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Accessing the Timetable

Once the teaching period timetable has been published, staff and students can view their subjects on the
Timetable.

The timetable for teaching period one is published each November the preceding year, and teaching
period two is published each June.

Student Access

JCU Students can access the timetable for each subject via the JCU Student webpage:
Web link: https://www.jcu.edu.au/

1. Click on ‘Current Students’ at the top of the JCU webpage:

@ @ httpsy//wwwjcu.edu.au [ w

COVID-19 Advice for the JCU Community - Last updated: 6 May 2020, 5pm (AEST)
International Staff JCU App Library Learn)CU Contact Give

—= {:\\MI{?(R(S)IEI)'.‘: Future Students Current Students Research and Teaching Partners and Community Q

= AUSTRALIA

2. Adrop down menu will appear, select ‘Timetable and Important Dates’:

E EQ}{}.&{S(—}"} S0} Future Students Current Students Research and Teaching Partners and Community Q
- AUSTRALIA v o

You and Your Course Opportunities Support

Subject Search Study Overseas Learning Online

Plan and Enrol Organise and Socialise Personal Support

Course and Subject Handbook Join a Club or Sporting Team Indigenous Student Support

Fees and Financial Support Student Mentor Program Learn)CU

Timetable and Important Dates I Student Placements The Learning Centre

Exams and Results Graduation and Beyond Careers and Employability

Off-Campus Students Safety and Wellbeing

3. Scroll down to ‘Class timetables’. Select the current years’ timetable, click on the ‘Timetable’ hyperlink:

Class timetables

To view your Timetable for Teaching Period One and Teaching Period Two, log into

yourimetabie]

You will be directed to the Timetable Login page.

4. Select ‘Timetable’ under the student login section:

Student

Students and visitors will find timetable and room
availability information through this link and do not
require a login.

TIMETAELE



https://www.jcu.edu.au/

Staff Access

JCU Staff can access the timetable for each subject via the JCU Staff webpage:

1. Click on ‘Staff’ at the top of the JCU webpage:

@ & hitps;/fwwwjcuedu.au aes &

International Staff JCU App Library LearnjCU Contact

J

2. Scroll down to ‘Quick Links’. Select ‘Timetable and Room Booking’:

Quick Links

* COGNOS
e Concur - Travel Expense Management System
* eAcademic
* My HR Online
* Vly Requisitions (requires access to the JCU network)
* Policy Library
* Request Maintenance (requires access to the JCU network)
® Riskware
* Service Now
* Staff Email
o Staff Online
| * Timetable and Room Booking |

3. Select the ‘Timetable’ tile:

4. Click on the ‘Timetable (Relevant Year) tile:

Timetable

Timetable

Campus Maps Room Photo Viewer

You will be directed to the Timetable Login page.



5. Under Staff, enter your JCU credentials and click ‘Login’.

=

Staff

Staff please login using your JCU username
and password below

Username: [| ]
Passwaord: [ ]
[ Login ]

Viewing the Timetable

Once you’ve accessed the timetable, select ‘Subjects’ on the left-hand side.

st JAMES COOK
‘o~ UNIVERSITY
<  AUSTRALIA

ome > Timetaole

Information
Divisions/Colleges
Staff

Rooms

Logout

Viewing Subjects

1. Select your College from the drop down list under ‘Refine Subject List by Division/College’:

Currentsidents | S | LeamiCU | WebMall | Campusmaps | Coniacts

s JAMES COOK )
= UNIVERSITY Timetable
- AUSTRALIA

% Subject Timetables
Information
Divisions/Colleges gﬁ;’;.z Siu:b,;}eec:eLls! . [ College of Business, Law & Governance

Subjects Please Select...

Refine Subject List by Campus Australian Institute of Tropical Health & Medicine

Staff
Chancellery
Rooms : s : ) :
Refine Subject List by Name College of Arts, Society & Education
Logout College of Business, Law & Governance

Important Note: This will only display subjects offered by the College selected. Leave this field blank if you
you’re not sure which College offers the subject you wish to view.



2. Select the campus the subject is being delivered from by using the drop down list under ‘Refine Subject List by

Campus’:

Refine Subject List by Campus

| Please Select... v |

Hefine Subject List by Name

Select Subject(s)”

Please Select...

