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1 YOUR TIMETABLE: VIEWED IN A WEB BROWSER

When you login to CMISGo, your timetable will be displayed using the default timetable view

which shows the current week. An example is shown below.

Timetables Bookings Administration Help

anced
Learning

9 September 2013 - 13 Seplember 2013 - Week 2

(3! @\ I:;} My Timetable

Monday Tuesday Wednesday Thursday Finid;
9 September 2013 10 September 2013 11 September 2013 12 Septamber 2013 13 September 2013
B | Interstinal states
50010 1150
Mzirszah House, Raom 21
Recurs weskly untl 22 August
2014
Kamisen Khayst
10 Fluid Mechanics Interstitial states Apphed retativity
10000 8o 11:00 0:00 10 11:00 10000 bo 1200
Mchniosh House, Room 3117 Mciniosh House, Room 21 Mchipsh House, Room &3
Recurs weekly until 28 dogust Recurs weetly untl 28 August Recurs weekly untl 20 August
2014 014 2014
Kaileen Khayst Kathisen Khayat Wathleen Khayat
11 | Advanced Algebra Fluid Mechanics
1100 4 1200 11001 100
Mcintzsh House, Room 317 Mcintosh House, Room 117
Ry woeaitly untl 28 Augerst Arcurs waekly w2t 27 Augus!
2014 2014
Kamisan Knayat Kathisan Khayst
12ru Topology
1200 b2 100

Timetabled events last updated 4:04 pm on 20 May 2014

lcintosh Howse, Room 31T
Recurs weekly untd 29 Auguat
2014

Hathleen Khays!

cnusg@ About

Any events that have changed since you logged in last will be highlighted with a red border as
shown above. There is also a message at the bottom of the screen which displays the date
when the timetabled events in CMISGo were last updated from the main CMIS timetabling

database.
; I - i ) . .
Timetables Bookings Administration Heb You can change this default view from the
Day Timetables menu to be a single day by selecting
Week the Day option or to be a Month by selecting the
M Month option as shown below.
Vionth
\
Timetables Bookings Admiristration Help
Adh -agg;ﬂcg
rrii .
The current day is
) My Timelable June 2014 h|gh||ghted in
Monday Tuesday Wednesday Thursday Friday H Ha
Weck40 2 ) i : 5 month view if it
9.00 am Intesstitial stales 10.00 am Fluid Mechanics 11:00 am Fluid Mechanics 10000 am Interstitial states 10.00 am Appiied relativity .
11:00 am Aseesd Algetes 200 pm Advanced Algikes 1:00 g Higher Mathe 101 12:00 m Teglagy V|S|b|e, as ShOWﬂ
1:00 pm interstitial siales 4-00 pm Toplogy 400 pm Imarstitial states 400 pm Infinity - A concept
300 pm Advanced Algetra
4:00 prm Integration and difars... here'
Week 21 g 1] 1 12 13
200 am Intersiitial s1ales 10:00 am Fiuid Mechanics 11:00 am Fluid Mechanice 000 am Imerstital states 1000 am Apgdied r2laliiy
L 2.00 pm Advanced -Ml]t‘hl:l 100 pm Highar Maths 101 1200 am 'o:hclng:,:
] 5 2:00 pn Topology 4:00 pm Imterstitial states 400 pm Infinity « A concept
300 pm Ateanced Algetra
400 g Integyation and difers..
Wik £2 16 16 19 20
200 am Intersidial siales 10-00 am Flusd Mechanics: 41:00 am Fluid Mechanics 1000 am Intersbibal stabes 1000 am Appded relatiy
11:00 am Advanced Algsbra 200 pm Advanced Algatra 100 pm Higher Maths 101 12-00 am Topalogy
1:00 pm Intersitial states 4:00 pm Topelagy 4:00 pm Imerstitial states 400 pm Infinity - A concept
300 pm Adanced Algetra
4:00 pm Integration and difars
Week 43 23 24 25 26 2
00 am interstitial statas 16-00 am Fluid Mechanics 11:00 am Fluid Machanics 100 am interstitial states 1000 am Appiied relativty
11:00 am Avanced Algetra 200 pm Advanced Algebra 1:00 pm Higher Maths 101 12:00 am Topelogy
.00 e Intev sitial stales 200 i Teadlgy 400 g Interstitial sistes 400 g Infely - A cemcspt
300 pm Advanced Algetnra
4:00 pm Integyation and difars -
Timetabled events last updated 4:04 pm on 20 May 2014 .
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The week timetable shows the working week and working day, as an example the working
day may have been configured to be 9am to 5pm.

If the time of any event falls outside working week and working day the timetable adjusts to
include these events. For example any events after 5pm or at weekends will cause the time
covered by the timetable to expand to include these events too.

