S

S L u Sveriges lantbruksuniversitet
Swedish University of Agricultural Sciences

20 october 2025

TE Exam for requesters




TE Exam for requesters

Content

Login t0 TE EXAIM.....coccooiiiiiiiiiiiiiiceeeete ettt s 3
A7 BN 1110 1112 111 OO OO TUORUP 4
Submenu - Language and 10g out .................occcoiviiiiiiiiniieicee e 4
Page — HOME ........coccuviiiiiiieeeeee ettt e et e e e s 5
Page — Room booKings 0Verview...............occcoeviiiiiiiiiiniieciee e 8
Page — Overview of eXamsS............ccooouiiiiiiiiiiiiiiiiictceeceeee e 8

o Actions — Create new exam request ...........ccoceeeieieiececececcecee, 9

e Actions — Batch import exam requests .........c..ccceeeeeeeeecie e, 13

o  Actions - EXPOIt €XamsS.........coooioiiiiiiiieiietecteeceeeeeeee e 14

Page — AILFOOIIS............ooooiiieiieeiie ettt e eee e sbe e s eenne s 14
Page - Profile ............coouiiiiii e 15

2/15



TE Exam for requesters

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 must first log in to SLU
TimeEdit to create an account. Then contact timeedit@slu.se to get TE
Exam permissions. The email should specify what institution and faculty
you need to order exams for.

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

When you have confirmation your Exam permissions are set, you go to
https://www.timeedit.net/slu to log in.

TE

SLU - Sveriges lantbruksuniversitet

Sign in with Standard

Sign in with TimeEdit account

(] Remember my choice

Change organization

Click the big green button and log in using your SLU credentials. Choose
the profile named Exam.
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din mail@slu se Losgul TL

SLU - Sveriges lantbruksuniversitet

Select your profile

Continee as anv 1D [Standard]

Sagn in as Exam

TE Exam starts up and you can start working.

Main menu

The main menu has one submenu and five pages.

e || @ 5LU-Sveriges lantbruksuniversitet Home

-

-

P HOME

I_D Room bookings Exams

° Untitled Room booking view J Saveview as
Dates

° 2025-10-17 - 2025-11-14

- Obijects Filters

Supervisors v  Exams v
Exam Prep time Clean-up N - P -
Date Room Supervisors Exams Planned Registered Utilization Action @
slot starts end
2025-10-20 08:00-... 07:00 12:30 Skirden 3303 1 13 MaM 16/13/25
2025-10-27 13:00-.. 12:00 18:00 Bokskogen 3303 1 40 17 17/40/25
2023-10-17 08.00-.. 07:00 11:.00 Tentamenssal 1 2/2/2 1 46 Mah 48/46/32
2023-10-17 08.00-.. 07:00 11:.00 Tentamenssal 2 3373 1 80 Mah 78/80/91
Tentamensrum B
2025-10-17 05:00- 07-00 11:00 ™ 2/2/2 1 & MNahl 6/6/7
2025-10-30 03:00- 07-00 15:00 Bokskogen 3/3/3 1 20 o 0/20/25
2025-10-23 05:00- 07-00 13:00 Bokskogen 1/2/2 1 15 7 7/15/25
2025-10-18 0%:00-... 0&:00 13:30 Tentamenssal 2 2/2/z 2 35 12 12/55/91
2025-10-18 14-16(.. 1330 17:00 Tentamenssal 1 2/2/z 1 20 4 4/20/52
2025-11-03 13:00- 12:30 17:00 Tentamenssal 1 0/0/2 1 49 B 0/49/52
1-10 of 79 objects [1]2 3 4 5 6 7 8 > | 10/page
e

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
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interface are available in English. This is also where you find the "Log out
option.