Cairns City Bada-jali

Cairns Nguma-bada

Mackay Base Hospital

Mackay Mater Hospital

Mackay Private Hospital

Mount Isa Murtupini

Thursday Island Ngulaigau Mudh
Townsville Bebegu Yumba
Townsville City

3. Type the subject code into ‘Refine Subject List by Name’ and click ‘Search’. Select the relevant subject from the

drop down list under ‘Select

Subject(s)’:

. Subject Timetables
Information

Divisions/Colleges Refine Subject List by

Division/College
Subjects
Staff
Rooms Refine Subject List by Name

Logout

Select Subject(s)"

Refine Subject List by Campus ‘TSV \/|

‘ College of Business, Law & Governance v|

[Lat102 | search |

 LA1102_TSV_I_SP1 - Legal Research, Writing and Analysis

Important Note: If you want to view more than one subject, leave the ‘Refine Subject List by Name’ field
blank and select subjects by scrolling through the ‘Select Subject(s)’ section. When selecting your subjects,
hold the ‘Ctrl’ key down as you select them.

4. Select the study period or week/s you would like to view from the ‘Select Teaching Week(s)’ drop down list:

ISeIect Teaching Week(s)* I This Week

Next Week
Academic Year
Standard Academic Day Teaching

| Study Period 1
Study Period 2

5. Under ‘Select Day(s)’, select the option that best suits your subject, by default we recommend
‘All Weekdays (Mon — Fri)’ from the drop down list:

Monday

Select Day(s)" Er’all Weekdays (Mon - Fri)
All week (Mon -
All weekend (Sat - Sun)

Sun)

Important Note: If you’re searching for a block mode or intensive subject, these can run on weekends. In
this instance, select ‘All Week (Mon-Sun)’.

6. Under ‘Select Time Period’ select ‘All Hours (7:00 AM - 00:00 AM)’ from the drop down list:

All Hours (7:00

Day (8:00 AM -
Night (5:00 PM

ISeIecl Time Period” I All Hours (7:00 AM - 00:00 AM) N

- 9:00 PM)

AM - 00:00 AM)
5:00 PM)




7. Ensure the ‘Type of Report’ is displayed as ‘Grid Timetable’ in the drop-down list for ease of viewing.
‘List Timetable’ (& Click on ‘List Timetable’ to see the alternative view) will display similar to excel:

ITVPB of Report* I Grid Timetable - best results with single selection ~

Grid Timetable - best results with single selection

List Timetable - good for multiple selections

8. Select ‘View Timetable’ at the bottom of the page:

View Timetable

The timetable will display as shown below. The dates your subject is scheduled will be displayed next to
‘Displaying Dates:’

D O ©/ O © © O  Print POF | spit | Merge

© LA1102_TSV_I_SP1 - Legal Research, Writing and Analysis

ID\splay\ng Dates: 24/2/XX - 17/4/)0(.27/4/xx-29/5/xx| ¢|

LA1102_TSV_SP1 | LA1102_TSV_SP1 | LA1102_TSV_SP1
_1_Lecture 111 _1_Lecture 111 _1_lLecture
14211 LEARN-JCU 134402""

Pretorius, Salome | Pretorius, Salome | Pretorius, Salome
913 14-16,18-22 14

List Timetable View

As an alternative to ‘Grid Timetable’, users may choose to select ‘List Timetable’. This view will display the
timetable in a list and is great view for viewing multiple subjects at one time. Follow the same steps above
until you reach step 7.

1. Ensure the ‘Type of Report’ is displayed as ‘Grid Timetable’ in the drop down list for ease of viewing.
‘List Timetable’ will display similar to excel:

Type of Report” | Grid Timetable - best results with single selection v|

Grid Timetable - best results with single selection

[List Timetable - good for mulﬁgle selections |
View Timetable |

2. Select ‘View Timetable’ at the bottom of the page:

View Timetable




The timetable will display as shown below.

