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
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Linnéuniversitetet

Choose entrance

Public schedule
Schedule schedule
6 Employees Local booking and schedule view for employees

i Students Local booking for students

his site uses cookies to handle login

3. Select schedule booking

Employees
Scheduling and Booking Overview

« Grapic facilities booking is intended for simple bookings of rooms used for purposes other than teaching, such as meetings.
« Schedule Booking is used when booking a room for teaching, requesting rooms from the central room booking service, or creating other schedule entries such as assignment deadlines.
« Book Other Equipment available at your faculty or department, such as laptops or projectors.

« Search Schedules for specific courses, individuals, rooms, etc. You can also add short comments to existing schedule entries.

« Schedule Display for staffin the Police Programme.

[—‘(’19 Graphic facilities booking Eé Book equipment [—‘é Mina bokningar
Facilities booking in a graphic format and Booking of units own equipment
possibility to copying similar bookings

Fé My bookings Schema
Fé schedule booking Shows the bookings and orders that you have
Plan an activity in a schedule created yourself. Also rejected orders are
shown here.

Schedule and display of bookings for
classrooms, meetingrooms, staff etc. 0ld Schedules
Schedule view

Police Scholarship Program = Facility list

Schedule display for the Police Scholarship List of rooms. You can search by location, room,
room type, and owner.

Schedule for the Maritime Academy

Same layout as in the public schedule view, but

also displays preliminary bookings

E3 Staff booking

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

ary ROOM TYPE

City v Room type Show filter

5. Click onthe calendar to choose the date you want to book your
session for.
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6. Hoverthe mouse pointer over the time you want to book. The exact
duration of the session can also be specified in the next step.
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7. Onthis page, the important details are entered. You only need to fill
in the parts described in the list below (A-F).

schedule booking

pecific time.

Wed 17 June 2028 .
teaching or organ

Begin End Clear sical
ical room.
10 w15 11 w15 Y=

& locations such a:
Room

Zoom + litalicized items 1

sdoes not mean tt
Course event

Click to sebect * dit, and the reom 1

Program event
# ype of instruction,

Click to select

Cost unit

Click to select n” or "Place”, and

Person

Click to sedect

Equipment
Click to select

Show filter
Teaching activity*

Mandatory. Click to select

Student group >

Click to sefect

Location

Click to select
g URL
£ Zoom

Reservation text

Comment

R Internal comment
swrvations

Y

rvations Reserve

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:

Course event

Click to select

[1FE921\ Show filter <<

HT25-14369, 1FES21
HT25-K0300, 1FE921
HT25-P1630, 1FE921
HT26-15642, 1FES21
HT26-K0427, 1FE921
HT26-P4513, 1FE921
VT25-12888, 1FES21
VT26-14904, 1FE921

If | am creating a schedule for 1FE921 for Autumn Semester 2026
(HT26), | 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. Costunit - 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.

303)



	Manual for Adding Digital Sessions to the Student Schedule (e.g., for Distance Courses)