2025-10-15 0900 0300 1330
YIS AN-AR "I.J'I_‘I#} @ D[
L k o0
Exam Manager Svenska
Language > Norsk

@ Log out

Page — Home

The first page you will see is the “Home” page.
This page has two tabs:

e Room bookings

- @ SLU - Sveriges lantbruksuniversitet Horme

-

-

- HOME

I_D Room bookings Exams

° Untitled Room booking view ~ (] Save viewas
Dates

° 2025-10-17 ~ 2025-11-14

- Objects Filters

Supervisors v Exams v
Exam Prep time Clean-up - N P .
Date Room Supervisors Exams Planned Registered Utilization Action @
slot starts end
2025-10-20 08:00-. 07:00 12:30 Skarden 3/3/3 1 13 NaMN 16/13/25
2025-10-27 13:00- 12-:00 18:00 Bokskogen 3/3/3 1 40 17 17/40/25
2025-10-17 08:00- 07-00 11:00 Tentamenssal 1 2/2/2 1 48 NaN 4B/486/52
2025-10-17 08:00-. 07:00 11:00 Tentamenssal 2 3/3/3 1 80 NaMN 78/80/91
Tentamensrum .
2025-10-17 08:00-. 07:00 11:00 a1 2/2/2 1 6 NaM 6/6/7
2023-10-30 08.00-. 07.00 1300 Bokskogen 3/3/3 1 20 o
2025-10-23 08:00-. 07:00 13:00 Bokskogen 1/2/2 1 15 7
2025-10-18 09:00- 08:00 13:30 Tentamenssal 2 2/272 2 55 12 12/55/91
2025-10-18 14-16(. 13:30 17:00 Tentamenssal 1 2/2/2 1 20 4 4/20/32
2025-11-03 13:00-. 12:30 17:00 Tentamenssal 1 0/0/2 1 42 MNaM 0/49/52
1-100f79objects < [1]2 3 4 5 6 7 8 > | 10/page
ees

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

® s Home

HOME

Room bookings

Untitled Exam view v @ Save view

Scheduled date
Objects
Id Name +
B 17547 2021-03-17 HOO125 Ridk.
B 18503 2021-03-17 HOO125 Ridk...
+ B 17549 2021-03-25VMO121 Livs
+ [ 18505 2021-03-25 vMoO121 Livs.
B 17550 2021-05-28 811337 Mikro

as
Id Interval
Between
Status Checklist Owner Kurstillfille
b ( Anders 612530
0/0 00125-30.
Scheduled : Andersson -
. 0/0 HO0125-30...
Pending Persson
[ ] ) Anders )
0/0 VMO0121-30.
Scheduled Andersson
Pia
0/0 VM0121-30.
Pending Persson
Pia .
0/0 BI1337-401...
Pending Persson

Free text search

Filters

Status v Isre-exam v
Type Professors
Praktisk

Hannah Jaco

examination

Praktisk

Hannah Jaco... -

examination

Papperstentamen

Papperstentamen Emma Berge...

Emma Berge..

Papperstentamen Mikael Pell

1-50f 5items

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.

Exam type
Date Time
3:00
2021 120
0317 |
16:15
N/A
13:00
2021
03-25
16:00
N/A
N/A
10/ page

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).
Utilization Actions [ +]
0/22/48 ‘e
0/6/15 ‘e
0/0/10 ‘e
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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.

Save your column settings by clicking the “Save and close” button

Edit columns

Columns

Grouping Status Id Name
Status Checklist Owner
Course Kurstilifalle Cost Center
Type Kursledare Date

Exam slot Room Priorities
Supervisors Students Linked exam
Published Comment Created
Action

Pagination 10/ Page in pagin...

Close without saving |

7115

Campus
Duration

Adrmin

Time

Utilization

Inbound links
Updated
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Page — Room bookings overview

This page shows the same information as the “Bookings” tab on the

“‘Home” page.

| @ SLU - Sveriges lantbruksuniversitet ~ Room bookings / Overview

ROOM BOOKINGS OVERVIEW

Untitled Room booking view v (I Saveviewas

Dates

2025-10-17 2025-11-14
Objects
[} Prep time
- Date Examslot wtarts Clean-upend = Room