® 0 © © © Ot Split | Mege

@ LA1102_TSV_I_SP1 - Legal Research, Writing and Analysis

Displaying Dates: 24 Feb 20 - 19 Apr 20, 27 Apr 20 - 31 May 20 (calendar week(s) 3-16,18-22)

LA1102_TSV_SP1_1_Lecture 111 Lecture 1 Wednesday 10:00am 12:00pm 2:00 913 26 Feb 20 - 25 Mar 20 Pretorius, Salome 142-111 Tsv
LA1102_TSV_SP1_1_Library Lecture Week 1 Only/1 Lecture 2 Thursday 12:00pm 1:00pm 1:00 9 27 Feb 20 TSV Library Staff 1 025-002 TSV
LA1102_TSV_SP1_1_Library Tutorial Week 1 Only/3 Tutorial 2 Thursday 12:00pm 1:00pm 1:00 9 27 Feb 20 TSV Library Staff 1 018-002C TSV
LA1102_TSV_SP1_1_Library Tutorial Week 1 Only/2 Tutorial 2 Thursday 1:00pm 2:00pm 1:00 9 27 Feb 20 TSV Library Staff 1 018-002A TSV
LA1102_TSV_SP1_1_Library Tutorial Week 1 Only/5 Tutorial 2 Thursday 2:00pm 300pm 1:00 9 27 Feb 20 TSV Library Staff 1 018-002A Tsv
LA1102_TSV_SP1_1_Computer Workshop 1 Week 2 Only/1 Workshop 1 Thursday 12:00pm 1:00pm 1:00 10 5 Mar 20 TSV Library Staff 1 142020 TSV
LA1102_TSV_SP1_1_Computer Workshop 1 Week 2 Only/3 Workshop 1 Thursday 12:00pm 1:00pm 1:00 10 5 Mar 20 TSV Library Staff 1 002-102 TSV
LA1102_TSV_SP1_1_Computer Workshop 1 Week 2 Only/2 Workshop 1 Thursday 1:00pm 2:00pm 1:00 10 5 Mar 20 TSV Library Staff 1 017-033 TSV
LA1102_TSV_SP1_1_Tutorial 1/1 Tutorial 1 Thursday 12:00pm 1:00pm 1:00 113 12 Mar 20 - 26 Mar 20 Pretorius, Salome 018-002C Tsv
LA1102_TSV_SP1_1_Tutorial 172 Tutorial 1 Thursday 1:00pm 2:00pm 1:.00 113 12 Mar 20 - 26 Mar 20 Pretorius, Salome 028-004 TSV
LA1102_TSV_SP1_1_Tutorial 1/5 Tutorial 1 Thursday 2:00pm 3:00pm 1:00 1113 12 Mar 20 - 26 Mar 20 Pretorius, Salome 025-006 TSV
LA1102_TSV_SP1_1_Lecture 1/1 Lecture 1 Wednesday 10:00am 12:00pm 200 14-16,18.22 1Apr 20 - 15 Apr 20, 29 Apr 20 - 27 May 20 Pretorius, Salome LEARN-JCU ONL
LA1102_TSV_SP1_1_Lecture Capture 3/1 Lecture 3 Wednesday 10:00am 12:00pm 2:00 14 1 Apr 20 Pretorius, Salome 134-102 TSV
LA1102_TSV_SP1_1_Tutorial 1/1 Tutorial 1 Thursday 12:00pm 1:00pm 1:.00 14-16,18-22 2 Apr 20 - 16 Apr 20, 30 Apr 20 - 28 May 20 Pretorius, Salome LEARN-JCU ONL
LA1102_TSV_SP1_1_Tutorial 112 Tutorial 1 Thursday 1:00pm 2:00pm 100 14-16,18-22 2 Apr 20 - 16 Apr 20, 30 Apr 20 - 28 May 20 Pratorius, Salome LEARN-JCU ONL
LA1102_TSV_SP1_1_Tutorial 1/5 Tutorial 1 Thursday 2:00pm 3:00pm 100 14-16,18.22 2 Apr 20 - 16 Apr 20, 30 Apr 20 - 28 May 20 Pretorius, Salome LEARN-JCU ONL

Additional Menu Options

You can select a particular date by selecting the ‘Set Week’ button in the top left hand corner, then by
selecting the + or — symbols to move through the months in the calendar displayed to select the date:

