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Staff 
To access the timetable, and check room ava ilability use the link below: 

Timetables & Room Availability• Staff Login 

Once logged in. (using your UNE username and password) you will find instructions on how to navigate the 

system. 

m 
UniversitY. of New England 

AdminOnly 

Accessing the system and logging in 

You can access room bookings via the ‘Staff’ tile or ‘Room Bookings’ tile on the Timetable Home 

Page in the same way you access the timetable. 

- Click on the green Staff Login link: 

- Log in to the timetabling system using your UNE credentials, using the link below: 
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https://www.une.edu.au/current-students/my-course/managing-my-course/timetables/staff-academic
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■ 
Staff - TI 2023 Timetable ,C Customize 

TrimHter 1 Timetable: Published Monday 6 February 2023 

forTrl'Mst♦t! 2023 • smp..Nd '°"'~ll.raM"IIS btoraustd. ~ app,.aeo"I• !Mta~rd...,.o;:,.d ,, Ph.u 2, "P'♦Pl~tiol'l bt Tl"l.tl'Mr..t" 2, top,ov,M ""lptOV+Clf1..t1ci!lf":1 ,ty and IIMlfHl>ff',+!'K♦, u .... .-, 
1u, ~o.dfl'fffdb~ ,rto1e0>1,,m.S...u•n,or,s al"dte~act.,-e '"•tor1• Topt"O'W"daf~»dt ci HH♦ffll thaSd-,e<tul,,,. tom. Ktffi "lelf'":tfd!I fif 

lt 1s t,,c!M(I y,ouw "'-.dt"le up. ett.O"IHsy to~pt•• thMW "HtJ!'Ht:1.,..1ba kibscqit:on uyo.xcaa"41rofc:l'ICK♦ ( .. °'-':..oolt.r.c Al'lU~rofs..~ • tdve«st-.,.wbff,i Mttupto.r..ab.eyouto 

q.M:<lyY_yo .. ttP-.Ub · ·•"-cnQ"l ti.fOU'ld t>..ow Ad~t:.oMJ v.--s""'. b4 dw4t,.~G - ~ ro1.-dou1.,~~Jy 11adcl t:\:W, I St•• R:,o..,Repor,:1':.u bff"IUHt.cl •►-~a youai,d'l.o.tOO-n ..... ab, ty 

Tll'nl.UCN-linView 

Al:t'lllnMM~thosvewshows~surctiedtimr..tMK:no;.aiftla:viewbyc1:1order 

rll'MUlbM-WNkbyWMk 
lhsis1caarw1Wvi.wsfK'IW'n;yoa-sun:hldtr4:m.eac::1'11-:AJ t\lWIUbyWN<T.W~)OUGll'ISNthltn~tetl"ltl'IU".et bysaol . ._oown:r.eoa.--e. 

r 11Mt11t11e-0nei>,p:o..n-..w 
Th.J..s aUAndM"v,ewshol.Yn;:1 .K".i'trtAS~..-,..::lincw-..~...._ llu• o,,,,s.,u,tc• asJv~'YwhlN~.,.c~~TOt'l'lonew.e.cto::Nr.ea~ua~ .. .ret'ltw,iu,e.,.WH,( 4 

2023 TI TIMETABLES 

rn List View 
List W:W by date 

rn Week by Week 
C.i1endar vrew. week-by--week 

li!:J One Page Overview 
CalencbrVfew.ovt'rl;y .a!IWtt.ks on•~ 

2023 TI ROOM AVAILABILITY 

~ Staff - Room report 
C 'Ii~ 

Book a room - Staff 
Important Information - please read before making a booking 

Th:s oo,ul is OtWkw-nu,onc s:~.lll"d tOClffl ~ c!ufin: nomul b.stl"IC:Ss hoc.n. ff YQ.I re:~« cv.ctlin: :o be: s.chcduf cd fot, t.nit,'offa,w,:.; ci~ 

cantxt :he Sc::hcdu1in: tc.Jrn. Sc>catscd sp.xc:s such u l..bs,. brms :a.nd r HUreft a:ntrc:s; >~ :ard wc:cb.nd bookin.:s; :and c-."a"lts withcctc:mJJ 

o,tticio-lnU.onON'/bc t'IU:'dcbyc:i:itlUCt:f'\: the. ~tum :at this ooin: in time• ~ ...... ~ .. - ~ j\,..1., 