Monday
9 September 2013

Previous

9 | Interstitial states
50010 1100
Meind use, Room 21
Recurs weekly untl 25 August 2014
Kathieen Khayat

10au

11 | Advanced Aigebra

Recurs w ecw untl 25 August 2014
Kathieen Khayat

12vu

vl.-;

“Fluid Mech:

10:00 % 11:00

Ncntosh Houst
Recurs weekly
Ksthieen Khaye

10

12pu

Next | Monday

ptember 2013 10 Se;
Intersttial states
P*:l'u!! Reom 21
eekly untl 25 August 2014
Katnioen Knayat
| Flud Mech:

D-:u- weekly
Kathiean Khayi

Advanced Algebra |

Kathieen Khayat

Go to date "-’”d“)

mber 2013 10 SM
Sau September 2013 @
WKk Mo Tu We Th Fr Sa Su
21| 3|45 5] 814 |8t
10 1Mech
2 9 10 |11 12 13 14 15 t 11-00
% 2sh Hous
3016 17 18 19 20 21 22 PUUOR
& 3 26 27 28 29 MO
11w X 3 3
Today Close

Kathieen Khayat

12vu

The navigation icons, shown above, let you navigate to the previous or next day, week or
month (depending on your current timetable view). On devices that support touch you can also
swipe left and right over the timetable display. The Go to date icon lets you navigate by

selecting a date from a calendar.

You can click on an event in your timetable to show details in a pop up dialog. An event will
either be a timetabled event or a room booking event and the details shown differ for each.

Timetable event details

Tuesday 10 September 2013
10.00to 11:00

Fluid Mechanics
Lecture/Seminar

Mcintosh House, Room 317
Kathleen Khayat

Recurs weekly until 26 August 2014

(Event id: 254443)

Booking reference: 888888

( rE’ Provisional booking

Wiberforce House, Rm 200
Wednesday 4 September 2013
10:00 am to 12:00 pm

Booking reference and notes
888888
Faculty meeting

Equipment requested
Heaning loop x3
Video recorder x11

Features requested
Blackout biinds
Tiered seating 3

Contacts
Kathleen Khayat (lectures
George Breeze (lectur o)
Ken Cherry (lecturer3)

Booked by Katheleen Khayat (Lecturer) on Wednesday 12 September 2012 at 10:15 am

(Event id: 888888)

CMISGo User Guide

Close

Example of a timetabled event details dialog

Example of a room booking details dialog
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On the right hand side of the timetable display are three further icons.

icon please see your timetable list for a full
b tiistad 1 13 Soptomborzd_ ™ explanation of this feature.

2. The second is the Print icon, this prints
the currently displaying timetable.

3. The lasticon is the Help icon which you
use to access these help pages. The help icon appears throughout the timetabling and room
booking software, clicking a help icon will show help on the feature you are currently using.

2 OTHER TIMETABLES - YOUR TIMETABLE LIST: WEB
BROWSER ONLY

You can use your timetable list to view other types of timetables. You will be most familiar
with looking at your own timetable but it is also possible to view:-

» Course & module timetables

» Lecturer & student timetables

» Room timetables

Depending on your configuration it is likely that you will not have access to all of these tabs (ie
some may not be shown) but all of the possible tabs are described in this User Guide

The Toggle
timetable list
icon is the first
icon in the
group of icons
on the right
hand side of the
menu bar, as
shown here.

Toggle timetable list

O@EG Wy Tenctabie 23 Seplember 2013 - 27 Seplombes 2013 - Woek 4

Fnday
27 September 2013

Pun | Ntersttial states

Fiud Mecharc s rterstoal stares | Appled relatrety

11 | Advacced Aigetea Flud Mechancs

cmisgo)
As its name implies it toggles whether or not the timetable list is shown. Clicking the icon

shows the timetable list to the right of the timetable as shown below, clicking the icon again
will remove the list.

CMISGo User Guide Page 4 of 20
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—. Tmelables ~ Bookngs  Adminisiaton  Hep The timetable list
eaming feature lets you display
O©®C) My Timetable 23 Seplember 2013 - 27 Seplember 2013 - Week 4 other types of timetables
';St;::?-t' 2013 24 Sor:::c:e’- 2013 25 ;::&:Z:i“@:} 2% <:;lv:i:~: 2013 a Se::.::)t:v 2013 o T either inStead Of or at the

S [Iersiial sates 3 same time as your own

or other timetables.

On first use the
: timetable list will show
T e e 1 just your own timetable

. : and the  checkbox
against My Timetable
will be checked as
shown here.

states | Apphed relativty

Topology

Add Save

cmisgo) A

There are two buttons at the bottom of the timetable list display, Add and Save.

The Add button displays the tabbed Add timetable dialog as shown below.

2.1 Course &module timetables
The Course and Module tabs provide drop down lists that let you select courses and modules
for which you would like to view the timetables.

When you have selected a course or module, clicking the OK button will add the selected
timetable to your timetable list.

NOTE: Please DO NOT USE the top two filter drop downs on any tab except for ‘Rooms’;
Instead, type at least 3 characters of your required timetable (e.g. course/module)
directly into the bottom drop down box:

Add timetable ® Add timetable ®

Course | module | Lecturer | Student | Room Course | Module | ocwrer | Student | Room

Fiter by department Fiker by department
Filer by category Fiker by course

Search for course Select maodule

QK Cancel oK Cancel

NB: The terminology (‘course’ and ‘module’) used here may differ slightly from that used in your
organisation.

