage users to add another accompanying adult into the existing booking to receive 

the booking notifications. 

For teachers who are changing schools at the end of 2025, please ensure that all 2025 

bookings made for your current school using your account are handed over to another 

teacher-in-charge. This can be done by adding the email address of another teacher-in-

charge to the existing booking. 

Booking of Museum-Based Learning (MBL) Programme 

12. Which type of programme should I select for Museum-Based Learning

Programmes?

Please select "Museum-Based Learning Programme" from the "Programme Type" 

dropdown list. For an even more refined search, please select your museum from the 

"Museum Type" dropdown list. 

13. What information do I need to have on hand to make the booking(s)?

You will require the following: 

• Date(s) of visit (please have a few choices on hand if the preferred dates are not

available)

• Number of students

• Number of accompanying adults (teachers/parent volunteers)

• Name, mobile number and email of at least 2 teachers (they will also receive the

booking information)

• Other useful information for museum venues to note. This should be indicated

under the "Remarks" field to inform MBL venues in advance of any students' needs.

Examples include no. of students with mobility needs (for better advance

preparation), students with hearing aids who need front row seating, or other

accessibility requirements.
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14. If I have all the required information, how long will the booking process take,

and will I receive confirmation?

For a single booking, depending on the number of slots selected, the process will take 

about 10 minutes, and you will receive a confirmation email for the booking of the 

Museum-Based Learning Programmes. There may be a slight delay during the mass 

booking exercise, and we seek your patience as we work to improve the 

BookMuseums@SG system to accommodate a large surge in user bookings. 

15. I have to make multiple bookings for different dates, venue and programme type.

Do I have to make a separate booking for each session?

You do not have to make separate bookings for different sessions. You can make multiple 

bookings for different dates, venues and programme types in a single transaction. After 

selecting a programme, you can add more programmes to your cart before checking them 

out and filling out the booking details. Once you add items to your cart, bookings are 

reserved for 30 minutes. You may continue adding more slots to your cart before checking 

out. Please note the 30-minutes timer starts with your first booking and it will not reset 

when additional bookings are added.  

For more detailed information on making a booking, please refer to page 10 of the User 

Guide. 

16. I would like to find out more about the new slot maximum limit feature for the

booking of NHB's Museum-Based Learning (MBL) programme on

BookMuseums@SG.

The slot maximum limit is a newly implemented feature developed in consultation with 

MOE to ensure bookings do not exceed the allocated school cohort capacity. This ensures 

that all schools are able to secure their slots. 

All teachers from the same school booking for the same programme will share the same 

pool of student slots. For example, ABC Primary School is allocated a cohort size of 300, 

the total student bookings from all teachers at that school for a particular programme will 

be capped at 300, regardless of how many teachers are logged in.  

For more detailed information on the slot maximum limit feature and the booking flow, 

refer to page 16 of the User Guide. 
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17. Where can I find out the cohort size allocated to my school on

BookMuseums@SG?

After logging in and selecting the MBL programme to make a booking from the Homepage, 

the cohort size allocated to your school will appear on the programme detail page. For 

more details, please refer to page 17 of the User Guide. 

18. Does the allocated cohort size include students who are citizens, PRs and

foreign students enrolled in the school?

The allocated cohort size refers to the school’s full cohort, which includes foreign students 

under MOE’s purview. When completing the Booking Details page, under Student 

Citizenship, please key in the cohort size in the number of Citizen/PR field.  

Should there be any discrepancies in the allocated school cohort size, please email 

bookmuseums@nhb.gov.sg  

For more information, please refer to page 25 of the User Guide. 

19. What happens if our cumulative bookings exceed our allocated cohort size?

(E.g. our school has an allocation of 100 student slots. We have already booked 95

and are trying to book another 30).

The system will display the following validation message: ‘The number of pax exceeds 

the available slots for this programme. By proceeding, you will only be able to book 

the remaining available slots.’ 

The teacher can still proceed with the booking, but the number of students will 

automatically adjust to the remaining available slots (5) on the next screen.  

mailto:bookmuseums@nhb.gov.sg
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For more examples related to the slot maximum limit feature, please refer to pages 16 to 

23 of the User Guide. 

