TimeEdit User Guide

TE Reserve:
How to make a room booking - Student Guide
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Accessing the system and logging in

You can access room bookings via the ‘Current Students’ tile or ‘Room Bookings’ tile on the
Timetable Home Page in the same way you access the timetable.

- Click on the green Student Login link:

- Log in to the timetabling and room booking 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/students

- Choose ‘Book a room — Student’ below:

4 Customiz

Student - T1 2023 Timetable
UNE has moved to 8 new imetable application, TimeEdit [TE) Viewer.

Itis hoped you will find the application easy to navigate with new features to enable you to set wp and save favourites and subscribe to your lendar of choice (ez. Outlook, etc). & number of views have been set
up to enable you to quickly view your timetsble, which can be found below. You may see enhancements and changes from time to Hme as the product is further developed.

If you are enrolled in an online unit please go directly to Moodle for your timetable.
If your online unit has an Intensive School, the Intensive School timetable will be found below.

Timetable - List View
Asthe name suggests, this view shows your searched timetable activities by unitin fist view by date order.

Timetahle - Week by Wesk
This iz & cabendar view showing your searched timetable activities by unitin a week by wesk view where you can ses the entira trimester by scrolling dosn the page.

Timetable - One Page Cverview
This iz & cabendar view showing your searched timetable activities by unit overlayed inone page. This slbows you to easily identify where there are differences fromone wesk: to the next such &3 a different venuein wesk 4.

Mursing students only: Yoo will be allocated to 2 group for each unit the week commencing 206h Februany: Rafer fo Moodlie for this information.

2023 T1 ON CAMPUS TIMETABLES 2023 T1 INTENSIVE SCHOOL TIMETABLES 2023 T1 ROOM AVAILABILITY
List View Week by Week Room report

List view by date Calendar view, week by week Attt

Week by Week
Calendar view, week-by-week

One Page Overview
Calendar view, overlay all weeks on a page

% Book a room - Student

Plessenote:

1 Timetabies are for students enrolled in on-campus mods only with the exception of Intensive Schools.

2 Not all units hiave timetabies - check yowr Mooadle site.ar contact your Lindt Coordinatar for further detafls.
3 Recommended browsers: Chrome or Firefox.

Important Information

Ensure you read the ‘important information’ section prior to making your booking.
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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.

E University of New England B Admin  Account

\University of New England / Student-T1 2025 Timetable / Book a room - Student

Book a room - Student

d before making a booking

Important Information - pls

This portal is for making; ndl after. Iy be made
by i ing team - dua,
To get started, dick i i il ity] in the calendar besids thy fdaytime of choice.

il ing any of Ct fields once th pops up. Further instructions and help can be

found here
Recommended browsers: Chrome or Firefax

*By making a room booking you agree to the following Terms & Conditions:

« lwillleave inth dition and |
* Iwill remove and disposs of any rubbish,

= Iwill not us= the space for any purposs other than that described in my bocking.
= Food and drink, including i inth

it a3 it was found.

3 Customize

Friday 31/3
s [s foln [z mpsfEE

= Noisewill be kept to and nearby oc ill not be
* |will adhere to the UNE Code of Conduct at all times.
LOCATION CAMPUS BUILDING TYPE AV EQUIPMENT
| m |Campus v| ‘Building v| |Type v| |AVEquipment -
CAPACITY SHOW AVAILABLE WITHIN TIME INTERVAL
< 27 Mar - 2 Apr [
Monday 27/3 Tuesday 26/3 wednesday z3/3 Thursday 30/3
B [3 [1om [2 1= 1617 (s & [n iz &= e[ (e (3 fom 2[5 34 E e [7 8 8 101 12 |13 1405 b 1T
€023_2716
Meeting Room {Room 216}, CD23- Rigzs Buildng,
Capacity 10
C023_3307
- fioom 307, 0023+
Capacity 30
€026_213
Seminar Room (Racm 113, 0026 - MSCS Building,
Capacity 28

€026_3.206
Seminar Room (Room 206), 0026 - M5CS Building,
Capadity 12

€028.1105
Tutorial Racm {Roam 105}, CO28 - Lewiz Lacture
Theatre Buiding, Czpacity 10

CO2B_1LTION
Lewiis Lacture Thestre {Room LT 101}, CO28 - Lewis
Lecture Thestre Building, Capacity 200

CO34_1148
Immersive Conference Suite 1 (Rocm 148), 004 -1TD
Building, Capasity

EOM_143
AZ Thestre [Room AZ), E011- Arts, Humanities & Secial

| Illlﬂ[

If you know which room you would like to book, search for it in the ‘Location’ search box:
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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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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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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:
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- 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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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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Cancelling your room 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’:

Are vou sure vou want to cancel the reservation?
Cancel reservation
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- 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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