When a Course timetable is added, the entire module structure is added to the display.
The top node added is the course (and specific year).

Beneath the course node, as children of the course, will be individual nodes for each module
related to the course.

CMISGo User Guide Page 5 of 20
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The compulsory modules are listed first, followed by all available modules.

Where the module has module groups, these will be included as children of their respective
modules.

The compulsory module nodes and all the nodes of their respective sub groups will be
checked automatically when the course is first added. The available modules and their
respective sub groups will not be checked.

) Multiple Timetables 5 October 2015 - 9 Oclober 2015 - Week 6

Menday Tuesday Wednesday Thursday Friday L My Timetable
5 October 2015 & Oclober 2015 T October 2015 8 October 2015 9 October 2015 O Mathematics 101 (ZMATHSL) - Year 1 @

[EPM Fluid Dynamics Advanced Geometry Fhud Dynamics 3
Evert id 255319 Event id 155300 Evert d 155339 = | binatorics (MTHI0A4) W
ekl nel | 1M semirar 1 @
=1 saminar 2 @
= M Fuid Dynamics [MTH20L1) @
Elcrogp 1 ¥
12 Flnd Dynamics =
Evert d 245340 | | ¥
Setd nel

Advanced Geomelry m OO aévanced Calculus (MTHI016) &
Evert id 255521 Evert i 255308 Evert d 255341 = 1M miumeser Theary [MTH2015) W
Gip1 Group 1 Tut! hutorial 1 B L1 Tutoriall & -
L1 Tutorial2 ®
e Advanced Geometry
Event i 255308
Tul hatorial 2
Jru
W Add Save
-

In the example shown above, the timetable for course Mathematics 101 is added to the
display. The first 4 modules shown (Advanced Geometry through to Probability and Statistics)
are compulsory modules, so appear with all module and sub group nodes checked.

However, the modules Advanced Calculus and Number theory are available optional
modules, so do not appear automatically checked.

Checking a module node will only cause events directly related to the ‘whole module’ to be
displayed and will not cause events for that module’s sub groups to show. The sub group
nodes themselves must also be checked to see their specific events.

Checking the course node overrides the individual selections within the course structure
itself, and acts as if all individual module and sub group nodes were checked. When this
occurs, instead of wiping out the selections of the individual nodes, the checks are retained,
but the entire structure beneath the course node is greyed out and italicised to denote that
the individual checks are not currently considered.

@@ Muttipie Timetables 5 Oclober 2015 - 9 October 2015 - Week 6 @@ @

Monday Tisesda Wednesday

¥ . Thursday Friday
5 October 2015 & Oclober 2015 7 October 2015 & October 2015 4 October 2015
PP il Dymamics Achvanced Geomelry Fluid Dyrismics -
et el 255318 Evest @ 285020 Evenl @ 24504
Sett st 1
12m Mumber Theory Fluid Dynamacs
Mciaosh House, fim 1055 Eventid 255140
Cvent @ 255306 Sellwet 2
SEY Fluid Dynamics Advanced Geomelry | Mumber Theory Fluid Dynamcs
vt 295121 Evmet 1 295378 Micirash Houe, Fom 1056 Evenl & 245341
S Greus 1 Tt tutosial 1 Evesi i 285337 Sethael 1
Tet! Tutariall
- Nuroer Thesey |
Evestid 255124 Meclraash House, Fom 1085
T2 htorial 2 Cvent i 255308
Tet2 Tuteriall

Add Save

CMISGo User Guide Page 6 of 20
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For example as shown above, when the course node for Mathematics 101 is checked, the
additional events for the available module Number Theory appear on the timetable for
Wednesday, even though the actual module node is not checked, as all relevant events for
the course will show when the top node is checked.

Unchecking the course node reinstates the active, checked nodes in the tree display.

In the case when a module is added it will be displayed as a node for the whole module
together with child nodes which represent each subgroup.

Checking a module node will only cause events directly related to the ‘whole module’ to
be displayed and will not cause events for that module’s sub groups to show. The sub group
nodes themselves must also be checked to see their specific events.

2.2 Lecturer & student timetables

e

Course Module Lecturer Sodent Room Course Module Lecturer Student Room

Filter by depariment Finer by department
Search for kctures Filter by ¢ ourse

Select a student

OK Cancel OK Cancel

The Lecturer and Student tabs provide drop down lists that let you select lecturers and
students. Once you have selected a lecturer or student, clicking the Ok button will add their
timetable to your timetable list.

2.3 Roomtimetables

Add timetable O] ] )
The Room tab provides drop down lists that

let you select a room; once you have
. selected a room, clicking the Ok button will
N add its timetable to your timetable list.

