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1. Introduction
The Central Timetabling Office has developed an online system that allows students to receive personal teaching timetables accessed via the web or via mobile phones with internet connection.
The new system is a pilot for Colchester undergraduate and post graduate students only.  We would welcome any comments from students on how we can improve this system. The online service contains a feedback form. Alternatively feedback can be e-mailed to sfitchg@essex.ac.uk. All comments submitted will be considered when we undertake further development of this service. 
2. Technical Issues
Any technical issues relating to this service should be e-mailed to: sfitchg@essex.ac.uk. Please quote your student registration number when contacting us. We will endeavour to get back to you as quickly as possible.
3. Accessing the Online Teaching Timetables
Access to the online teaching timetables is via the URL below:
www.essex.ac.uk/timetables
You will be prompted to enter your Essex username and password. Please note these are your standard Essex details. Please prefix your Essex username as shown below.
Username = campus\username
4. Technical Requirements
Cookies
The timetables website uses cookies.  A cookie is a small piece of information that is automatically stored on a computer within a web browser.  You can check whether your computer is set up to accept cookies or change the settings using the following instructions:
· Firefox 3: Go to 'Tools' > 'Options' > 'Privacy' > 'Cookies'
· Internet Explorer 8: Go to 'Tools' > 'Internet Options' > 'Privacy'

Instructions for other browsers at: www2.essex.ac.uk/cs/documentation/use/web_browsers/cookies.htm) 
JavaScript
The timetables website is intended to be viewed with JavaScript enabled, although every effort has been made to ensure our content is accessible regardless of your JavaScript settings.  If you cannot enable JavaScript, the website will automatically redirect you to a simple, non-JavaScript, version of the site.
To enable JavaScript please follow the instructions below (in most cases it will already be enabled): 
· Internet Explorer 8: Go to ‘Tools’ > ‘Internet Options’ > ‘Security’ tab. Select the ‘Internet’ area > select ‘Custom Level’ > ‘Security Settings - Internet Zone’ box. Under ‘Scripting’ section > check the box to enable ‘Active Scripting’ > click OK. Restart your browser.

· Mozilla Firefox 3: Go to ‘Tools’ > ‘Options’ > ‘Content’. Check the box to 'Enable JavaScript' > click OK.
Note: upgrading your browser or installing new security software or security patches may affect your JavaScript settings. Additionally, if your JavaScript setting is set to 'Prompt', you may encounter a warning about downloading potentially dangerous scripts from the timetables website (click ‘yes’ to view content). 
If you are still experiencing problems please contact the Computing Services Help Desk for assistance. 



5. Overview of Online Teaching Timetables
The online service consists of 4 main areas as shown in the following diagram:
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5.1 Information Section
The information section of the left hand side of the screen provides information for students relating to:
· Timetable Frequently Asked Questions (FAQ’s) – these should provide answers to common questions that we expect students to ask.
· Week Structure – this explains how the University week structure is compiled.
· Maps and Rooms – this provides links to maps and details of where rooms are located.  
· Access – this provides general information and a step-free map for students with mobility impairment.  
· Timetable Office – this provides general timetabling information from the Central Timetabling Office.
· My Pocket Timetable – this provides information relating to how to access a “light” version of the timetable from your Smart Phone.
· Student Guide – this is the full guide to using this system


5.2 Graphical View
This section shows the student’s timetable week by week in a graphical format.
5.3 List View (by week)
This section shows the student’s timetable for the whole term in a list view format.
5.4 Enrolment Details
This section shows the current enrolment status for each of your course modules.
Each of these sections is explained in more detail below.
To move between sections click on the tab headers.


6. Understanding Your Enrolment Details
This section shows the current enrolment status for each of your course modules.
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6.1 Enrolment Status
The module status indicates your enrolment status for each module of your course for the current academic year. Please see below for a list of statuses.
Module Status Key
B – Core. You cannot change this module and you have automatically been enrolled on this module and any teaching events associated with it.
C – Compulsory. You cannot change this module and you have automatically been enrolled on this module and any teaching events associated with it.
P – Provisional. This choice has not yet been confirmed by your Department. You will not be able to see your timetable for this module until it has been confirmed by your Department.
F – Confirmed. This choice has been confirmed by your Department and you should have been automatically enrolled on any teaching events associated with it.
W – Waiting. You are on a waiting list for this module. You will not be able to see your timetable for this module until it has been confirmed by your Department.
R – Rejected. This choice has been rejected for your Department. 
· Blank Status. You have not currently enrolled on a module within this part of your course.
Please note that you will be unable to see your full timetable until you have chosen all your options and these have been confirmed by your Department.