• To :rt sutt:£d. cidton llrlV'Htr.c io>ce Cdcnotir,: 7m.>Slity) in~ a~x budr: ?he: room.-e.7\1"\ime of d\oicc. ,~ your chc:lic2 L:Sift·: >n,cl the 

fllta-s..Cor-dc_~:a ftc.d:sona:thc:bookin:scrcen~uo. ~ ~"llw,ec;p,k w11Cf1=_! 

,iy......,.. ,_,,-,._.,.,. ..,.,.tothc,-Ta-ms'-CondibOnl: 

-This boorc.,,: d. no:.fcr :a :cxtiin.: :activityd'Q: ~ aopo.ron :a student tiricu~ e.. 

- This booilon.: ~ no:. fer :an cvc.nt \iJrio\-:h o..'tC:NUI ~n:s. 

• ~E ruuws ::hen:h: ~anc:~or 2ffitnd 'N't'f>nd :a roct"I bookin:s. 
• I >ffl ,upons.3:)lc_ fM ancdlin:: , ,,,, I.A"IW1flke bookin:;s. to~ ur'IJKe SCU-CL F rt to dO ~ ffl7f resiJt in,,,, MCUS br:in:: ~ 

Recommended~ Ovonc « F'irea 

- Choose ‘Book a room – Staff’ below: 

Important Information 

Ensure you read the ‘important information’ section prior to making your booking. 
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University of New England O Admm @ Enshsh Account 

lnivefsityofNewEnct;and / Suff•Tt2023Twne1;1ble / Bookaroom-Staff 

LOCATION 

CAPACITY 

0 • 

Book a room - Staff 

Important Information• please read before ma kins a book ins 

Th .. ,orulil..,forlftlkitWIUl'Wiardr~boolcin,s ..... ,_,...~hol.nlf'°"'cqu;,,rtc,_,..,.~b,~to,aut11vofftrircplt-• 

contaatheSc~1-5Qeuli$cdJNOt$-.hfflM.f._a,,drese•dleenu-n:,tr,e,~a,,dWtttDendboobrcs,:lll'ld~withecternlll 

pa,tiQpl,tlUC#lo,lybe .... br~-~k,---~ ...... 
>'-,etSUrU&c1cto,i-.whle.,_.~,...~•tneUWOOll'Ntoldetne~°'choic:e ~r11Wvo-,wd'loieeloltit'llfl'IVdtht 
r,ut1,CoffllljtteallM:ldlconottnel:loctinl1attt1pc,.-... Fun1,,t,r~mr«iont,lll'ldt.pc.111Nff#ldt!trf 

•ByfNklncaroomboottns,'f'IM,l,.,..1othe1M1°"°'"""'"'T•ms"Condittonl: 
Thil.bodciflli1notlora1ttChin&xtMtylNllhouldappearot1attudel'II~ 

Thilbootinlitnotba,CYefCwfdlonCll'NI~ 

G!WM 
CAMPUS 

Campus 

SHOW AVAILABLE WITHIN TIME INTERVAL 

v ; v ; 

BUILDINC 

8uikiina 

TYPE 

Type 

AV EQUIPMENT 

AV Equipment 

)(:Customize 

< 27 Mar-2Apr ~ 

C002-3.302 
a irwdU '\...- .-irTuchif!CSo«ieC--31n 
C002 (arttlScientfl ........ ~41 

C013_1.LTI01 0 
~le« ritTtw•ritP1..,,,_lf101i.C01l 
Paotr•oao~ orlko ,-.1~JN~.~ ,,,. 
C023_2.21& 
1v1ttt;,-.~llboom216).CW3-Rueuw,,,.. 