Madule

Fiker by campus

Select 3 room

0K Cancel

If a room has a combination of parts, breakdown and resources, these will all be listed together
for the room. If a room has no parts, alternate breakdowns or resources then the timetable list
will simply list the room, as shown below:

CMISGo User Guide Page 7 of 20



CMISGo User Guide

Room Room with parts
=1
~ M rart1
M rart2
“ M rart3

If a room has parts then
the timetable list will in
addition to the room
itself also list the room

If a room has no
parts, altemate
breakdowns or
resources then the

timetable list will parts as shown above.

simply list the room

as above. The first check box
controls the display of

The check box events and room

controls the display of | bookings that are for

events and room the whole room.

bookings that are for

the room. The check boxes for the
room parts control the
display of events and
room bookings for each
room part.

Room with breakdowns

(] M Breakdown 1
(] M Breakdown 2
[ M Breakdown 3

If a room has
breakdowns then the
timetable list will in
addition to the room
itself also list the room
breakdowns as shown
above.

The first check box
controls the display of
events and room
bookings that are for
the room’s default
breakdown.

The check boxes for the
room breakdowns
control the display of
events and room
bookings for each
breakdown.

Room with resources

Mclntosh House, Rn= [#] ll McIntosh House, Re ™ [] ll McIntosh House, Rr = [#] [l McIntosh House, Ro

B rco:
[+ M Fcoz
W rco:

If a room has resources
then the timetable list
will in addition to the
room itself also list the
room resources as
shown above.

The first check box
controls the display of
events and room
bookings that are for the
whole room.

The check boxes for the
room resources control
the display of events
and room bookings for
each room resource.

You can add several timetables to your list using the Add timetable dialog.

My Timetable
= [ B5c Higher Maths (HIGHMTH) Year 2 &
1M 2dvanced Algebra (MTH2002) &
1M Applied relativity (MTH2008) @
1 M Fluid Mechanics (MTH2006) &
1M Higher Maths 101 (MTH2001) @
1M nfinity - A concept (MTH2005) @
(]I integration and differentiation
(MTH2004) &

O] M mterstitial states (MTH2003) &
O] M Topology (MTH2007) @

] M Kathleen Khayat @

] Advanced Algebra (MTH2002) ©

M Applied relativity (MTH2008) ©

" McIntosh House, Room 317 @

] M panielle Cook &

»

»

»

»

The timetable

The example here shows a timetable list where a number of
timetables have been added:

for the course BSc Higher Maths

Year 2 has been added and you can see that its
modules are automatically included as well.

Timetables for

a lecturer Kathleen Khayat and a

student Danielle Cook have been added.

Timetables for

the individual modules Advanced

Algebra and Applied Relatively have beenadded.

The timetable for Room 317 in McIntosh House
also been added.

has

A timetable can be removed from the list by clicking the
delete icon associated with it, (found at the end of the line).

anced

Learning

O @G  Muttiple Timetables

Manday
2 June 2014

Tuesday
3 June 2014

Widnesday
4 June 2014

imetables

2 June 2014 - 6 June 2014 - Week 1

Tharsday
5 June 2014

Friday
B Juns 2014

Bookings Help
Timetables are
also

automatically

@@ e

My Timetable

[
[ B5c Higher Maths (HIGHMTH) Year 2 &

L

Intersitial states
1 o pen

"W Advanced
Algebea

dru

Sew

Timetabled events last updated 11:51 pm on 16 July 2014

CMISGo User Guide

Higher laths: 101

O M advancod Algsbra [MTHZ00Z) §

R vty Gariioe) assigned a
F=:1'r;:f«' '-‘fg..lcne'bfn-g;ﬁ:g;:s-'n colour which is
(=] 'I'|N!u:':mo1 and Of‘fﬂ_‘ren'.len:r.

(m] | i.:;:riot:)u;m (MTHZOOS) & u Sed to

_CI M Topology (MTH2007) © i .

D) Jaanead s pemaece) indicate why an

E. ! liad relatrty (MTHZO0E) & . . .

D Moaneie cocg " item is being
shown in the
main time
timetable
display, this is

acd ] (e shown in the
crmisg) s example here.
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2.4 Saving the timetable list

The timetable list is preserved during your browser session but it is not automatically saved
between browser sessions. If you want to preserve it to use again in a future browser session
use the Save button. The list of timetables together with each timetable's checked state is
saved and is automatically used again in any future browser session.

CMISGo User Guide Page 9 of 20
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3 YOUR TIMETABLE IN MS OUTLOOK & 0365

3.1 About your CMISGo personalised timetable URL

You may want to include your timetable and room booking information in other applications
such as the Microsoft Outlook desktop application, Office 365, Outlook Web Access on
your desktop or in a calendar app on your mobile device; this can be achieved using your
personalised timetable URL.

Your personalised timetable URL is automatically kept refreshed with your latest timetable data
and uses an industry format called an iCal file. Most calendaring applications support
subscribing to one or more iCal files as additional calendars.

This means that the subscribing software will use the iCal file URL to periodically refresh the
copy of your timetable data.

It is important that you use the subscribe option in an application rather than any import
option as import will just import your timetable once and will not configure the application to
periodically refresh it.

Note: The schedule for the periodic refresh of your timetable in another application or service
is governed by that application or service and may be a few hours or longer; this is particularly
true of Google calendar.

