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SCHEMAPLANERAREN 
HOW TO FIND SCHEMAPLANERAREN 

There are several ways to find Schemaplaneraren. 

One way is to search for Schema in the drop down list at Insidan https://old.liu.se/insidan/?l=sv . Please 
note that you must use the Swedish website. If you click on Schema, you will be directed to our 
homepage where you can click on the button for Schemaplaneraren. Here you can also find other 
useful information, see Figure 1.  

  

If you, in the drop down list choose Schemaplaneraren instead, you will access the program directly. 
See Figure 2. 

 

 

Figure 1, Use the drop down list and click on the link to Schema. 
Then click on the shortcut for Schemaplaneraren. 

Figure 2, Select Schemaplaneraren in the drop down list. 

https://old.liu.se/insidan/?l=sv
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On the home page of Schemaplaneraren, you can find different tabs to the left on the screen. 

You can also fold the black frame to the left by klicking on "Menu" to save some space on the screen. 

 

AVAILABILITY 

It is possible to mark when you are not available for teaching. This could be useful as the person who 
would like to schedule you will be informed that you are not available certain hours. You can add this 
manually (title will be visible to others) or have the calendar in Schemaplaneraren sync with your 
Outlook calendar. The only thing that will be visible for others is that you are busy, no details 

To mark when you are not available, just mark the time in the calendar and fill in the little form, see 
Figure 3.  

 

 

INFO/ FAQ 

Under the FAQ / INFO tab, you can find answers to frequently asked questions. You can also get tips 
on how to simplify your work in Schedule Planner. If you have a question, and cannot find the answer 
here, please email 1330@liu.se to get help from the schedule coordinators (LOTS).  

Email is usually answered to during the day, however, priority is given to urgent emails.  

Figure 3, When a new event is drawn in the calendar, the “new event” box will 
appear where you can specify the type of event.  

mailto:1330@liu.se
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FORUM 

When creating courses, it is possible to add forum users. These users can under this tab comment and 
participate in a conversation about the timetable proposals. However, they cannot make changes to 
the timetable.  

All the main editors and editors that make changes to the timetable are also included in the forum for 
the course.  

You can create new topics for the course or answer the existing ones. 

If you find activities in a timetable that need to be discussed, just click on comment and a new topic 
will be created and can be found under this tab.    

TEACHER OVERVIEW 

In this tab you can search for specific teachers to see if they are scheduled to teach in other courses. 
You select the dates that you are interested in and then get a list of all dates and activities where the 
teacher is scheduled.   

TEMPLATES  

The purpose of using templates is to create preferred schedules with information to be used year by 
year. The template can later be converted to a timetable proposal, which you can edit. This is a good 
way to create a stable base to proceed from. 

You don´t need to use your own course moment when you create a template, you can choose any 
course moment. It is later, when you create a timetable proposal from your template that you must 
use the right course moment. You can also create several templates for the same course moment if 
you would like to work with one timetable for each semester or have several options. To separate your 
templates, you can name them under Title. Our recommendation is that your template with the 
preferred schedules is without teachers, since they can be replaced from year to year. The template 
can contain the moments of the course, and possibly room requests if the course has the same amount 
of students each year. 

A template can be created by using a previous TimeEdit schedule or from an old timetable proposal 
and works the same way as creating a timetable proposal, except that it cannot be submitted.  

TIMETABLE PROPOSALS 

In this tab the timetable proposals are created. Course data is retrieved from BILDA and if a course 
code does not exist, contact helpdesk@liu.se for assistance.  

On this page there is also a list of all courses that you are in some way connected to. You can sort the 
courses based on your role in the proposal by either main editor, coordinator or teacher. In the list it 
is also possible to choose whether proposal is to be reused and thus become the base for a new 
timetable proposal. If you are the main editor for a course, you can also choose to completely remove 
the proposal, see Figure 4.  

mailto:helpdesk@liu.se
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To create a new timetable proposal, click ”Create/reuse timetable proposal”, see Figure 4. You can also 
reuse somebody else’s proposal by searching for course code, course name or course moment.  