20. Is there a minimum booking requirement for the number of students?

This programme has a minimum booking requirement of 10 students. In the example 

above, since only 5 slots remain, the school cannot make a new booking. The system 

prevents booking when the remaining slots fall below the minimum requirement. 

21. What should I do if I encounter 'Something went wrong' whilst trying to book

for my school?

We recommend that the teacher first closes the error message and refreshes the page. 

If this does not resolve the issue, we would appreciate your assistance in clearing the 

cache or using incognito/private mode. If the error message persists, kindly write to 

NHB_Digital_Services@nhb.gov.sg for assistance. 

22. I tried to book a Museum-Based Learning programme and my planned date of

visit is in 3 weeks, but I am unable to do so.

For Museum-Based Learning programmes, you will be required to book at least 6 weeks, 

i.e., 42 calendar days in advance. Please write in to NHB_Digital_Services@nhb.gov.sg

if you require any assistance.

23. Why am I logged out after 30 minutes? What will happen to my slots which I

had added into my cart?

To prevent unauthorised use of your account, you will be logged out by the system once 

it times-out after 30 minutes*. If you get logged out or accidentally close the page before 

the 30 minutes are up, your pre-selected slots will still be temporarily reserved in the 

system for up to 30 minutes and will not appear in the main calendar slots screen for other 

teachers to book. You can track the remaining time to complete your booking via the cart 

countdown timer. 

We would recommend teachers to find out more about our programmes before embarking 

on the checkout process for a smoother experience using BookMuseums@SG. 

*Note: We have improved the user experience of the system by extending inactivity

timeout to 30 minutes, which aligns the cart count-down timer that reminds teachers to

mailto:NHB_Digital_Services@nhb.gov.sg
mailto:NHB_Digital_Services@nhb.gov.sg
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complete their booking within the timeframe. Additionally, if you navigate away from the 

checkout page during registration, your selected slots will remain in your cart and stay 

reserved for up to 30 minutes. 

24. Will I receive an email confirmation for the programme?

All teachers will receive an automated email confirmation upon successful booking of 

tours to the email address provided in the booking details. Please allow five to ten minutes 

for the booking confirmation email to arrive. While waiting for the email confirmation, you 

may view 'My Bookings' to verify that your bookings have been confirmed. 

Additionally, you can update the museum staff on the actual number of participants on 

the day itself and complete the Attendance Confirmation Form given to teacher(s) onsite. 

25. Is there any further action required on my part after making my booking?

Once you have received the automated confirmation email from BookMuseums@SG, 

your booking is confirmed, and no further action is required. You may proceed to book 

your buses and plan your visit using the attached resources. 

26. I have booked the Museum-Based Learning programme over several dates but

did not receive any confirmation email. What should I do?

Please log in to BookMuseums@SG and check under "Manage bookings" to see if the 

bookings made are listed. If the bookings are not listed, kindly write in to 

NHB_Digital_Services@nhb.gov.sg with the details of your booking enquiry, and we will 

do a backend check on the system for you. If your booking is not found, you will be 

required to make a new booking. 

Editing of Bookings 

27. I would like to make edits to my booking due to unforeseen circumstances, e.g.,

transfer students. How can I do it?

You may make changes to your booking by clicking on "Edit booking". Changes such as 

decreasing the number of participants, updating school contact details and adjusting the 

number of accompanying adults can be made via the BookMuseums@SG portal. 

mailto:NHB_Digital_Services@nhb.gov.sg
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However, tour dates/time slots and increases in participant numbers cannot be 

amended as this would affect other confirmed bookings. Please check if the new 

slots you require are available first. If they are available, you can create new booking(s) 

and subsequently cancel the slots that are no longer required. 

An urgent increase in participant numbers can be considered by MBL venues on a case-

by-case basis. Please email the MBL venues directly and indicate this increase in the 

"Remarks" section of your original booking as early as possible. Our staff at the respective 

MBL venues will then contact you to advise further. 