3.2 How to find your CMISGo personalised timetable URL

You will need your personalised timetable URL to subscribe to your timetable data in
Microsoft Outlook, O365 and any other calendar applications including those on mobile
devices.

To find or create your personalised timetable URL follow the steps below.

Timetables Bookings Administration - Help

[rm_,- mobile J

Select the My mobile option from the Administration drop down menu.

If you have not already created your personalised timetable URL/Link you will see the dialog
below.

Click the Create link button to create your personalised timetable link:
Mobile details 9@)

Please enter/update your mobile phone number so that you will Be able (o receive text messages aboul changes 1e your imelable.

Ok

¥ youwani to set up access to your timetable from your maobile phone's calendar, you will need to generate a personalised link

Create link

CMISGo User Guide Page 10 of
20
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When you have created your personalised timetable URL/Link it will be shown as below:

Mobile details (7] @:;.

Flease enter/update your mobile phone number so that you will be able to receive SMS messages about changes 1o your limetable

Ok
You will need the personalised link below 1o et up access o your imetable from your mobile phone’s calendar
IVRDPAW.CITIS 0. COMVC IS GOAC alymCein ZDi2wnwwu4nencm 185007 gkiT 026I g8 panyde 083020801 Tpxo Tiydphicalendiar ics
If you change the link, you will need to update it within your mobile phone setup and senice Change link

Highlight your personalised timetable URL and copy it to the clipboard (highlight it with your
mouse and then press Ctrl+C).

Make sure you copy the entire URL starting from http: and ending .ics

You are now ready to add / paste your personalised timetable URL/link into your chosen
calendar application.

Notes

» Your personalised timetable URL also includes any room bookings you have made as well
as your timetable.

» You can share your timetable with someone else by giving them your personalised
timetable URL so that they can also subscribe to it in another application.

» You can change your personalised timetable URL using the Change link button (see
below) at any time. This will invalidate any subscriptions you or others have made to your
timetable and these will need to be set up again if you want to reinstate them:

Mobile detalls Y 1O)]

Please enter/update your mobile phone number so that you will be able to receive SMS messages about changes 1o your timetable

Ok
You will need the personalised link below 1o St up access 10 your timetable from your mobile phone’s ¢ alendar
hipPavww.cmits G0 comyCMIS GoACalymeein 2pk2wowwudngnem e Soowgki T g26i 08 pahede 0830208016 Tpao Tkydphical endar ics
I you change the link, you will need to update it within your mobile phane setup and serace. Change link
CMISGo User Guide Page 11 of

20
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3.3 Viewingyour timetable in MS Outlook and O365

3.3.1 View your timetable in Outlook 2010

The following example uses the Microsoft Outlook 2010 desktop application and shows how

to subscribe to your CMISGo timetable.

Following the instructions in 3.2 above, go into CMISGo ‘Administration’ tab and copy your
personalised timetable URL into the clipboard (highlight it with your mouse and then press

Ctrl+C).

In the calendar in Microsoft Outlook, right click on Other Calendars, select Add Calendar

and then From Internet... as shown below:

Fite Home | Send/Receve  Folder  View a
st u Y LS mew  SGNE (EENSN | wwua R iR —:zsl s et % Find & Contsct +
‘7: ensdy 3 | {oese]| miedd (il ) P X " gl 3
— &3 =l —~3 ] 7 b 1 _— — ol =1 “g B L) Address Book
New New New Today Next? Day [ Work | Week Month Schedule Open  Calendar E-mail Share Publish Calendat
Appointment Meeting Mems * Days Week . View Calendar * Groups *  Calendar Calendar Online * Petmissions
Arrange +  Manage Calendars Share Find
4 October 2013 » $
Mo TuWe Th Fr S Su ¢ » 21-250ctober 2013 . L
» XS - TR0 SRS 7
7 8 91011 1213 2 2 8w a 2 At
[14]15 16 17 18 19 2
2.
A 2B N80 08%
2 2 30 3
09% -
a\ 2
Hy‘cnendars K o
Calendar H
= 10% |8
Other Caden * '
| K
1 -
Delete Geoup o0 | §
I ‘.
New Calendar Group |00 |8 g
¥4 Add Catendar #3  From Address Book
Ml ¥3 From Boom List
3 Calenda &  Mave Up 03 From jnternet
ﬂ_j % J v %% Qpen Shared Calendar.,
o] Tasks 15%
] 3 ﬂ 5 Tasks: O Active tasks, O Completed tasks ~
[ Rems: 0 This folder was last updated on 3101/2013, :"smeuf'mwm D@ EH O 100% (- { +

o

i B
Mew Internet Calendar Subscription M

Enter the location of the internet calendar you want to add to Cutook:
:Booyroki 7o 26ig8pahjde0330 2080 16 7pxo Thydph/calendar.ics|

Example: webcal: /fwww.example. com/fcalendarsfCalendar.ics

[ OK J[ Cancel ]

e

S5
Add this Internet Calendar to Outlook and subscribe to
updates?