'-"'" 
C023_l.307 

~ ._lRoo.t30n.am --~ ,_,. 
C026_1.C4 0 
Cor,p.,ler-~ato,y·MCUCRooMG4l.C026 Mses 
~~20 

C026_1.CS 
Cor,p.,lttl..l M<ry "4<:llfRooMC~.C026 1,,11',CS 
...... ~20 

C026_2.109 
0-........ «l .Cory MCl3CP.aolll109l.0026 ~ -~20 
C026__2.113 
~'f'l'Rocrilll("-11)1.C0,6 M9:58uldirs ,_,.,,. 

CAMPUS 

Campus 

fj 

BUILDING 

Building 

21 ., 

< 

coo: 
101/T 
L ...... 
MIHS 
!OM 
L ...... 

Friday 3\/3 

TYPE 

Type 

20 - 26 M 

Monday20/3 
8 9 10 11 12 13 14 15 16 17 

C028_1.105 

C028_1.LTI01 

Tutorial Room (Room 105). C028 • Lewis Lectur• Theatr• Bu ldin&. Capac,ty 10 

Lewis Lecture The:.itre ,Room LT101).C028-Lewis Lecture The.itte Bui d·n.1, j 
C.ipac1ty 200 n1n 

Finding a room 

By default, you will see all rooms available for self service bookings. You can narrow the list down 

using various search criteria explained below, or simply click on any white space in the calendar on 

the day/time and location you want to book. 

If you know which room you would like to book, search for it in the ‘Location’ search box. 
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LOCATION 

G!WM 
CAMPUS 

Campa 

BUILDING ....,.,. 

CAMPUS 

~ Armidale 

0.. Search 

TYPE 

~ Lecture Theatr .... 
0.. Search 

0 Match all selected 

~ Lecture Theatre 
0 Match all selected 0 Meeting Room ~ 
~ Armidale 

C021_1.LTl01 

E011_1.Al 

E011_2.A2 

E02.2_U 6 

SOOJ_l.109 

5006_2.LT201 

W OJ4_3.366 

WOl4_3.l68 

W OJ4_l.387 

WOl9J.,215 

W040_3..321 

W040_3.l22 

W040_5..518 

W042_4.4 16 

W0 41U.LTI01 

0 Seminar Room 

0 Tutorial Room -

Lawi:sLect...nn.r.r. llt,ao,l,lTlOUC021•LMt~nucr. ..... 
Capet,:ylOO 

AJ'Thucrw,.Jltoo,ftA23.£1)!.:..Ar:r....._..tM&.S«.a.Sowic:a~~ C, 
c.p.c,t-,:02 

Lect..A:~: ltOOM1·26.£022•0c.n,.aC..,.,Clploty"6 

Lecr.n~~:.Ot:.S003-~s.o.as :st ..... )&J ... 
c.pc,:ylf5 

C, 

~S,,.,-at~elhtr.N IIOOffllT20l.,.SOCl6·~-Clotcty~ 

~Lect.nlhu£N3 ll/ocwft36C.Y,03,&.MeCJ,wiatl:&llcltl; llt.ni 
5c.4"CLC:...:,.C.ty4' 

McOymont~Thutre: "°°"'317',. W)l,&. ~ .... --..-. ~ 
~Capac.:y:.,, 

I.Alcli.A~,--?:~"'°3f•~ ........ Sd'lllOI~~ ,. 