O © O © © © | Print | PDF | Split | Merge

© LA1102_TSV_I_SP1 - Legal Research, Writing and Analysis

Displaying Dates: 24/2/XX - 17/4/XX, 27/4/XX - 29/5/XX

If you’ve selected to view your subjects by a Study Period i.e. Study Period 1 or 2, you can use the left and
right arrows at the top of the page to scroll through the weeks:

OI0 OO0 © © © | Print | POF | Split | Merge

© LA1102_TSV_I_SP1 - Legal Research, Writing and Analysis

Displaying Dates: 24/2/XX - 17/4/XX, 27/4/XX - 29/5/XX

The x and + symbols at the top of the page increase or decrease the cell height in the grid. Increasing the
cell height may assist with viewing all the information displayed for that subject:

O O 10 O©|© © | Pint  PDF | Split Merge

© LA1102_TSV_I_SP1 - Legal Research, Writing and Analysis

Displaying Dates: 24/2/XX - 17/4/XX, 27/4/XX - 29/5 /XX




To return to the main report menu for a new search option, select the return arrow at the top of the page:

O © © ©|© | © | Prnt | PDF | Split | Merge

© LA1102_TSV_I_SP1 - Legal Research, Writing and Analysis

Displaying Dates:24/2/XX - 17/4/XX, 27/4/XX - 29/5 /XX

If you’ve selected to view multiple subjects, you can ‘Split’ them to view one subject at a time, or ‘Merge’
to combine them back together in one view:

O © © © ©  © | Print | PDF | Split | Merge

€ LA1102_TSV_I_SP1 - Legal Research, Writing and Analysis

Displaying Dates:24/2/XX - 17/4/XX, 27 /4/XX - 29/5/XX

Save and Print Options

If you want to save a copy of your timetable and print it, you can do so by selecting the ‘Print’ or ‘PDF’
buttons.

Selecting ‘PDF’ will export a copy of your timetable into PDF form which you can save and print. ‘Print’ will
print the screen that’s displayed, though not in colour:

0O © © © © © | Prnt PDF | Split Merge

© LA1102_TSV_I_SP1 - Legal Research, Writing and Analysis

Displaying Dates: 24/2/XX - 17/4/XX, 27 /4/XX - 29/5/XX

Important Note: Timetables are always subject to change and therefore it’s recommended you DO NOT
Print or Save your timetable. Always refer to the online Timetable or the JCU App.

Viewing Academic Staff Timetable
Academic staff can view timetabled subjects by searching their name and the relevant study period.

It is important to note, if your name has not been assigned to a timetabled teaching activity, this activity
will not display on your timetable.

To view timetabled activities assigned to an Academic staff member:

1. Select ‘Staff’ on the left hand side once you’ve logged into the Timetable:

Information Staff Timetables

Refine Staff List b
Divisions/Colleges Dﬁfgin/gofﬁege Y Please Select...
Subjects

Refine Staff List by Name
statt <1
Rooms Select Staff PROF John Abb
Logout DR Yousef Abda

MR Mirhael Ahd




2. Select your College from the drop down list under ‘Refine Staff List by Division/College’:

Hame > Timetable 201

Information Staff Timetables

Refine Staif List by
Divisions/Colleges Division/College d [Please Select

Please Select ..
Subjects

Australian Institute of Tropical Health & Medicine
Refine Staif List by Name Chancellery

College of Arts, Society & Education

Staff

College of Business, Law & Governance
College of Healthcare Sciences

Important Note: This will only display subjects offered by the College selected. If you’re teaching across
colleges, leave this field blank.

Rooms Select Staff'

3. Type your name into ‘Refine Staff List by Name’ and click ‘Search’. Click on your name in the ‘Select Staff’ drop
down list:

|Reﬂne Staff List by Name | | Ms Lynda Ackroyd H

Search |

Select Staff”

MS Lynda Ackroyd

4. Select the study period or week/s you would like to view from the ‘Select Teaching Week(s)’ drop down list:

| Select Teaching Week(s)" | Study Period 1 -
Study Peried 10

Study Period 11

Study Period 3

Study Period 4

5. Under ‘Select Day(s)’, select ‘All Weekdays (Mon — Fri)’ from the drop down list:
e All Weekdays (Mon - Fri)

All Week (Mon - Sun)
All Weekend (Sat - Sun)
Monday

Important Note: If you’re teaching a block mode or intensive subject, these can run on weekends. In this
instance, select ‘All Week (Mon-Sun)’.