-
Microsoft Qutlock

http:/fwww.cmisgo. com/CMISGofiCal fymceln2pk 2wxowwudng
ncm 1e5ooyroki7g26ig8pahjde08302080 16 7pxo7kydph/calen
dar.ics

To configure this Calendar, did: Advanced.

b

CMISGo User Guide
20

Paste your personalised
calendar URL into the New
Internet Calendar
Subscription dialog and then
click the Ok button.

Click the Yes button.
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Your timetable now appears in Microsoft Outlook and the default name it is given is ‘calendar’.

Send / Receve Foider View
% . B e . O FndaContact -
Ak L s eeed Hhee | = » 1)
a® B :E ) ﬂ = 2l G | =) P W WP i
New Today Net?7 Day |[Work  Week Month Schedule Open  Calendar  Emad  Share
ting Rems - Days Week = U Calendar * Groups ~  Calendar Calendar
New. Go Yo 5 Artange % Manage Calendacs Share Find
< Septempern3  p ¢
Mo Tuwe Th Fr Sa Su <« » 16 - 20 September 2013 Seorch catend ([Curt) »
234567¢%8 16 Mondsy 17 Towsdsy 18 Wednesdsy 19 Thundsy 20 foawy E
9101112131415 | 1} ‘ : l ) =
16 17 1819 0 11 2 08(‘0 ba = =
BUBNTBD
» :
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To change the name of
your calendar, to for
example to ‘My timetable’,
right click on calendar,
select Properties and
change the name on the
General tab.
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3.3.2 Viewingyour timetable in Office 365

Following the instructions in 3.2 above, go into CMISGo ‘Timetable’ tab and copy your
personalised timetable URL into the clipboard (highlight it with your mouse and then press
Ctrl+C).
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1 JULy 2014 ; .
W T 5 % 10
12 3 4 5 &
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4 MY CALENDARS
¥  Calendar
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w
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] Office 365
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In Office 365 go
to Calendar:

Right click on
MY
CALENDARS
and then select
open calendar.

Page 14 of



CMISGo User Guide

€ | T [

1] Office 365 Outlook  Calendar

@ new event 28 July - 03 August, 2014
« un30-6 jA7-13 ull4-20 wi21-27
« Calendar | catendar
28 MONDAY 29 TUESDAY
‘ RILY 2014 4
~ w f 5 s q 7 roey
L5 S G 9 5!nlevfhlu| states
7 Seminar
7 8 5 10 21 2Mdmosn House,
OIS % 17 om0 n 10 4 Room 21 ;sluid Mechanics Sem
N 2B M NN 2 % Mcintosh House, Roo
7 - 7 -
» » » B 7 E- 2
L1 7 Advanced Algebra S¢
g Mcintosh House, Roo
4+ MY CALENDARS R -
v Calendar
el 12 2 Interstitial states Sen
Ronare ; Mcintosh House. Ro:
Z 2
PECPLE  remove ‘ Z
o 7 Advanced Algebra Se
coloe » 4 Mcintosh House, Roo
4 OTHER wmersvwmne Z 2

)
15 7 Advanced Algebra S¢
% Mdintosh House, Roo

;, z

Pecple Newsfeed OneDrive  Sites

Kathieen Khayat v

day work week week month
aug4-10 » go totodsy BY SHARE e PRINT

30 WEDNESDAY 31 THURSDAY 1 FRIDAY
7 Room boaking 7 Room booking ~

guugmnu|umkm ZMMOQ\MMO
Z s 7

Zlntemiti."?lioombc ZAwﬂtd ;mebc

% Mantosh 7 Mcintosh 7 relativity 7 Mcintosh
: 4 z7 2 Seminar 7
7 Fiuid Mechanics ZNnosh
7 Seminar 4
7 Maintosh House, 7 z
2 Room 317 2 Topology
2 % Mdntosh House, Rco
7 C 7 =
7 Higher Maths 101
% Seminar
7 Mctntosh House, .
2 Room 43 2 Room booking
Z % Mdintosh House, Roo
Z s 7

R @ teps ook oficeiScom's O - & S

I
|| () Office 365 Outlook  Calendar

@ new event 28 July — 03 August, 2014
« jun30-6 Juiz-13 juita-20 Ju1-27

« Calondar I My timatable

£ “sesech alendar 28 MONDAY 29 TUESDAY
‘ JULY 2014 »

i i o 9 Zinterstitial states

iy @ i e 7 seminar

7 8 9 1R 2 Mcintosh House,

14 015 36 17 18 19 20 0 % Room 21 2 Fluid Mechanics Sem
B2 D NN T ;

; Meintosh House, Roo
% =

= - c

i 7 Advanced Algebra S¢
2 Mcintosh House, Roo
+ MY CALENDARS — -
V' Colendar
o =
v | Mytimetabid X 3 7 Interstitial states Sen
% Mcintosh House, Roo
4 =
PEOPLE'S CALENDARS 14 % Advanced Algebra st
7
% Mcintosh House, Roo
+ OTHER CALENDARS Y S

5 % Advanced Algebra S¢
4 Mcintosh House, Roo
7 =

People Newsfeed OneDrve  Sttes Kathleen Khayat »

e ?

