
  

 

 
16 August 2021 

 

TE Exam for requesters 

 

 

 



TE Exam for requesters 
 

2/19 
 

Content 

Log in to TE Exam .................................................................................................. 3 

Main menu ............................................................................................................... 7 
Submenu - Language and log out ..................................................................... 7 
Page – Home ....................................................................................................... 8 
Page – Room bookings overview..................................................................... 10 
Page – Overview of exams ............................................................................... 10 

• Actions – Create new exam request ................................................. 11 
• Actions – Batch import exam requests ............................................. 15 
• Actions - Export exams ....................................................................... 17 

Page – All rooms............................................................................................... 18 
Page - Profile .................................................................................................... 19 

 

  



TE Exam for requesters 
 

3/19 
 

TE Exam is the TimeEdit tool for planning and scheduling exams. This 
guide is intended for anyone who requests and books exams. 

Log in to TE Exam 

To submit and manage exam requests, you need to create an account in 
TE Exam. To do this, you first need to be invited by the exam administrator 
and complete a number of steps. 

Important! Firefox and Chrome are the recommended web browsers. Do 
not use Internet Explorer or Microsoft Edge. 

• Step 1: 

Option1 - Open the email sent to you by TE System 
<admin@timeedit.com> with the subject line “Verify email”. Click the 
green “Verify email” button.  
 
NB. If you cannot find the email, check the spam folder. 

 
 
Option 2 - If you have not received an email, you can ask the exam 
administrator to send you an invitation code. This can then be used 
to register and log into TE Exam. 
 
When you have received the invitation code, go to the start page 
(https://exam.timeedit.com/) and click the link ”I have an invitation 
code” (see screenshot below). 
 

https://exam.timeedit.com/
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Enter the invitation code the exam administrator sent you and click 
the ”Verify invitation code” button, as shown in the screenshot. 
 

 

• Step 2: Enter the password you want to use for logging in to future 
sessions. Enter the same password twice in the fields “Password” 
and “Confirm password”.  
 
Finish by clicking “Set password”.  
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• Step 3: Once the password has been approved, your account is 
created and you can log in. Click the button “Sign in”, see below.  

 

• Step 4: Enter the email address you gave the exam administrator 
and then click “Next”.  
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• Step 5: Enter the password you registered in step 2. Then click the 
“Sign in” button.  

 

• Step 6: Click the blue “TE Exam” icon.  
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You have now finished registering your account and you are logged in.  
 
The next time you need to log in, go to the TE Exam start page 
(https://exam.timeedit.com/) and follow steps 4–6 as described above. 

Main menu 
The main menu has one submenu and five pages. These are: 

Submenu - Language and log out 
You open the submenu by clicking the three dots in the bottom left corner. 
Here, you can change the language. Please note that only parts of the 
interface are available in English. This is also where you find the ”Log out” 
option.  

 

https://exam.timeedit.com/
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Page – Home 
The first page you will see is the “Home” page. 

This page has two tabs: 

• Room bookings 
 

 
 
As a default, bookings for the next 4 weeks are displayed. You can 
set different start and end dates.  
 

• Exams 
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The “Home” page is an overview page where you can see all the room 
bookings made and the exam requests submitted by your part of the 
organisation. This means you can see the bookings you have made 
yourself, but also those done by your colleagues at the department or 
faculty.  

There are filters that allow you to only display your own bookings or to 
search for an object, or search using free text. 

You can return to this page from anywhere by clicking the first symbol in 
the main menu on the left.  

Each tab on the page is formatted as a table with bookings on separate 
rows and a number of columns. 

On the “Home” page, you can define which columns to display. You do this 
by clicking the small plus sign to the right of each row (see screenshot 
below). 

 

This will open a dialogue box where you select the columns you want to 
display by checking or unchecking the corresponding check box. 

You can also choose the number of bookings to display on a page. You do 
this under “Pagination”, where you choose how many bookings to display 
on a page. If you want to see everything on the same page, activate the 
green “Show pagination” toggle switch (see screenshot). 

Save your column settings by clicking the “Save and close” button
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Page – Room bookings overview 
This page shows the same information as the “Bookings” tab on the 
“Home” page. 

 

Page – Overview of exams 
This page shows the same information as the “Exams” tab on the “Home” 
page. There is also an “Actions” submenu (see screenshot).  
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The “Actions” submenu has the following options: 

• Actions – Create new exam request 
When you click this, a request form for exams will open with the 
following sections: 
 
o Exam title 

 

 
 
Start by entering an exam title. This is a free-text field  
but the following format is recommended for titles:  

 
Requested date (YYYY-MM-DD format) + course code + course 
title + module if applicable, e.g. ”2021-05-08 HV0170 
Production Biology” (see screenshot). 

 
o Basic information 
 
Under this heading, you enter the planned number  
of students, the length of the exam in hours and minutes and if it is a  
regular exam or a resit (see screenshot). 
 