6.2 Enrolment Actions
You are required to take action where the status of the module enrolment is either R or blank. Please click on the link in the Action Required column which will take you to the eNROL management system.
Alternatively you can access the eNROL system using the link below:
https://www.essex.ac.uk/enrol
eNROL is open from weeks 30 through 3 for all undergraduates and full-time postgraduates.
eNROL then opens again from weeks 10 through to week 17 for changes to spring term modules. 
Please note that whilst the enrolment details on this screen are live, there is a 24 hour delay between your Department confirming your module choices and these appearing on the graphical or list view of your timetable. This delay allows the Central timetabling Office to allocate you to teaching events associated with this module.
6.3 Understanding Module Codes
The module code consists of 3 elements:
· Module Code e.g. LG337
· Module Level e.g. 4
· Module Term e.g. AU
When viewing your timetable in either graphical or list view you will only be able to see timetabled activities for those modules that are running within the term you are viewing. Below is a table describing the module terms.
Module Terms
	Term
	Description

	FY
	Full year. Will be taught in all 3 terms.

	AU
	Autumn – will only be taught in the Autumn term.

	SP
	Spring – will only be taught in the Spring term.

	AT
	Autumn – will only be taught in the Autumn term.

	PT
	Spring – will only be taught in the Spring term.

	SU
	Summer – will only be taught in the Summer term.

	AP
	Autumn / Spring – will be taught in both the Autumn and Spring terms.

	AS
	Autumn / Summer – will be taught in both the Autumn and Summer terms.

	PS
	Spring / Summer – will be taught in both the Spring and Summer terms.

	ZA
	Autumn – will only be taught in the Autumn term. Only applicable for Study Abroad students.

	ZF
	Autumn / Spring – will be taught in both the Autumn and Spring terms. Only applicable for Study Abroad students.

	ZS
	Spring – will only be taught in the Spring term. Only applicable to Study Abroad students.

	ZU
	Spring / Summer – will be taught in both the Spring and Summer terms. Only applicable to Study Abroad students.



Please check your enrolment details and timetable carefully.  Not all modules have teaching events scheduled. However, if you think that a module that you are enrolled on should have a teaching event for the current term and none is showing, please report this using the Report a Timetable Problem.


7. Understanding the Graphical View of Your Timetable
The graphical view displays timetabled events on a week by week basis. 
[image: ]
The current week number you are viewing is displayed on the top of this view. To move between weeks use the <<Previous Week and Next Week>> buttons.
Each teaching event shows: 
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Please note that not all teaching events run every week. 
Please check your enrolment details and timetable carefully.  Not all modules have teaching events scheduled. However, if you think that a module that you are enrolled on should have a teaching event for the current term and none is showing, please report this using the Report a Timetable Problem.


8. Understanding the List View of Your Timetable
The list view will list all events for the current term. 
[image: ]
Each teaching event shows:
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Please note that not all teaching events run every week. 
Please check your enrolment details and timetable carefully.  Not all modules have teaching events scheduled. However, if you think that a module that you are enrolled on should have a teaching event for the current term and none is showing, please report this using the Report a Timetable Problem.



9. Mobile View of Timetable: My Pocket Timetable
If you have an Internet enabled Smartphone with a web browser, you may wish you use ‘My Pocket Timetable’ to keep track of where you need to be, and when you need to be there, on the move.
Simply go to http://bit.ly/essex2010 
(full URL: https://www.essex.ac.uk/timetables/pocket/)

[image: qrcode]

You will be prompted for your Essex username and password. Remember to enter your Essex username in the format campus\username
Once you have logged in, you will see your personal timetable for the next two weeks. Use the left and right arrows to navigate forward and backwards through the weeks of your timetable, fortnight by fortnight. Scroll up and down to see the daily details. 
[bookmark: _GoBack]Bookmark the page on your phone, to mark it easy to find on future visits.