day work week week month
2094-10 » gototodsy B9 SHARE N PRINT
30 WEDNESDAY 31 THURSOAY 1 FRIDAY
% Room booking % Room booking A
% Hughes Building, Rm % Mcintosh House. Roo
g ez : . .
% Interstiti 7 Room be 7 Applied 7 Room ba
4 Mdntosh 4 Mcintosh é refativity 7 Mcintosh
. Y =5 7 seminar Y
7 Fiuid Mechanics % Maintosh
% Seminar %
% Mmcintosh House, 7 [
2 Room 317 ; Topology
Vi 4 Mclntosh House, Reo
7 i 4 c
% Higher Maths 101
7 Seminar
% Mcintosh House, )
7 Room4) % Room booking
Vi 4 Mclntosh House, Reo
4 ~ 7
7 22
v

€ | ETTrTT T [

1) Office 365 Outlook Calendar People Newsfoed OneDrive  Sites Kathieen Khayat~ © 7
- ANt A
@ new event 28 July - 03 Augu-* = day work week week month
«jun30-6 jul7-13 julf  Interstitial states Seminar S totoday Baunas &b eravy
Mcntosh House, Rooen 21 -
& Calendar In
hls
P s 28 MONDAY H n Kathleen Khayat SURSDAY 1 FRIDAY
‘ 2014 » = 5
JULY 201 Mon 28/07/2014 09:00-11:00
M T WTF S = T }
fons S 3 4 Interstitial states | yupecssiialstates Seminar Maintosh House, Room 21 10 booking ~
Seminar Kathieen Khayat Widy 2 Jun to 25 May gintosh House. Roo
T 8 9 10n B Mcintosh House.
EURETRE TR A I U 10 Room 21 7 Fluid Mechanics Sem 7 Interstitis 7 Room be 7 Applied 7 Room be
A 2B N B %0 | % Mcintosh House. Roo % Mcintosh 7 Mcintosh 7 relativity 7 Mcintosh
2 = »|B T . 4 27 7 Seminar 7
1 Advanced Algebra S % Fluid Mechanics % Memtosh
Mdntosh House. Roo ; Seminar 7z
g = 7 Mcintosh House, 4 =
4 MY CALENDARS ~ % noom 317 ‘r
4
T Z ” % Melntosh House, Roo
7 zc 1 z
1 7 %
v My timetatie 3 2 Interstitial states Sen 2 Higher Maths 101
7 Mdntosh House, Roo 7 Seminar
% = % Mcintosh House .
PEOPLES CALENDARS 14 % Advanced Algebra S« 7 Room 43 % Room booking
4
% Mclintash House, Roo A % Mclntosh House, Roo
4 OTHER CALENDARS ) % 2 7 o Z
15 7 Advanced Algebra ¢
4 Mcintosh House, Roo v
7 -~
7 ]

CMISGo User Guide
20

There will be
short delay while
Office 365
retrieves the
timetable
information and
displays it on the
screen.

If you wish you
can rename the
calendar. Right
click on
calendar and
then select
rename.

Type in the
name you want
to use, for
example My
timetable and
then press
return.

You can see
details of events
by clicking on
them as shown
above.
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4 VIEW CMISGO TIMETABLES ON AN IPHONE

Following the instructions in section 3.2 above, go into CMISGo ‘Administration’ tab and copy
your personalised timetable URL into the clipboard (highlight it with your mouse and then press
Ctrl+C).

Timetables Bookings Administration *  Help

lr-.w mobile J

Select the My mobile option from the Administration drop down menu

Modbile details ()] @")

Please enter update your mobile phone number 5o that you willl be able 10 recene text messages aboul changes 1o your imelable:

¥ you want to set up access to your imetable from your mabile phone's calendar, you will need to generate a personalised link

Create link

If you have not already created your personalised timetable URL/Link you will see the dialog
above. Click the Create link button to create your personalised timetable link.

Mobile details 0x

Please emer/update your mobile phone number so that you will be able 1o receive SMS messages about changes 10 your timetable

Ok
You will need the personalised link below 1o set up access o your imetable from your mobile phone's calendar
R CITiS 0. COMVC IS GOA CaliymcelnZp k2wanwwudnancm 1 e 500y ngh To26i giipanide0B 302080167 praT kydphicalendar ics
¥ hanae 1 oUW o obil et S
If you change the: link, you will need to update it within your mobile phone sefup and senace Change link

When you have created your personalised timetable URL/Link it will be shown as above.

Then follow these steps:

1. In abrowser highlight your personalised timetable URL and copy it to the clipboard
(highlight it with your mouse and then press Ctrl+C). Make sure you copy the entire URL
starting from http: and ending .ics

Create an email message containing the URL and email it to yourself so that you can
access the URL in the message on your iPhone.

On your iPhone access the email message and copy the URL.

Select Settings

Scroll down and select Calendar

Select Add Account...