1Act-.nlhec112 LT2~l2!. Yt0,10-"'-b.,..Sct'CCl!Lo .... 
C.-,tyA7 

Lect..A:~3 Ll3ROClffl32:Z!.v,().1()-~BAonnlSctioolS...~ 0 
Cllpkr-=-,•7 

,P...,....laa..ft,.,..._,.:\.llllloct'll5:.l'. W)t()-u,,,(_ .......... Scfloo' 
~ Capac;ty 272 

JOVILO:IOl'll.lal.n~[ll"llooffl•~~).W),1,2-"4 ....... kt-, 
~Capac;ty~ 

Wrik,Lecll.n:TheKrll ltOOl"ILJ:.O~.Y..oc&-MMtkMIC:l!L..litlor-=ries. 0 

'--"'" 

lYPE 

Type 

AV EQUIPMENT 

A\/Eq.,ipment 

CAPACITY 

0 • 

SHOW AVAILABLE WrTHIN TIME INTErNAJ 

SHOW AVAILABLE WITHIN TIME INTERVAL 14:00 - 16:00 

14 V ; 00 V • 16 V ; 00 V 

If you are uncertain of the room you need or are looking for alternative options, you can use the 

filters next to ‘Location’ to narrow your search: 

For example, if you would like to book a lecture theatre for a particular date/time on the Armidale 

Campus, you can narrow your search as follows: 

These filters will then provide you with a list of lecture theatres available within your time window. 

In this example, it is as follows: 
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t i•i:t•ttfl-'t TuHClay 21/3 Wednesday n/3 

C028_1.LTI01 ~':'~ThNuo(RoomlT101\C028·L,w;,l.Kn,olho,uo"'-'kfww. 8 9 rrr nl6 r, 8 9 nn 12 1l n'" r, 8 rnll 12 ll 1 16 r, 

--. 
C028_lLT101 ~l«t...,.Ttlw:r•lllooi,ol1'101 C021·LlwlsL-nur1n..w......._ 

C--,-200 

Thu 23 March 2023 Thu 23 March 2023 

Begin 

14 v ;0Q v 

Location 

End 

15 V: OQ v 

C028_1.LT101. Lewis Lecture Theatre (Room LT101)_,_ + 

Activity Type• 

Mandatory. Click to select 

Total Number of Attendees• 

Mandatory. 

Title• 

Mctnclatory. 

Booking Cont act Name• 

Mandatory. 

Booking Contact Number• 

M '(latory. 

I agree to the conditions above• 

Reserve 

X 

Clear 

When you have chosen your room, by either method above, you will then need to check the 

availability of your room. 

Making a booking 

Click anywhere in the day you would like to check: 

Please note: the grey and green spaces mean the room is booked at that time. 

It will look like this when you click anywhere in the day section. Then choose your time by clicking 

anywhere in the day’s free space: 

A pop-up window will appear requesting information about your booking. 
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Thu 23 March 2023 Thu 23 March 2023 

Begin End 
14 V: 00 V 16v: 00 v 

Location 

C028_1.LT101, Lewis Lecture Theatre (Room LT101),... + 

Activity Type* 

~earch Activity Type If 1¥ihi 

Conference 

Confirmation of Candidature 

Debrief 

Examination 

Guest Speaker 

Interview 

Maintenance 

Meeting 

Other1 

Q&A 

Show more result 

Total Number of Attendees• 

sq 

X 

Reset 

You will need to ensure that all information is correct: 

- Check the date: 

- Adjust the time if necessary: 

- Confirm the location: 

- Choose your activity type: 

- Confirm your total number of attendees: 

3 0 M a r 2 3 v 1 . 1 P a g e 8 | 14 



 

       

 

   

 
 

  

 
 

  

 
 

  

 
 

  

 
 

  

      

  

 

Title• 

Business Seminarl 

Booking Contact Name• 

Bob Smith I 

Booking Contact Number• 

6773 3331 

I agree to the conditions above• 

Yes V 

Reserve 

0 
Thank you, your booking is now confirmed. 

23 
Mar2023 

14:00 - 16:00 AET 
Location C028 - Lewis 

Show reservation information 

Make more reservations 

- Add the title of your booking: 

- Provide your contact name: 

