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TimeEdit’s web interface - start page 
Each university that uses TimeEdit has its own start page in the system’s 
web interface. Go to https://cloud.timeedit.net/slu/web in a browser. Start 
page for SLU is shown (see picture below). 
 

 
 
Click the big green button and log in using your SLU username and 
password. Then click either Viewer or Reserve, it will take you to the same 
page. 

 
 
This is the main entrance of TE Viewer and TE Reserve. You can change 
language using the button in the top right corner, if needed. 

https://cloud.timeedit.net/slu/web
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This guide uses English settings. 
This start page shows different entrances. Each entrance has several 
different pages showing the schedule in different ways or handling 
web reservations. 

“Student” - entrance 
To use the “Student” entrance you need to be logged in as this is a locked 
entrance. All students at SLU are authorized to log in to the “Student” 
entrance which consists of the following two parts: 

• Schedule pages – View schedules (e.g. course schedule or room 
schedule) 

• Reservation pages – Make web reservations (e.g. reserve group 
study rooms) 
 

Go to the “Student” entrance by clicking on the link “Student” shown on the 
start  

When you have accessed the Student entrance you will be able to choose 
from several pages that view schedules and handle different types of 
simple resource reservations, e.g. group study room reservations (see 
picture below). 
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Search for a schedule 
Click on the schedule page “Course schedule” (see picture above) to 
search for a course schedule. Please note that the course leader in each 
course determines whether TimeEdit will be used for course schedule or 
not. Ask your course leader what applies to your course. 

Here you can search for schedules according to the following instructions:  

 

1. Here you choose what object type you want to search for, e.g. a course 
event or a course group. 

2. Here you select if you want to filter on any category, e.g. department or 
start semester. 

3. Here you fill in the name of the object that you want to search for (e.g. 
the name of a specific course event) and then click on the magnifier 
icon. 

4. The system picks up and presents the available search results that 
exist depending on your previously selected criteria. You now click on 
the search result you want to see the schedule for. 
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5. The selected option will be located under "My criteria" and here you 
can choose to add even more search criteria by repeating previous 
steps. 

6. When you are satisfied with your choices, click on the "Show schedule" 
- button. The selected schedule is now displayed (see picture below for 
example). 

 

Please note that the page footer contains detailed information about those 
rooms that are on the reservations included in the schedule. 

 

Changes in the schedule are immediately displayed and indicated with a 
red dot (see picture below). The indication is removed after 12 hours.  
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You can change the time frame for your schedule search by choosing an 
optional date. You can also go back to the search page by clicking on the 
“Search” – icon. 

 

 

Customize a schedule 
In TimeEdit’s web interface there are a variety of possibilities to customize 
a schedule. Here are the most common: 

Change schedule format (text schedule  graphical schedule) 

At the lower right part of the page there is a button that can be used to 
switch between the graphical and the text format of a schedule.  

Switch from text schedule to graphical schedule: 

 

Switch from graphical schedule to text schedule: 
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Menu ”Customize” 

 

Under the menu "Customize" (in the upper right corner of the page) there is 
a variety of settings to make. The most common are presented below. 

Submenu ”Layout” 
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Here you can e.g. choose to change sorting and grouping in the schedule. 
Time frame and time format in the schedule can also be changed here as 
well as schedule format (graphical schedule or text schedule). 

Submenu “Reservations” 

Under the submenu “Reservations” you can set how you want the colors to 
be displayed in the schedule. For example, you can choose to color 
according to the different objects displayed in the schedule (e.g. room, 
group, activity or person). By default, the schedule is colored according to 
“Activity” and each activity has a predetermined color, e.g. “Lecture” is 
green, “Seminar” is blue and so on. 

Here you can select which columns are to be visible and also in which 
order they are shown in the schedule. 



View schedules and make web reservations in TimeEdit 
 

10/17 
 

 

Download a schedule  
Under the menu ”Download” (in the upper right corner of the page) you can 
choose to download your schedule. For example, you can download your 
schedule to PDF-, Excel-, or Text format. Please note that if the schedule 
changes, a new download must be made to the desired format to get the 
changes. 
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Subscribe to a schedule 

You can subscribe to a schedule and view it on your device (e.g. your 
phone) or application (e.g. Outlook or Google Calendar).  

You click on the ”Subscribe” – icon and follow the instructions that appear 
in the box that is shown. 

 

You can choose whether you want to subscribe relative 4 weeks or relative 
the entire date range that is displayed on the page. 

When you subscribe to a schedule in TimeEdit the so-called iCal format is 
used. This format does not determine how often the schedule is updated. 
Instead, it is the device or application that receives the subscription that 
determines this.  

Some applications and devices allow you to set how often the subscription 
is updated while others use a fixed range. 

Save a schedule as favorite  

You can save a schedule as favorite, which means that you do not have to 
search for it again every time you log in to TimeEdit’s web interface. 

You click on the icon “Save favorite”, enter the name of the favorite in the 
box that appears and then click on the “OK” button. 
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The saved favorite is displayed on the search page. 
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Make web reservations 

 

In addition to schedule pages, the Student–entrance also contains a 
number of pages that can be used to make simple web reservations. 

Just as an entrance can be locked, a reservation page can also be locked, 
which means that only certain user groups have access to the content on 
the page.  

Some other reservation pages are open, which means that everyone who 
logs in to the entrance can also reserve the objects available on the 
reservation page. 

The following example shows how a student can reserve one of the group 
study rooms in the Umeå Library. 
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Reservation rules are shown in the upper middle part of each reservation 
page (see picture above).  

We choose the specific group study room we want to reserve by clicking on 
the column that belongs to that room and on the day we want to do our 
reservation.  

You will now get a pop-up window where you set the start and end time for 
your reservation and enter a Title-text (mandatory). You can see it in the 
example below. 

 

 

Then you click the ”Reserve” button. 

Now you will see a confirmation window for your reservation. If you want to 
send the reservation by email click the "Send confirmation" button and type 
in your email address. 

Your reservation is now confirmed and in the system. 
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Your reservations are shown both in the calendar and in the table “My 
reservations” (see picture below). 

 

You can edit or cancel your reservation by just clicking on it and pressing 
“Edit / Cancel reservation” - button. You will then see a window where you 
can change the time or cancel reservation. 

 

View exam schedule 
For those courses whose exams are administered by the central exam 
organization, Exam services, it is possible to view an individual exam 
schedule in TimeEdit. 

A basic prerequisite for this is that:  

• The department responsible for the course is connected to the 
Exam services 
 

• Ladok is used for exam registration and  
 

• Exam services handles registered students in TimeEdit 
 

Ask your course leader what applies to your course. 
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In such case, the link to the exam schedule is shown in the course 
schedule under the column ”Exam info” (see picture below). 

 

You can also see only the exam times for a course by using the Exam 
schedule in the first page. 

 

Click on the link to the exam schedule to get to the login page for 
TimeEdit’s exam interface (see picture below). 

 

Here you enter your personal identity number (Swedish: personnummer) 
in the format YYYYMMDD-XXXX and then click on the button “View your 
exam schedule”. 
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Once inside the exam interface, you will see the information about the 
exam for which you are registered. For example, the examination time and 
the examination room are shown here (see picture below). 
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