Important: Please refer to the programme Terms and Conditions and Cancellation Policy 

of respective MBL venues first before making any changes. In the event of late 

cancellations (defined as cancelling less than 30 days before scheduled visit) by schools 

or no-shows, schools will be billed a fee of $30 per unit of 20 students according to the 

number of students reflected in the booking. For avoidance of doubt, the late 

cancellation/no-show fees will be borne by schools and not MOE. 

No. of students reflected in 

booking 

Fees for late cancellations / no-

shows (exclusive of GST) 

1 – 20 $30 

21 – 40 $60 

41 – 60 $90 

61 – 80 $120 

81- 100 $150 

101 - 120 $180 

Arrival at the MBL Venue 

28. How do I confirm the actual student attendance of the Museum-Based Learning

programme?
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Teacher(s) accompanying the class(es) will be required to verify and endorse the 

Attendance Confirmation Form.  The endorsed Attendance Confirmation Form will be 

taken as the final attendance for NHB to bill MOE directly. 

In view of late cancellations or no-shows, schools will still be billed accordingly. 

Billing Arrangement 

29. Will my school be receiving an e-invoice from the MBL venues upon completion

of the Museum-Based Learning programme?

To reduce administrative workload for schools, schools will no longer receive invoices 

from the MBL venues. Teacher(s) accompanying the class(es) will be required to verify 

and endorse the Attendance Confirmation Form issued on site for NHB to bill MOE directly. 

Technical Support Hotline on Mass Booking Dates 

30. I am experiencing some technical issues. Who can I contact?

If you are facing any technical difficulties, you may reach out to the BookMuseums@SG 

Team by: 

1. Emailing us directly at NHB_Digital_Services@nhb.gov.sg

OR 

2. Contact us on MS Teams by clicking the link below or entering using the Meeting ID

and Passcode. <Please note that this support is only available during the 2026

Museum-Based Learning on Mass Booking Dates 31 Oct (Secondary 2 MBL), 12

Nov (P3 & P4 MBL) and 14 Nov (P5 & P6 MBL) from 2:00pm to 6:00pm>

Should we experience a high volume of calls, you will be temporarily placed in 

a waiting room before being connected to your designated breakout room. We 

appreciate your understanding and patience, and will connect with you as soon 

as possible. 

__________________________________________________________ 

Microsoft Teams meeting  

Join on your computer, mobile app or room device  

mailto:NHB_Digital_Services@nhb.gov.sg
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Click here to join the meeting 

https://teams.microsoft.com/l/meetup-
join/19%3ameeting_N2FkOGM0MDctMzVhZS00NDgzLWE4YjktNmUzZTg0MTcz
NTYz%40thread.v2/0?context=%7b%22Tid%22%3a%220b11c524-9a1c-4e1b-
84cb-6336aefc2243%22%2c%22Oid%22%3a%22bc460d90-ced5-44e2-b35b-
f0e8441751f7%22%7d 

Meeting ID: 414 930 795 356 
Passcode: bE7cr7nM  

Download Teams | Join on the web 

*PLEASE NOTE: This is a SG-TEAMS meeting*

Learn More | Meeting options  

_________________________________________________________ 

It is preferable to use your computer for the online call so that it will be easier to share 

your screen and errors encountered when troubleshooting with our technical support staff. 

MS Teams Call – Quick Start Guide (Laptop) 

1. Open Microsoft Teams (via Teams App)

• Launch the Microsoft Teams app on your laptop

• Sign in with your work Microsoft account

2. Join a meeting using Meeting ID and Passcode

• On the Teams app home screen, click “Calendar” on the left-hand menu.