REUSE DATA FROM TIMEEDIT SCHEDULE, PROPOSAL OR TEMPLATE 

You can save a lot of work by reusing a previous TimeEdit schedule, proposal or template. Preparation 
data and activities are inserted automatically, and all you have to do is rearrange the activities, change 
time and possibly add/remove information for students and schedule coordinators.  

Choose from the following 

• Copy a template 
• Copy a proposal 
• Copy an earlier TimeEdit schedule 

  

Figure 4, Create proposal and get an overview of proposals you are involved in.  
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NEW TIMETABLE PROPOSAL 

 

To create a new proposal, do the following: 

1. Create a new timetable proposal by clicking the Create/reuse timetable proposal button and 
a new page appears, see Figure 5. 

2. Type the course code in the course moment field. 

If the course moment doesn´t appear when you enter the course code, you may create a 
provisional course moment. Click in the box “Create provisional course moment” and fill in the form; 
Course code, Course name, Campus, Block (if needed), Start week and End week. 
In a proposal with a provisional course moment, you can add a co-reading course that already exists. 
A timetable proposal with a provisional course moment cannot be handed in. Replace the provisional 
course moment with the real course moment when it is available. After this, you may hand your 
timetable proposal.  

3. Now you can choose to either reuse data from another TimeEdit schedule/proposal/template 
or create a completely new proposal.   

4. To reuse data, check the small box in front of Reuse data from another TimeEdit schedule, 
proposal or template. Here can you have three options, see Figure 6:  

o Copy a template Copy from one of your already created templates 
o Copy a proposal 

Copying a proposal means that you can search for any proposal already in the database 
and use this as a base for your schedule. The search function may be slow but the 
options will appear eventually.  

o Copy an earlier TimeEdit schedule  
Copying from a previous TimeEdit schedule means that you import a previous schedule 
from Time Edit. Type the course code and choose your schedule. The system searches 
the course schedule and import it from TimeEdit. When selecting import from 
TimeEdit, a link to the previous schedule will appear, making it possible for you to read 
it through before moving on to the next selection.  
 

5. Select which data to copy, only basic data or both basic data and preparation data. Basic data 
includes all types of general information pertaining to the entire timetable proposal, which 

Figure 5, The page for new timetable proposal, after having clicked the Create/reuse timetable proposal button. 
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may be useful for scheduling coordinators (blocks, co-reading, number of students etc.). 
Preparation is data used to build information about a particular activity. It may be about room 
requests, teachers and teaching activity types.  
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6. Select the calendar data to be copied.  
o You can start with a completely empty calendar and use the basic data and 

preparations.  
o You can copy stamps created by previous activities. Stamps are groups of 

preselection’s that that contains necessary information about the activities. If you 
choose to copy stamps only, the activities must then be placed manually in the 
calendar in the correct place.  

o You can also copy the entire calendar and then get a proposal that looks exactly like 
the previous timetable proposal. Of course, you can edit single activities even though 
the entire schedule is copied.  

7. Select start week and click create proposal. 
Now a new page will appear with new choices. It may take some time to import the 
schedule from TimeEdit, be patient.  

Figure 6, Check the box “reuse data” to see the options available. 
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8. It is time to choose which weeks from previous years to be copied to this year’s schedule, see 
Figure 7.  To the right is a box with information about special events. These may be, for 
example, holidays or other days where students should not be scheduled, such as LARM. If you 
do not want to see this information, click the little arrow in the yellow box. There is a box for 
each faculty. 
This step is only included if a schedule has been copied from earlier schedules or retrieved 
from TimeEdit.   

9. The last thing you need to do in order to proceed is to choose the expected number of 
students.  Then you can click on create proposal.  