2025-10-20 08:00-... 07:00 12:30 Skirden

2025-10-27 13:00-... 12:00 18:00 Bokskogen

2025-10-17 08:00-_. 07:00 11:00 Tentamenssal 1

2025-10-17 08:00-_. 07:00 11:00 Tentamenssal 2
Tentamensrum

2025-10-17 03:00-... 07:00 11:00 a1

2025-10-30 08:00-_.. 07:00 15:00 Bokskogen

2025-10-28 08:00-_.. 07:00 13:00 Bokskogen

2025-10-18 09:00-._. 08:00 13:30 Tentamenssal 2

2025-10-18 14-16( 13:30 17:00 Tentamenssal 1

2025-11-03 13:00-... 12:30 17:00 Tentamenssal 1
1-100f 79 objects

Page — Overview of exams

Filters
Supervisors v Exams v

Supervisors Exams Planned Registered

3/3/3 1 13 18

3/3/3 1 40 17

2/22 1 a6 133

3/3/3 1 a0 133

2022 1 & 133

3/3/3 1 20 0

1/2/2 1 15 7

2/2/2 2 55 12

2/2/2 1 20 4

0/0/2 1 49 0

[1]2 3 45678 > 10/page

This page shows the same information as the “Exams” tab on the “Home”
page. There is also an “Actions” submenu (see screenshot).

@ 5LU - Sveriges lantbruksuniversitet

OVERVIEW OF EXAMS

|

Untitled Exam view J Save view as

Scheduled date Id Interval

- Between
Objects

Id Name

e
g

WMO117 Idisslarmedicin

+
006

1857 DO0115 Dodos 2 (omtent.
+ 2012 HV0166 ardinarie
+ 2013 HVO158/HVO144 omtent...
O s | 2014 LBO105, LEO107 Animalie...
+ 2015 LEO107, LEO113 Livsmede...
- B 2016 HV0163 omtentamen 1
- B 2017 LEO105, LEO113 Vaxtprod...
+ B 2013 HVID175 omtentamen 2

Examns / Overview

Campus Status
Ultuna ® Past
Ultuna ® Past
Ultuna @ Past
Ultuna ® past
Ultuna ® Past
Ultuna ® Past
Ultuna @ Past
Ultuna ® past
Ultuna ® Past

1-10 of 4296 objects

The “Actions” submenu has the following options:
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Filters

Create new exam request
Batch import exam requests

Export exams

Status v

Checklist

/0

/0

0/0

/0

/0

/0

0/0

/0

/0

(1]2 3 4

Resitexam v  Examtype »

Owner Course

Magdalena
Hydman

Katarina
Nordstrém

Anniqua Melin -

Annigua Melin -

AsaWengstrém -

Asawengstrom -

Anniqua Melin -

AsaWengstrém -

Annigua Melin -

430 > | 10/ page
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Actions — Create new exam request

When you click this, a request form for exams will open with the
following sections:

o Exam title

- @ 5LU - Sveriges lantbruksuniversitet Exams / New exam
-
-

Exam information [

pa Toljande Tormat: Kurskod Kursnamn (ev. aelkurs). .ex. HVU1/0

—

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

Course code + Course title + module if applicable, e.g. “HV0170
Produktionsbiologi” (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).

Basic information

Planned number of students: Hours: 0O Regular or resit exam:

0 Minutes: 0 . Regular exam

Resit exam

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.

v Scheduling priorities

:

The following errors are stopping you from saving:

Please add at lest 1 additional scheduling priorities
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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 “Férmiddag” (morning), “Eftermiddag”
(afternoon) and “Kvall (endast for kvallskurser)” (evening, only for
evening courses).

2 Add new

© Date: |2025-11-067 Interval: |Eftermiddag # ®

© Date: po25-11-067 Interval

Kwall (endast for kvallskurser)
Eftermiddag

Formiddag

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:

Exam type — for example “Papperstentamen” (paper exam)
Exam language — Swedish or English

Campus — Ultuna or Alnarp

Kursledare — the courseleader responsible for the exam
Admin — the administrator who creates the activity in Ladok
Kurstillfidlle — the course instance the exam refers to

O O O 0O 0O ©

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.

