
 

1 (3) 

Manual for Adding Digital Sessions to the Student Schedule 
(e.g., for Distance Courses) 
Problems? Email: ekonomihogskolan@lnu.se 

1. Go to: https://cloud.timeedit.net/lnu/web  
2. Select Employees 

 

 
3. Select schedule booking 

 

 
 

4. Select Online under ROOM TYPE or Search for, for example, Moodle or 
Zoom in the search field “ROOM” 

 
 
 

5. Click on the calendar to choose the date you want to book your 
session for.  
 
 
 
 
 
 
  

 

https://cloud.timeedit.net/lnu/web
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6. Hover the mouse pointer over the time you want to book. The exact 
duration of the session can also be specified in the next step.  

 
 

7. On this page, the important details are entered. You only need to fill 
in the parts described in the list below (A–F). 
 

 
a. Room - Preselected from the previous step.  
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b. Course event - To ensure the schedule is published to the 

correct students, it is important that you select the correct 
course instances. Search for your course: 
 

 
If I am creating a schedule for 1FE921 for Autumn Semester 2026 
(HT26), I must select all three course instances in the list. This is 
because, for example, program students and students taking the 
course as a standalone course have different instance codes. 

 
c. Cost unit - Select the cost center that indicates who owns 

the course.  
d. Person - Select the person(s) responsible for the 

lecture/seminar/etc. 
e. Teaching activity - Select whether the session you are 

booking is a lecture, workshop, or deadline. 
f. Comment (Optional) - You can, for example, write 

information about what the lecture will cover, which group 
should attend the session, etc.  
 

8. Click Reserve.  
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