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Instruction: reserving rooms for employees 
1. Copy the web link and paste it in your web browser: 

https://cloud.timeedit.net/liu/web/ 

 

2. Choose “Sign In (LiU employee)” 

Log in with your LiU-ID 

 

3. Choose one of the entrances below depending on what you want to book. An explaining text 

is beneath each entrance link. 

 

 

https://cloud.timeedit.net/liu/web/


2021-07-05 

 

 

4. A calendar for the current week comes up with all bookable rooms. Underneath the 

calendar, click on “Show more” to show free rooms a specific time. 

 

Fill in the times you want to book the room underneath “show only free resources”. 

 

5. You can choose to filter rooms according to “campus”, “building” or if you write the name in 

the box for “rooms”. Expand the list to show campus, buildings, or room type. You can 

choose more than one alternative in the lists. In each list you have chosen, the heading will 

end with an x and a number that shows how many alternatives are chosen.  

 

6. Click on the magnifying glass “Search” in the room box. This is applicable even if you have not 

written anything in this box. 
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7. The calendar will update with rooms matching your search criteria. If you only want to see 

rooms for a specific day you can either click on “Day” to the right, for today’s date or click on 

the day you want to see in the calendar.  

 

8. To book the room you click on the time you want to book in the white field underneath the 

date on you chosen day, a box for booking comes up. 

Choose whom should be on the booking and if you have chosen a chargeable room, which 

activity number the booking should be put on. 

You can adjust start or end time and write a comment that will be visible on the booking. 

Click on “Reserve” when everything is filled in. 
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9. Your booking is finished now and a box with a confirmation comes up. Here you can choose 

to send a confirmation to your email. If you want to book more rooms or more times you can 

either click on “make more reservations” or click on the x at the top right-hand corner. 

 

10. At the bottom of the page, you can find your reservations. Here you can see all rooms 

booked in your name. If you want to change or cancel a booking, you can click on the 

booking. 
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11. Then click on Edit/ Cancel reservation 

 

 

12. A box comes up where you can change time, the comment or cancel the booking. Click on 

“save” when you are done. 