10. Now you get to the four main steps 
To move between the tabs  Basic data, Preparation, Calendar and Overview/finish either click 
on the next tab, all is saved immediately, or click the button save and go to next. 
 
 If you created the proposal from a template, other proposal or TimeEdit schedule, much 

will be imported and prepared. In that case, just enter and edit what is needed. Below is a 
description of each step, but in case of reuse it is possible to make a quick review and then 
go straight to the calendar.  

 

Hold the mouse over the question marks if something is unclear 

  

Figure 7, What weeks should the schedule apply to? 
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1. BASIC DATA 

 

Fill in all information on the basic data tab, see Figure 8, Fill in basic dataFigure 8. To be able to submit 
the proposal, all basic data must be complete.  

Courses If all the moments of the course is co-read with other courses, you can simply add 
these courses by clicking Add co-reading course.  

Block If the course is bound to blocks, it is important to choose the correct blocks here, if 
the blocks are not already filled. This adds an additional overlay in the calendar 
view. 

Main editors The creator of the proposal will be the main editor with the responsibility of 
handing in the completed proposal. You can add more than one main editor.  

Editors  Regular editors may edit the content such as adding information to 
students/coordinators, move activities etc. However, they will not be able to hand 
in the proposal.  

Forum users Forum users can only view the schedule and participate in discussions regarding the 
proposal. They cannot edit the proposal itself.  

Special needs If any course participant or teacher has special needs that the schedulers need to 
take into account tick this box.  

 

Figure 8, Fill in basic data and use the question marks if anything is unclear.  
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Information to coordinator 
The box should be used to write general information you want to share with the 
coordinator who creates the schedule.  

2. PREPARATION 

This works as a filter, where you choose which options should be able to use, to make preselection 
entries in the calendar step. You can go back and add more preselection’s if you find that something is 
missing when you start planning the schedule, see Figure 9 . 

 

Preparations are used to:  

1. Make it easier to create a calendar post. 

2. Make it easier to keep track of different types of activities and rooms needed. 

3. Used as preselection entries in the calendar step, reducing the risk of forgetting important 
info. 

 If stamps are transferred from previous schedules/proposals, you can skip this step. 
 

Figure 9, Tab to make preparation that can help in the creation of new activities.  
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Teaching activity types 
Be sure to include all sorts of activities that will be used during the course here to 
ease scheduling.  

Room request  Choose which types of rooms you want (at which campus), preferably multiple 
categories, such as one for lectures, on for seminars and one for labs 

If you do not require a specific type of room, this can be skipped. However, always 
enter campus and size of the preferred room. Size 10 = group rooms (unless 
otherwise specified to the schedule coordinators). The rooms are distributed 
according to the size and which rooms are available. Are there specific reasons why 
a larger room would be desired, clarify this in “information to coordinator”. 

Co-reading Should the course co-read certain activities, e.g. lecture or lab, the course´s course 
cod should be entered here. This reduces the risk of collisions and double bookings.  

Teacher Search for the teachers that will participate in the course.  

Bulk replace If you have a copy from an earlier proposal, template or TimeEdit schedule, the 
teachers or student groups might already be filled in. You can easily bulk replace 
those objects by clicking on the box at the right corner. You can delete an object, 
or replace it with a new one. The object will then be bulk replaced in the 
Preparation and on all moments in the Calendar. 

Student groups and subgroups 

You can only add an existing student group. Most of the groups use the syntax 
“Course code.01” and so on but they can also be called “KOGVET1”, “ANET1” etc. 
If miss a group, contact 1330@liu.se for information. 

3. CALENDAR 

If you have imported all the activities in a proposal, the calendar in this step will be full of activities. To 
edit a single activity, just click on it and an edit box appears, see section Edit / remove activity.  

 Note that the timetable proposal in the schedule planner is a prelaminar request, and activities 
may be moved depending on room availability. Schedule coordinators are expected to 
optimize room usage. Therefore, it is good if you specify alternative times.  