https://teams.microsoft.com/l/meetup-join/19%3ameeting_N2FkOGM0MDctMzVhZS00NDgzLWE4YjktNmUzZTg0MTczNTYz%40thread.v2/0?context=%7b%22Tid%22%3a%220b11c524-9a1c-4e1b-84cb-6336aefc2243%22%2c%22Oid%22%3a%22bc460d90-ced5-44e2-b35b-f0e8441751f7%22%7d
https://teams.microsoft.com/l/meetup-join/19%3ameeting_N2FkOGM0MDctMzVhZS00NDgzLWE4YjktNmUzZTg0MTczNTYz%40thread.v2/0?context=%7b%22Tid%22%3a%220b11c524-9a1c-4e1b-84cb-6336aefc2243%22%2c%22Oid%22%3a%22bc460d90-ced5-44e2-b35b-f0e8441751f7%22%7d
https://teams.microsoft.com/l/meetup-join/19%3ameeting_N2FkOGM0MDctMzVhZS00NDgzLWE4YjktNmUzZTg0MTczNTYz%40thread.v2/0?context=%7b%22Tid%22%3a%220b11c524-9a1c-4e1b-84cb-6336aefc2243%22%2c%22Oid%22%3a%22bc460d90-ced5-44e2-b35b-f0e8441751f7%22%7d
https://teams.microsoft.com/l/meetup-join/19%3ameeting_N2FkOGM0MDctMzVhZS00NDgzLWE4YjktNmUzZTg0MTczNTYz%40thread.v2/0?context=%7b%22Tid%22%3a%220b11c524-9a1c-4e1b-84cb-6336aefc2243%22%2c%22Oid%22%3a%22bc460d90-ced5-44e2-b35b-f0e8441751f7%22%7d
https://teams.microsoft.com/l/meetup-join/19%3ameeting_N2FkOGM0MDctMzVhZS00NDgzLWE4YjktNmUzZTg0MTczNTYz%40thread.v2/0?context=%7b%22Tid%22%3a%220b11c524-9a1c-4e1b-84cb-6336aefc2243%22%2c%22Oid%22%3a%22bc460d90-ced5-44e2-b35b-f0e8441751f7%22%7d
https://teams.microsoft.com/l/meetup-join/19%3ameeting_N2FkOGM0MDctMzVhZS00NDgzLWE4YjktNmUzZTg0MTczNTYz%40thread.v2/0?context=%7b%22Tid%22%3a%220b11c524-9a1c-4e1b-84cb-6336aefc2243%22%2c%22Oid%22%3a%22bc460d90-ced5-44e2-b35b-f0e8441751f7%22%7d
https://www.microsoft.com/en-us/microsoft-teams/download-app
https://www.microsoft.com/microsoft-teams/join-a-meeting
https://aka.ms/JoinTeamsMeeting
https://teams.microsoft.com/meetingOptions/?organizerId=bc460d90-ced5-44e2-b35b-f0e8441751f7&tenantId=0b11c524-9a1c-4e1b-84cb-6336aefc2243&threadId=19_meeting_N2FkOGM0MDctMzVhZS00NDgzLWE4YjktNmUzZTg0MTczNTYz@thread.v2&messageId=0&language=en-US
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• Click “Join with a Meeting ID” (usually at the top-right corner).

• Enter the Meeting ID and Passcode provided by NHB.

• Click “Join Now” to enter the meeting.

• If you don’t see “Join with Meeting ID,” ensure your Teams app is updated to the
latest version.

• Accept the “Join” button to enter the breakout room.
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Contact Us 

31. I have further questions about the Museum-Based Learning (MBL) programme.

Who can I contact?

For questions on the MBL programme, you may contact the respective venues at their 

email addresses below: 

• Asian Civilisations Museum: nhb_acm_edu@nhb.gov.sg

• Geylang Serai Heritage Gallery: NHB_gshg_mbl@nhb.gov.sg

• Indian Heritage Centre: nhb_ihc_edu@nhb.gov.sg

• Kreta Ayer Heritage Gallery: NHB_kahg_mbl@nhb.gov.sg

• National Museum of Singapore: NHB_NM_Schools@nhb.gov.sg

mailto:nhb_acm_edu@nhb.gov.sg
mailto:NHB_gshg_mbl@nhb.gov.sg
mailto:nhb_ihc_edu@nhb.gov.sg
mailto:NHB_kahg_mbl@nhb.gov.sg
mailto:NHB_NM_Schools@nhb.gov.sg