6. Under ‘Select Time Period’ select ‘All Hours (7:00 AM — 00:00AM)’ from the drop down list:

All Hours (7:00 AM - 00-00 AM)
Type of Report Day (8:00 AM - 5:00 PM)

Night (5:00 PM - 9:00 PM)

7. Ensure the ‘Type of Report’ is displayed as ‘Grid Timetable’ in the drop down list for ease of viewing.
‘List Timetable’ will display similar to Excel:

ype of Report” Grid Timetable - best results with single selection

Grid Timetable - best results with single selection

List Timetable - good for multiple selections

8. Select ‘View Timetable’ at the bottom of the page:

| View Timetable |




Viewing Room Availability (Staff Only)

When looking to book a room via the Web Room Booker, you can check room availability in the Timetable.

To view room availability:

1. Select ‘Rooms’ on the left-hand side once you’ve logged into the Timetable:

Room Timetables

Information
Refine R List by C
Divisions/Colleges eline Room LISt Ry Lampus
Subjects Refine Room List by
Division/College
Staff
Rooms <:| Refine Room List by Mame
Logout

Select Room(s)”

Please Select

Please Select..

001-203

Ana nar

2. Select the Campus from the drop down list under ‘Refine Room List by Campus’:

I Refine Subject List by Campus I [Please Select .

Please Select...

Refine Subject List by Name Cairns City Bada-jall

Caims Nguma-bada

You can search rooms allocated to colleges for priority use, though to increase your search options it’s best
to leave ‘Refine Room List by Division/College’ blank.

3. If you know the room number you wish to check, you can type this into ‘Refine Room List by Name’ then click

‘Search’.
Refine Room List by Name 142233 Search
Select Room(s)” 142-233 ﬁ

4. Alternatively, you scroll through the list of rooms displayed under ‘Select Room(s)’ and select the room you wish

to view:
Select Room(s)* 142-202 -~
142-234
142-302
142-338
142-F001

142-U102

Important Note: If you wish to view multiple rooms, hold the ‘Ctrl’ key down whilst you select all rooms

that you would like to view.



5. Under ‘Select Teaching Week(s)’, select either ‘This Week’, ‘Next Week' or the Study Period you wish to search.
This can be further refined by date once the timetable is displayed by selecting the ‘Set Week’ button in the top
left hand corner:

I Select Teaching Week(s)" | This Week
Next Week

Academic Year

Block Mode - Friday Night, Saturday and Sunday

Standard Academic Day Teaching

Standard Academic Night Classes -

6. Under ‘Select Day(s)’, select ‘All Weekdays (Mon — Fri)’ or ‘All Week (Mon — Sun)’ from the drop down list:

Select Day(s)* ¢ All Weekdays (Mon - Fri) A |

All Week (Men - Sun)
All Weekend (Sat - Sun)
Monday v

7. Under ‘Select Time Period’ select ‘All Hours (7:00 AM — 00:00AM)’ from the drop down list:

Select Time Period” All Hours (7:00 AM - 00:00 AM M

All Hours ('Ii[)l] AM - 00:00 AM)
Day (8:00 AM - 5:00 PM)
Night (5:00 PM - 8:00 PM)

Type of Report”

8. Ensure the ‘Type of Report’ is displayed as ‘Grid Timetable’ in the drop-down list for ease of viewing.
‘List Timetable’ will display similar to Excel:

ype of Report* Grid Timetable - best results with single selection v

Grid Timetable - best results with single selection
List Timetable - good for multiple selections

9. Select ‘View Timetable’ at the bottom of the page:

| View Timetable |

Questions

If you have questions regarding this guide, please email Scheduling Services at
schedulingservices@jcu.edu.au

If your enquiry is urgent, please call us on 07 4781 5112.

Document Change Control

This is a ‘controlled’ Document. The document history is:

Issue Date Amended By Authorised Release Date
Version 5 19June 2023 Melanie Kelly 19June 2023
Version 4 7 September 2022 Melanie Kelly 12 September 2022
Version 3 18 June 2020 Callan Aiken 18 June 2020
Version 2 7 May 2020 Callan Aiken 7 May 2020
Version 1 2019 Melanie Kelly 2019
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