To add activities of the same kind as before, use the stamps, see the heading Stamps. If you want to 
add new types of activities, it is described under the heading New activity and the activities are created 
by dragging or clicking in the calendar, see different views, create new activities. You can also move 
around the activities by grabbing and dragging them, or simply remove them by clicking on it and select 
Delete.  

  

mailto:1330@liu.se
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Switch between weeks 

Switch between weeks in the calendar by clicking the arrows to the upper left of the calendar.  

Different views, create new activities  

It is possible to view the calendar in different ways.  

When creating activities that are within the usual two-hour pass, the working hours view works best, 
which is the default view, see Figure 10. Click in the area for a two-hour pass and the activity will 
automatically be added from a quarter past and last for 1 hour and 45 minutes. A new box for new 
teaching activity will appear, see Figur 11 

Sometimes it might be easier to use the full day view. In full day view you can create an activity during 
ant period of time, minimum 15 minutes. 

 

 

There is also a month view in case you would like an overview of the schedule for a longer period of 
time.  

New activity 

 Make sure to use the preselected options (set in Preparation tab) as far as possible. This is to 
ease the scheduling for everybody involved. To use your preselected options, click the circle 
next to “preselected” instead of “other” under teaching activity type, co-read with, teacher, 
room request and student groups 

Internal name Here you can give the activity a specific name, which will then be the name of the 
stamp that is created. 

Figure 10, The calendar shows activities in the working hours view. 
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Time The coordinators appreciate if you enter alternative times for the activity, so that 
they can find a good alternative inn case of trouble finding a suitable room, or if co-
reading collides with other courses etc.  

Should the activity be longer than two hours, it is possible to change.  

  

Figur 11, The box for New teaching activity. Do not forget to check the number of parallel 
activities and to fill in teacher and student group for each occasion through the tabs at the 
top right side.  
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Number of parallel activities – student groups 

This is good to use when having activities such as labs or seminars, that the students 
have in parallel groups at the same time. When parallel activities are selected, it is 
possible to choose whether the settings should be separate or not, for each parallel 
activity.  Usually, separate settings are required. The different passes read in 
parallel are entered via tabs (1,2,3…n) in the top right corner of the activity settings. 
Choose teacher, room request and student groups for each occasion.  
When you are finished with your parallel activity, the moment should look like this 
in the Overview/finish (see Figure 12). For example, 4 parallel activities with a 
specified room per specified student group. 

 

 

 
If it turns out that one parallel activity need to be separated from the rest, it is 
possible to break out the activity by clicking Breakout activity. 

Information to coordinator 
This box can be left blank initially to create general stamps. Afterwards, enter the 
editing mode of an activity and add information to the schedule coordinator if 
needed.  When editing the schedule, click on the activity and type the information 
to the coordinator that is specific for this activity. 

Information to student 
This box can be left blank initially to create general stamps.  Afterwards, enter the 
editing mode of an activity and add information to the students if needed.  This 
information will be visible to the students on the schedule. Could be i.e. name of 
lecture, information on how to prepare, section in book to read etc. 

 

Choose if the activity is to be co-read with other courses. The courses are obtained from the database 
and if the course lacks a proposal in the schedule planner a new one will be created.  

Figure 12, Parallel activities with student groups in the Overview 
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Stamps  

When creating an activity, the unique settings will be saved as a stamp, see Figure 
13. These can then be pulled out to the schedule to preferred times in the calendar. 
Therefore, it is good to make general stamps and then write specific information 
to student or coordinators later. If a template is created, specific information 
should be entered only when the template is converted to a proposal.  

If you edit a stamp, the changes will apply to all identical stamps. 

You find the stamps on the left of the screen.  

To go to the specific activity, click the arrow on the stamp, and then click on the 
activity from the list. You can also change settings of the stamp by clicking Edit 
stamp at the bottom.  