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).
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Exam objects

Type Selected objects

Exam type* Digital salstentamen &

Exam Iaiiuaie‘ Engelska @&

Kursledare*

Admin®
Kurstillfalle®
Modul

Linked exam

+ Select Campus

Mame

Alnarp ‘—_
Ume3 ‘_
Ultuna 4—_
Skinnskatteberg ‘—_

Show relations

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

o Additional information
v Additional information

External reference:

Information to the students:

Information to the supervisors:

Information to the administrators: Only administrators and the exam owner will see this
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his heading, you fill in the following fields (see screenshot

External reference — not in use, leave empty

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.
Information to the supervisors — not in use, leave empty
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).

0
0

Save exam request |

@ SLU - Sveriges lantbruksuniversitet Exams / Nev

Exam information |

Mamnge tentamensbestallnings

Produktionsbiclogi

Basic information

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.
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a Examn title cannot be empty.

s hmmd Sl mimrnm =l FRllnm A fnvemn s L ..-Skc

1Zi '9 Exam Type cannot be empty.
9 Exam Language cannot be empty.
tud € Campuscannot beempty. |

b a Kursledare cannot be empty.

Minutes: | ()
a Admin cannot be empty.

a Kurstillfalle cannot be empty.

_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.

esitexam v  Examtype v Myexams v

k= Published Action | Source [ +]
Mat published E TE Exam
Mot published View & edit
Mot published Duplicate exam
Mat published Delete exam

Actions — Batch import exam requests

This function doesn’t work with SLUs exam setup. It is not
supported and not used.
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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.

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.

[ @ SLU - Sveriges lantbruksuniversitet Exams / Export Exams

Py | EXPORTEXAMS | cancel |
v S
> Export settings
9 Select exams to export:
[ ]
- 3 Export exams
| Pending exams Scheduled exams Past exams Cancelled exams
Untitled Exam view v (1 Save viewas
Scheduleddate Kinterva Frestectssareh
2025-10-17 - 2025-10-1% Between
Objects Faters
Resitexam v Examtype v Myexams v Owners v
L] Id Name ‘Checklist Owner Date Time Examslot Room Utilization Supervisors Students
Anniqua 09001300 Ter
B| 17160 pooissskittigtentame..  o/0 ° n 20251015 09:00-1200 20272 66135
Meli (8-13:30)4h 2
Lowi: 13:00-17:00
B 1321077 5v0071 Skog-ytijande . oo s r.. 20251017 13:00-17:00 Sibirien ors 2/3/3 or810
Jonsson (12-18) 4h
Sofia 09:00-13.00 Tentamenssal |
B 121120 Bseo/EIztimmuncle.. 00 20251018 09:00-11:00 ore1 20212 s/8/20
Erikssor (613304 2
1416
B Sofia __ Tentamenssal
B 1521132 Bi389/BEIL91 Virclegio. o0 iy jeBlo.. 2025-10-16  1400-1600 (13301700 4 o2 27212 /4420
riksso
i Magdslena
1323600 VMO137 Lymfoida organe... oo Hydman -~ 2025-10-17 08:00-10:00 N/A NA NA NA 133/133/133
1-50f5objects < | 1] > | 10/page

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.

{n|
9]

Name Capacity © Floor © Building Campus ©  Address Information
Bokainte! - Fysik-Geologilabb Tentamen MVM 0 o Uit
Filtiv Alnarp 200 [ Alnarp Anvi
Fiktiv Uppsala 200 o uit Anva
‘gamla Spiltan - BOKA INTE 10 1 Articum/Navet Alnarp
Garderob o 2 Undervisningshuset Ul

200 o Utomhs Alnarp Anvin

30 o uit Any

30 o Uit Anv

30 o Uit Anv
UMU, Ostra paviljongen 200 o Utomhus Umes Tentamensrum Anvinds far bokningav tentamen vid Umes Universiteti TE Exam

‘T‘zaas % >
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Page - Profile

This page contains information about your TE Exam user account.

- @ SLU - Sveriges lantbruksuniversitet Profile
-
_ evax0001
TE_EXAM::dec
l_D About
° Email evelinaxelsson@slu.se
Language  English
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