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Instruction for finding preliminary timetables, editing 
timetables and sending messages to timetable coordinators 
 

Accessing a preliminary timetable  
 
1. Go to https://cloud.timeedit.net/liu/web in your web browser 
 
2. Choose English in the top menu 
 
3. Choose Preliminary schedule 

 
 
4. Log in with your LiU-ID  
 
5. Choose Preliminary schedule  

 
 
6. Use the drop-down menu to the left to choose if you want to search by course, student 
group, teacher, teaching activity, room or activity nr 

  
 

https://cloud.timeedit.net/liu/web
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Example: To find the timetable for a course, choose course in the drop-down menu, enter the 
course code or course name to the right and click the search icon 

 
 
7. Click on any of the search results. The chosen result will be shown to the left 

 
 
To view additional information, hover the mouse over the course, student group, teacher, 
room or teaching activity before clicking anything 

 
 
To change time for the schedule, click the dates in the top left corner. A calendar pops up. 
Choose the dates you want to see 
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8. Click on Show schedule 

 
 
9. The timetable appears  
 
To customize views, click customize in the top right corner (see separate manual)  

 
 

Editing a booking in the timetable  
 

1. Click anywhere on the booking you want to edit 

 
 

2. In the pop-up that appears, click on Edit 
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3. A new pop-up appears. Here, you may edit teaching activity and teacher on the booking. 
You may also edit the text visible in the columns Information to student and Comment. During 
the Referral Period, an extra column is open. Here you may enter requests for changes you 
want to forward to the timetable coordinators. See below for detailed information on how to do 
this.                                                                                                                                                                                                                                 

 
 
 
Editing information to the students in the timetable 
 

To enter information to the students, use either of the two top boxes:  

 
 
The smaller field can be used for a short comment, and the larger for a longer text. Regardless 
of what field is used, the information is visible on the timetable. When you have entered your 
information, save by clicking on Done at the bottom. 
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Sending a message to the timetable coordinators during the referral period 
 
During the Referral Period, you may notify the timetable coordinators about revisions that 
need to be made on the timetable by entering a message in this box: 

 
 
When you have entered your message and clicked on Done, your message is autmatically sent 
by e-mail to the timetable coordinators. When revisions have been made, you will receive an  
e-mail about this.  
 

 
Editing teacher or teaching activity in the timetable 
 

You may make some changes directly to the schedule. You may change, add or delete teacher 
and  teaching activity.  
 
1. To change, click on the arrows. A pop-up with a search function appears. Choose what you 
want to switch to.  

 
 
2. To add, click on the plus-sign. A new line appears where you may add an item. When you 
click on the item, it is added.  
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3. To delete, click on the minus-sign. A pop-up will appear where you may confirm that you 
want to delete the item in question.  
 
After these changes are made, the new information is saved immediately. However, if you 
edited the information to the students as well, you need to click done to save before you close 
the pop-up window.  
 
Any changes you make are immediately visible in the timetable. A red dot to the left of the 
booking indicates that it has recently been changed. 

 
 
 