Select Other account

Select Add Subscribed Calendar

. Paste the URL into the Server text box

10. Click Next

11. Click Save

N

©COoN AW

You can now use the Calendar app to view your timetable.
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5 VIEW CMISGO TIMETABLES USING GOOGLE

5.1 Step 1: Subscribe to your personalised timetable from your Google
account (on your pc or laptop)

Your phone needs to be linked with a Google account. You probably have already done this,
when you first setup your phone to access your personal email.

If you haven't, you will need to sign up for a Google account before continuing.

To find or create your CMISGo personalised timetable URL follow the steps in section 3.2
above; make sure you have copied your personalised timetable URL/Link to the clipboard
(press Ctrl+C)

Use a browser on a laptop/desktop to sign in to your Google account and then go to
Calendar.

Locate the “Other calendars” section on the left of the display and click the down arrow icon
to the right of “Other calendars” to drop down the options shown below.
~ Other calendars 3]

Add a friend's calendar

Browse Interesting Calendars CIICk the “Add by URL” Option to get the dlalog
Add by URL shown here.

Import calendar

Settings

Add by URL % Paste  the personalised
timetable URL you copied
from CMISGo into the URL box

URL: (click in the box and then press
If you know the address to a calendar (in ical format), you can
type the address here Ctrl+V).
Make the calendar publicly accessible?
Add Calendar || Cancel |
Add by URL X Notel as shown below tha_lt you
won't see all of the URL in the
URL box.
URL:  |xfemb05u375q007 caqOwjudBsruw7b2cb/calendar.ics
If you know the address to a calendar (in ical format), you can . W R
type the address here. Then click the “Add Calendar
[T1Make the calendar publicly accessible? button and .after .a short time
[ Add Calendar |[ Cancel | Google will dlsplay your
' : ' timetable.
CMISGo User Guide Page 17 of
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5.2 Step 2: Set up the Google app on your phone to use the subscription
you have set up on your google account

The following instructions describe how to set up your phone so that your timetable is available
in the Google calendar app.

Note: if you don’t have the Google calendar app on your mobile device, you will need to
download it now.

The example below is for an Android phone.
Step 2a - Google account set up & google calendar sync

Note: If you already have your Google account set up and the Google calendar
sync’ed, then go straight to Step 2b below.

1. On your phone select Settings
2. Select Accounts & sync

If your account is already set up and listed jump to step 6

. Select Add account

. Select Google

. Follow the instructions to sign in to your Google account

. Select your account

. Check that the Sync Calendar option is checked for your Google account
. Select Sync now

O~NO 01 W

Your phone will show that it is synchronizing. When the synchronising has completed,
you can use the Calendar app to view your timetable.

Step 2b - Sync your CMISGo timetable to Google calendar

Additional steps are required to sync your timetable to the Google calendar app
on your mobile device.

9. Open the Google Calendar app on your phone

10. Click on the three dots top-right. Select Refresh from the menu.

11. Click on the 3 horizontal lines top left to open the menu. The timetable ical appears
in my list of calendars.

12. Click on Settings in the menu.

13. Click on the timetable iCal calendar.

14. Change Sync to enabled.
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6 VIEW CMISGO TIMETABLES USING OUTLOOK.COM

6.1 Step 1. Subscribe to your personalised timetable from your
Qutlook.com account

Your phone needs to be linked with an Outlook.com account. You probably have already
done this when you first setup your phone to access your personal email.

If you haven't, you will need to sign up for an Outlook.com account before continuing.
To find or create your CMISGo personalised timetable URL follow the steps in section 3.2
above; make sure you have copied your personalised timetable URL/Link to the clipboard
(press Ctrl+C)

Use a web browser to sign in to your Outlook.com account and go to the Calendar:

Ei Outlook |v () New Reply

Select the down arrow next to Outlook

& S

Mail 122 People Calendar

Select Calendar

Calendar [v  (®)Newlv Import

Select Import
Calendar | v

Import Subscribe

Subscribe Calendar URL

crrkbsus00ofs6lkc5y999z6ltxhaenocuddct85th/calendar.ics

Calendar name

| My Timetable

Calendar colour

Charm

MNone hd

m cancel

Make sure you select Subscribe, and paste the URL you copied into the Calendar URL box
(click in the box and then press Ctrl+V).

Note as shown that you won't see all of the URL in the URL box.

Type in a name for the Calendar e.g. My Timetable as shown.

Select a colour for the Calendar.

Click the Subscribe button, and after a short time, your timetable will be displayed.
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6.2 Step 2:Setupthe Outlook app onyour phone to use the subscription
you have set up on your Outlook.com account

The following instructions describe how to set up your phone so that your timetable is available
in the calendar app on your phone.

The example below is for a Windows phone.

. Select settings

. Select email+accounts

. Select add an account

. Select Windows Live

. Select Next (if a "Before you sign in" message is shown)

. Enter your Outlook.com ID and Password and select Sign in

OO, WNPE

Your phone will show a synchronizing message. You can now use the Calendar app on your
phone to view your timetable.

Your phone will show that it is synchronizing. When the synchronizing has completed, you can
use the Calendar app to view your timetable.

Outlook will automatically enable the timetable calendar, so no additional steps
are required.
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