 
 

o Scheduling priorities 
 
Enter the date and time you would like to book. Please note that you 
must select at least one date/time option before you can save your 
request. 
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Click the “Add new” button to open a dialogue box where you enter 
the date and period you would like to book (see screenshot). The 
available periods are “Förmiddag” (morning), “Eftermiddag” 
(afternoon) and “Kväll (endast för kvällskurser)” (evening, only for 
evening courses). 
 

 
 
You can select up to 5 priorities for an exam.  
 
o Exam objects 
 
The next step is to enter the exam objects. Some objects are 
compulsory, others are optional. 
 
The following objects are compulsory: 
 

o Exam type – for example “Papperstentamen” (paper exam) 
o Exam language – Swedish or English 
o Campus – Ultuna or Alnarp 
o Ansvarig person – the course coordinator/ 

teacher/administrator responsible for the exam 
o Kurstillfälle – the course instance the exam refers to 

 
The following are optional exam objects: 
 

o Modul – the course components covered by the exam 
o Linked exam – use this option if an exam needs to be 

scheduled together with another exam that has already been 
registered. Search for the exam id or title. 
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You choose an object by clicking the row you want to fill in (e.g. 
“Campus”). Then click one of the objects in the list underneath the 
rows. You can also search for an object using the search box (see 
screenshot below). 

 

For the object types “Ansvarig person”, “Kurstillfälle” and “Modul”, 
you can select more than one object in the corresponding list. 

o Additional information 
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Under this heading, you fill in the following fields (see screenshot 
above): 

 
o External reference – not in use, leave empty 
o Information to the students – for example which aids 

students are allowed to bring to the exam This information 
will be displayed for students in the web schedule. 

o Information to the supervisors – not in use, leave empty 
o Information to the administrators – This information is 

only visible to the Exam Services team. Use it for any other 
important information about the exam. 

 
When you have completed the order form, click the “Save exam 
request” button (see screenshot below). 
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If you forget to fill in one of the mandatory fields, an error message 
will be displayed telling you which field(s) you need to fill in. If 
everything is correctly filled in, you will return to the “Overview of 
exams” page and your request will be displayed at the bottom of the 
list. 
 
If you need to make changes to one of your exam requests, click 
the three dots in the “Actions” column and select “View & edit” (see 
screenshot below). 
 
You can delete an exam request provided it has not yet been 
scheduled. 
 

 

• Actions – Batch import exam requests 
 
As an alternative to adding exam requests using the form, you can 
import them. 
 
Start by downloading the SLU import template. Do not use the TE 
Exam template available via the link “Download import template”. 
 
Open the file and fill in each column according to the instructions. 
You cannot add or delete columns, or change the names of 
columns or tabs in the template.  
 
When you are done, upload the file to TE Exam by dragging it to the 
grey box, or click anywhere in the box to select the file from a folder 
on your computer (see screenshot). 
 

https://internt.slu.se/globalassets/mw/stod-serv/utbildning/ld/system/timeedit/slu---te-exam-importmall-eng.xlsx
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When the file has been uploaded, the information will be displayed 
on separate rows, one per exam, with columns on the side. A 
message will be displayed informing you if the import was 
successful or if there were warnings and/or errors. Errors will be 
displayed in red, warnings in yellow. You can fix these either directly 
in the list, or in the import file.  
 
To fix errors and warnings in the list: 

 
o Click the plus sign to the left of each request row (see 

screenshot below). 
 

 
 

o If you need to change anything in a text field, click the field 
and edit. 
 

o If you need to correct the date or interval, click the 
corresponding tab heading (see screenshot below). 
 

 
 



TE Exam for requesters 
 

17/19 
 

If you prefer to correct the import file, click “Clear data” (see below) 
and upload the import file again. 
 

 
 
When you have made your corrections, click “Save import”. 
 
You will see a confirmation message telling you that the import is 
complete. You can choose to import another file by clicking “Import 
another file”, or you can open one of the submitted requests. You do 
this by clicking the “View & edit” button available for each row (see 
below).  
 

 

• Actions - Export exams 
 
This function is used to export information about the exams that 
have been registered. 
 
Start by clicking one of the category tabs “Pending exams”, 
“Scheduled exams”, “Past exams” or “Cancelled exams”. Then 
check the exams you want to export. 
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Then open “Export settings” and select the information to include in 
the export. 
 
Finish by clicking the “Export exams” button (see below). 
Information for the exams you selected will be exported to an Excel 
file. 
                                      

 

Page – All rooms  
This page displays all the rooms available to book for exams. You can sort 
by name, size, building, campus and type of room by clicking the different 
column headings (see below). Clicking the green “View” button to the right 
of each row displays more detailed information about a particular room. 
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Page - Profile 
This page contains information about your TE Exam user account.  
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