Edit/ remove activity 

To edit an activity, a left click is required at the activity you want to edit, and then 
the edit box will appear. This box is of the same type as new teaching activity, but 
here you can save changes, cancel the change and remove the activity.  

If you want to move the activity to another time, just drag the activity in the 
calendar. 

I you want to delete all activities in a week, click SELECT WEEK, and then click the 
button delete all in selection.  

Copy weeks 

If the schedule for the course is very similar every week, you can copy weeks by 
clicking SELECT WEEK. Then a green box will appear which shows what week you have chosen. Go to 
the week where you would like to insert the data and click PASTE. You also have the possibility to click 
SELECT TO HERE, to mark several weeks to copy. The text in the green box will change to show which 
weeks you have selected, and you can now paste these wherever you want on the calendar.  

It is possible to add or remove activities in weeks that have been copied from other weeks.  

Please note that it is a copy, the data is still available on the original weeks. 

Overview of an activity / several activities  

To get an overview of what information is given for the activity, you can hold the mouse over the sign 
(i) at top right corner of the activity, see Figure 14. Then you do not have to go into edit mode every 
time you would like to check the information of the activity.  

If you want to review i.e. all the lessons in the course, you can go to the stamps and click the arrow in 
the stamp you want to look at. This will show all activities that have that stamp, and then you can pick 
a specific activity for editing.  

Figure 13, Stack of 
stamps 
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4. OVERVIEW/FINISH 

 

This (see Figure 15) is the page the schedule coordinators see when they work with the schedule. 
Therefore, it is important to check that all information the coordinators need to know is clear and 
included in this tab.   

In the tab overview/finish, you can see an overview of all the activities that were added to the course, 
see Figure 15. It is also possible to check the number of activities per group or activity type. That way 
you can easily verify that all groups have gotten the same amount of activities.  

 

Figure14, The box with information about the activity will be visible when you hold the 
mouse over the (i)-symbol in the top right corner of a activity.  
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If an activity needs to be edited, click on the time of the activity and editing mode will appear. It is a 
quick way to add information, teachers etc. when you see the entire schedule.  

You can filter the activities to e.g. only shows lectures, see Figure 16. Here you have the possibility to 
see if a teacher is double booked or unavailable. It is also possible to see if any alternative times have 
been entered.   

One way to communicate between editors in the proposal is to use activity status, see Figure 16. To 
do this, check the use activity status box and a new column named status will appear. The column 
consist of traffic lights that you can click on, and choose between the colors red, yellow and green. Red 
indicates that an activity is not fully done.   

If there is a number in the warnings column, click on the number or scroll down to the end of the table 
and get information about what problem the activity got. It can be that the activity is outside of 
specified blocks, that the teacher is busy in another course, or that activities collide with each other, 
see Figure 16. 

 

Figure 15, Overview of the activities created in the proposal. Review information for students and coordinators.   
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If you feel that the proposal is ready, and all the information needed for the schedule coordinators 
appears somewhere on this page, it is time to submit the proposal. Once submitted, the coordinators 
get access to it and can start with the scheduling.  

If you have created a general ideal template, the template needs to be converted to a proposal by 
clicking Create proposal. After this you can complete the last details. If you realize that something 
needs to be changed, you can undo the submitting, change, and submit again.  

 

  

Figure16, In the overview, you can get a lot of information, including sorting on teaching activity type, displaying 
teachers availability, se alternative times and use activity status.  



19 
 

THE MAIN POINTS 

 Proceed from old proposals or schedules 

 Create a template for your preferred schedule, from which you then can edit for every 
proposal. 

- No risk of inaccurate information 

 Take time to create a correct and accurate template 

- Facilitates for future proposals 

 Use the blue question marks to get more information. 

 

If you have any questions 
contact 1330@liu.se 

 

 

mailto:1330@liu.se
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