- Provide your contact number: 

- Agree to the terms and conditions by choosing ‘yes’ from the dropdown menu: 

- Click ‘Reserve’: 

- Your booking has now been made. You can either click out of this by using ‘x’ or send a 

booking confirmation to yourself or anyone else by clicking ‘send confirmation’ and 

following any prompts: 
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X l 
iidd 14:00 - 16:00 AET ~ 

23 Location C028 • Lewis 

Show reservation information 
Mar2023 

Send confirmation 

r6' 

li,\iitH5 03/23/2023 - 03/23/2023 

23 
Mar2023 

14v :OQv - 16 v :OOv ~ L(±) 

Location 

C028_1.LT101, Lewis Lecture Theatre (R.. . + 

Activity Type 

Meeting~ 

Show reservation ioformatjon 

send confirmation 

Cancel reservation 

Amending your reservation 

If you need to change any details within your booking, follow the steps below. 

- Click on the booking and this pop-up window will appear. Click ‘edit/cancel reservation’: 

- Make any necessary amendments then click ‘Done’: 
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imr:ml 14:00 · 16:00 AIT ~ 
2 3 Locafon C028 - Lewis 

Mar2023 

e:!11 
31 

\iar2023 
WK5 

Show resecvation infoeroation 

03/3U2023 ·03/3U2023 

17 v ;()()v • 18v;()()vG) 

Location 

C002_3.302. Combinod l..lbll.tcturflex... • 

Activity Type 

~r= 

Title test 

Reservation Teet 

Show rewvation infom,ition 

Send wof'nnAdon 

X 

Duplicate or recurring bookings 

If you need to book a series of meetings for example, this can be done by following the steps below. 

- Click on the booking and this pop-up window will appear. Click ‘edit/cancel reservation’: 

- Click on the calendar+ icon: 
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lil:!lmJI 08:00 ·09:00 AET ~ 

3 I < Apr 20n • > 
Mar2 Wk Mo Tu We Th Fr Sa Su 

ochi~ Space (Rocm 
WI< u 27 28 29 30 31 1 2 s Buildi!li 

~ 3 4 S 6 7 8 9 

• 10 ■ 12 13 14 15 16 

,. 171819 20 21 2223 

n 24 2S 26 27 28 29 30 

Copy +1 

lion 

~ WKS Thursday L!.) WK.9 Wednesday 

Q8 v ;()() v -09 v : ()()v I!:!!! 
l-0 

Location 

C002_3.302, Combined Lab/Lecture Teac... + 

Actlvity Type 

Other= 

Title test ] 
Reservation Text 

Show reservation information 

send confirmation 

Can<ltl reseM1lion 

X 

- Click on any white date (greyed out dates mean that the time and location you have chosen 

are not available) 

- Make any adjustments to the Title or Activity Type if required then click ‘Done’: 
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imr:ml 14:00 · 16:00 AIT ~ 
2 3 Locafon C028 - Lewis 

Mar2023 
Show resecvation infoeroation 

IIMM 03/23/2023 - 03/23/2023 

23 
Mar2023 

14 v ;OQ v -16 v ; OQ v ~ 
L(!) 

Location 
C028_1.LT101, Lewis Lecture Theatre (R... + 

Activity Type 
Meeting.:= 

Show reservation information 

Send confirmation 

Done 

Cancelling your booking 

If you need to cancel your booking, follow the steps below. 

- Click on the booking and this pop-up window will appear. Click ‘edit/cancel reservation’: 

- Ensure all details are correct then click ‘cancel reservation’: 

Confirm you would like to cancel your reservation by clicking ‘cancel reservation’: 
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Reservation cancelled 

send confirmation 

- You can either click out of this pop-up window by clicking ‘x’ or you can send a confirmation 

of reservation cancellation to yourself or anyone else by following the prompts: 

If you require support or assistance, please contact the Scheduling team 

scheduling@une.edu.au 
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