10. Timetable Clashes
Though the Central Timetabling Office make every attempt to produce clash free timetables for very student, due to the volume of data being timetabled and the complexity of module choices it is not always possible to do so.
10.1 Timetable Clashes
If there are clashes on your timetable for the current term this information will be displayed on the graphical, list and enrolment view of the website. The system will display an automated warning detailing the clashing events on your timetable as per the example below:
[image: C:\Users\mmacgregor\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.Word\tt8.bmp]


10.2 Reporting the Clash
If you have clashing events on your timetable please report this to the Central Timetabling Office using the Report a Timetable Problem button on each of the views. 
Please ensure that when completing the form please ensure that you select the Issue Type of Class Clash as per the example below. Class clashes are automatically directed to the Central Timetabling Office for resolution where possible. Please see example below.
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Please submit one form for each module event that is clashing. Please note if it is this the same module clashing at the same time slot each week, it is only necessary to submit the form once. If you have multiple events clashing please report these individually.
10.3 Central Timetabling Office Responsibilities
The Central Timetabling Office is responsible for ensuring students have clash free timetables where possible.
Whilst every attempt will be made to resolve clashes, due to the flexibility in module options on most courses it may not be possible to accommodate your optional selections. In this case you will be contacted by your Department and requested to change your optional modules. This is in accordance with 9.4 of the University’s Timetabling Policy.
Clashes on core and compulsory modules will always be resolved by the Central Timetabling Office.


11. Module Enrolment Issues
If your module enrolment is incorrect please report this via the Report a Timetable Problem button displayed on the graphical, list and enrolment views.
When completing the online form please ensure that you select the Issue Type of Module Enrolment Issues. Module enrolment issues are automatically directed to your Department for resolution where possible. Please see example below.
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12. Request a Class Change
Students are automatically assigned to classes based on availability by the Central Timetabling Office and in the attempt to produce a clash free timetable for every student.
12.1 Reasons for Requesting a Class Change
In special circumstances students may request a change in their class allocations. Section 9.6 of the University Timetabling Policy states: 
Students studying in full-time mode are expected to be available at any time during the teaching week. Where a student is allocated to a specific class[footnoteRef:1] or lecture but is genuinely unable to attend the class or lecture on a regular basis for a particular reason, where possible, the following reasons will usually be accepted as valid for allowing students to change to an alternative class or lecture: [1: ] 

· Childcare and/or caring commitments;
· Work commitments, including work experience, work placement and voluntary work;
· Attendance on other courses of study;
· Medical reasons, including regular medical or dental appointments;
· Participation in sporting events at a regional, national or international level; and
· Significant travel for one class/seminar only.

Permission to change to an alternative class or lecture is agreed at departmental or school level and the right is reserved to refuse permission to change. The above list is not exhaustive and it is recognised that there may be other genuine reasons for changes to be necessary.
Your Department may ask for evidence to support your change of class request.
Please note class change requests are subject to:
· Availability within other classes
· An alternative class being available that does not clash with other teaching events the student is currently enrolled on.
Please note it is not possible to move teaching events to accommodate a request from an individual student due to the potential impact on other students enrolled on that event.


12.2 Submitting a Class Change Request
To request a class change use the Request Class Change button on the graphical, list and enrolment views.
Please provide as much information as possible to enable your Department to evaluate the merits of your request. Please see example below.
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When entering your unavailability please ensure you only enter the times you are unavailable. Please see example below.
[image: ]


12.3 Departmental Responsibilities
Your request to change classes will automatically be directed to the Department for resolution. They may request additional information from you in order to process the request.
The Department can:
· Approve your request whereby it will be passed onto the Central Timetabling Office for resolution where possible.
· Reject your request as there are no other classes available or the reason you have entered is not a permitted reason to change class.
12.4 Central Timetabling Office Responsibilities
The Central Timetabling Office is responsible for ensuring students have clash free timetables where possible.
Whilst every attempt will be made to accommodate your request to change class, due to the flexibility in module options on most courses it may not be possible to accommodate your request.
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